
ADD YOUR VALUES

Before anything write down the values

you want to add to whichever column

or row you wish and select them

FIND THE  FEATURE!

Head to the “Home” toolbar and

search for the “Editing” section to find

the “AutoSum feature

USE IT!

You may select them all by targeting a wide

range directly with your mouse/mousepad

and then just click “AutoSum” to use it

ALTERNATIVE

You may select a box, write an “=”

sign and write down the range of

column/rows or directly write the

specific numbers and manually add

“AutoSum” by writing it in the formula
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