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STEP 2

STEP1

Open your Excel
spreadsheet.

Select the cell in which you
want the sum to appear.

Today « July 18
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SUM |

10 AVERAGE 4633.333
COUNT 6
MAX 6000
MIN 3100

STEP 3 STEP 4

On the ‘Home' tab, go to

Click the “Auto sum” th? far right (Upder The cells that need to be summed
Bl Emel @IEs S 2 up will be highlighted. If the

button. button. wrong cells are highlighted, you
may do it manually.

Clipboard  fa
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X | . v Find & SUM v i X+ fx~ =SUM(D1:D8)
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fist] Fgpefiat ~ &~ © Select~ 1 john  North 4500
2 Mary  South 5200
Cells Editing Add-ins 3 Alex East 3100
4 Sarah West 6000
Sum (Alt+=) 5 David  Morth 4200
Automatically add it up. Your total S EV 2500
O] will appear after the selected cells. 8
i j 9 suMm  [-sum(DLDE)
10 AVERAGE { SUM(number1, [number2), .)
COUNT 6
12 MAX 8000
13 MIN 3100
15
16
17
Press Enter and the cells should be
added up!
SR W You now know how to
1 John MNorth 4500
2 Mary South 5200
3 Alex East 3100 .
4 Sarah West 6000 use AUtO SU'II In MS
5 David Naorth 4200
6 Emma South 4800
" |
: Excel, good work!
9 SUM 27800_
10 AVERAGE 4633.333
11 COUNT &
12 MAX 6000
13 MIMN 3100
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