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Whilst in the Microsoft Excel app you must 
firstly select the number of columns and 

rows which are required, then input the data 
you want correlating. first input your 

information in your rows and columns. Then 
secondly click the cell where you want the 

total to appear. 

You will then need to find the auto sum 
symbol in the home tab and press this 

symbol.

The column or row you have chosen to use to 
sum should be highlighted and then simply 
press enter and your results should appear 

in the cell which you have previously 
selected. 

Auto sum is a very useful and 
time saving tool that is available 

as part of the Microsoft Excel 
app. This tool can automatically 

add numbers in a column or a row 
instantaneously.  

Now you have your results you can also use 
auto sum to calculate the average, count, 
max or min. If required, you can then use 

these results to create graphs and charts.

For maximum results 
use auto sum at the 

bottom of a column or 
the end of a row. Once 

you have your end 
results you can 

further enhance your 
results by creating

graphs. 


