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How to use AutoSum in Excel 
  

✓ Open Excel- You can use either the desktop version or the web version. 

 
 

✓ Go to the Formulas in Tab- Click on the Formulas tab in the toolbar. 

 

 

✓ Locate AutoSum- You will find AutoSum option on your left. 

 
 

✓ Select AutoSum- Click on AutoSum, then select the range of cells you want to  

sum (You have other options too in AutoSum that you can explore). 

✓ Press Enter- By pressing enter Excel will automatically calculate and display  

the total. 

✓ Shortcut: To quickly apply AutoSum press [Alt + =]. 

 

 

References: www.office.com 

 


