
HOW TO USE AUTOSUM IN EXEL

Step 1: Open MS-Excel 

and click blank 

workbook option

Step 3: Place the cell 
where you need to take 

the Total value of series of 
numbers and then click 

”AutoSum” button

Step 2: Start 
entering values 

in cells

Step 4: Choose 
“Sum” Function 
and then press 

enter key
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* Use the shortcut “Alt + =“ for 
quick access to AutoSum
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