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How to Use the Sum Function in Microsoft Excel

Using the SUM function in Excel is an easy way to save yourself lots of time. Decide what column of numbers
or words you would like to add up

Method 1 of 3:

Writinga Sum Formula
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Decide what column of numbers or words you would liketo add up


https://tipsmake.com
https://tipsmake.com/c/application/
https://tipsmake.com/c/office-information/
https://tipsmake.com/how-to-use-the-sum-function-in-microsoft-excel

=
t—-j, Home | Insert Page Layout Farmulas Data Review View Acrobat

B ‘* Calibri 1 - A AT -1_|-E--| =F | General
Paste j’- B L O-|fE-|S-A-|EEMEE B ||s§-% |8
Cligboard = Fant (o Alignment = Humber r
A + (3 £ |
1 ;No.af[)ol:nmenls MNo. of Pages  Rate per page
2| 1 5 3
3 | 3 15 2
4| 2 7 4
5
6 |
&
F m—
2. 27
10 |
11 |
12 |
13 wiki

Select the cell whereyou'd like the answer to populate
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Typetheequalssign then SUM. Like this: =SUM
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Type out thefirst cell reference, then a colon, then thelast cell reference. Like this: =Sum(A2:A4).
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Pressenter. Excel will add up the numbersin cellsA2to A4

Method 2 of 3:

Using AutoSum
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To add a complete column or row of numbers, use AutoSum. Click into the cell at the end of the list
you want to add (below or next to the given numbers).

1. InWindows, press Alt and = at the same time.

2. OnaMac, press Command and Shift and T at the same time.

3. Or on any computer, you can select the Autosum button from the Excel menu/ribbon.
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Confirm that the highlighted cells are the ones you want to add up.
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Pressenter for theresult.

Method 3 of 3:

Copying the Sum Function to Other Columns
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Place your mouse pointer to the bottom right of the cell you just finished adding up, to add up
multiple columns. The pointer will turn into athick black cross.
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Hold down your left mouse button. Keep it held down as you drag it across al of the cells you wish to

add.
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Move your mouse pointer over thelast cell, then let go of the button. Excel will AutoFill the rest of the
formulas for youl!

Y ou finished reading the article "How to Use the Sum Function in Microsoft Excel” edited by the TipsM ake
team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for similar
articles on tips and guides. Thank you for reading and for following us regularly.
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