
How to use AutoSum in Excel
Introduction:
AutoSum is a powerful feature 
Microsoft Excel that allows you to 
quickly calculate the sum of range of 
numbers. It is especially useful when 
working with large datasets, as it 
eliminates the need to enter 
formulas manually.

USING AUTOSUM WITH A 
SHORTCUT
 Instead of using the ribbon, 

you can use a keyboard 
shortcut:

 Click on the cell where you 
want the sum to appear.

 Press ALT+= on your 
keyboard.

 Excel will automatically 
select a range, and you just 
need to press enter.

If you have multiple rows or 
columns that you want to 
sum at once:
1.Select multiple cells where 

you want the total to 
appear.

2.Click the AutoSum button

3.Press Enter to apply the 
sum formula to each row or 
column.

COMMON ISSUES :

• Blank or Non-Numeric Cells: Ensure all cells in the selected range contain 

numbers.

• Incorrect Range Selection: Manually adjust the range if Excel selects extra or 

missing cells.

Step 1: OPEN YOUR EXCEL FILE

Before using AutoSum, ensure 
that your Excel file is open and 
contains numerical data in 
column or row

Step 2: SELECT THE CELL FOR THE 
TOTAL

Click the cell where you want the sum 
to appear. This is usually the cell 
directly below a column of numbers or 
to the right of a row of numbers.

Step 3: CLICK ON THE AUTOSUM 
BUTTON:

Navigate to the home tab on the 
Excel ribbon and locate the 
AutoSum button in the editing 
group. Alternatively, you can go to 
the Formulas tab and find AutoSum 
there. Clicking on it will 
automatically select a range 
numbers.

Step 4: CHECK THE SELECTED 
RANGE:

Excel will highlight a range of 
cells it assumes you want to 
sum. If the selection is correct, 
move on the next step. If not, 
you can manually adjust the 
range by clicking and dragging 
over the correct numbers.

What is AutoSum?

AutoSum is a built-in Excel 
function that automatically 
calculates the sum of selected 
numbers. It saves time and 
reduces errors when working 
with data.

Why use AutoSum:

1. Saves Time – No need to 
type formulas manually.

2. Reduces Errors – Ensures 
accurate calculations.

3. Works for Columns and 
Rows – Sum data 
effortlessly.

4. User-Friendly – easy for 
beginners and 
professionals.
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