@ HOW TO USE AUTOSUM IN EXCEL

A Simple Guide for Quick Calculations at Work

What is AutoSum?

AutoSum is a built-in Excel feature that quickly adds up humbers in a row or
column. It’s perfect for calculating totals without typing formulas manually.
ﬂ When to Use AutoSum:

*Adding up expenses or totals

*Summing rows or columns in a spreadsheet

*Creating reports or budgets

[ T Step-by-Step Instructions:

1. Select the Cell for the Result

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

2. Click the AutoSum Button

Go to the Home tab - In the Editing group, click the AutoSum (%) button.

3. Check the Highlighted Cells

Excel will automatically select the cells it thinks you want to add.

« If correct, go to Step 4.

/ Ifincorrect, click and drag to select the correct cells.

4. Press Enter

Your total will appear in the cell!
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Q ProTip:
You can also press Alt + = on your keyboard to use AutoSum instantly!
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4. Press Enter

Total will instantly appear in
the selected cell!

“AutoSum is your shortcut to fast, accurate
totals. Use it daily and save time!”
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