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How To Use AutoSum in 
Excel 

 
What AutoSum Does: 
AutoSum makes it easy to quickly add numbers in Excel without having to type 
formulas. It's a handy tool for calculating totals, managing budgets, and creating 
reports. 
 
Step-by-Step Guide: 
 
Step 1- Open your Excel File. 
Open the Excel file that includes the numbers you want to add. 

 
 
Step 2- Select the cell for the total. 
Click on the empty cell where you want the total to appear. 



 

 

 
 
 
Step 3- Click the AutoSum button.  
On the Home Tab, click the AutoSum bottom. 

 
 
Step 4- Check the highlighted cells 
Excel will highlight the numbers it thinks you want to add. Make sure they are 
correct. 



 

 

 
 
Step 5 – Press Enter. 
Press Enter to finish. The total will appear in the cell. 
 

 
 
 

Tips for Accuracy 
 

1. Check that Excel selected the right cells. 
2. Use AutoSum for quick totals. 
3. Look at the formula bar to make sure the formula is correct. 

 
Why AutoSum Helps at Work: 
 
Using AutoSum helps you calculate totals more quickly, avoid mistakes, and create 
accurate reports with less effort it also: 
 

1. Helps staff calculate totals faster. 



 

 

2. Reduces mistakes in financial reports. 
3. Makes spreadsheets easier to update. 

 


