
How to Use AutoSum 
in Microsoft Excel

 What is AutoSum?
An effective Excel function for rapidly figuring out the sum of a
range of numbers is AutoSum. With a single click its ideal for

adding rows or columns of data.

The AutoSum User Guide. 
1.Launch the Excel document.

2.Choose the cell that should
display the total this is
typically next to a row of
numbers or beneath a
column. 

3.Go to the ribbons Home tab. 
4.Search the Editing group for

the           AutoSum icon. 
The range is chosen
automatically by Excel. 
Press Enter if its correct.
 If not select the appropriate
cells by dragging then hit
Enter.
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