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How to Auto-Sum on

Microsoft Excel
By Joshua Wilson

o STERL, .2

‘application on your computer or
device you are using. Once you've
found it double-clck on the icon o

Click on_the button labaled
Tereate blank workbook” this
will provide you with an empty.
rhagihgaiiing in your dota.
Makesure you den't dick ons with

allow you to access calculations
within the document.

B Microsoft

STEP3

the specific numbers you wish to
add, such as your annual salary,

expenses, or any other figures that
are rellevantto your spreadshet.

‘which willthen add ol the selected
umbers togather, providing you wi
9

il you see @ plus/symbel appear.

Starting fromthe top,cick and hold,then

drag it ver al the numbers unti the are
fully highlighted.

used for a variety of tasks
invalving the organisation,

formatting, and calculation of
data within a spreadshest

charts allowing users to
information





