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Microsoft Excel 2007

Is this everyone’s favourite? There are a number of different ways of entering and editing formulae in Microsoft Excel, and

all formulae begin with an equal sign (=).

Auto Sum ¥ - This will automatically calculate the total value of a range of cells.

1. Click on the cell in which you want the result to appear
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2 :!< be in the cell A5.
2. Click on the AutoSum button on the tool bar.
0n) 9 = =
a) , , =
— Home Insert Page Layout Formulas Data Review View ‘-. @ -
mL == _|[®| = | cenemal - = T [ (et “17
J 33 - = | / | = Eneta ﬁj —'Ei'j —ﬁd 5% Delete - q:r) Z \ﬁ
Paste | = = === 5= | kg~ ||| - By || =0 _,00; Conditional Format Cell Sort & Find &
- 7 o i SE=EFFEFE o i o> || %m0 Formatting = as Table = Styles - _ﬂ_lFormatv 27 Filter~ Select~
Clipboard Font IF Alignment (F] Number ] Styles Cells Editing
3. Excel will surround the range (eg. A1:A4) with a blinking dashed border called a running marquee.
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Troubleshooting
When Excel surrounds cell references that you don’t want to include in your calculation, re-select (click and
drag) the cells range that you want to calculate. (The running marquee is still blinking at this stage.) After
that, go to step 4.
If you want to redo it from the beginning, press the Esc key to remove the running marquee. =
=

Produced by Massey University Library Information Commons

Page 1 of 2



> MASSEY UNIVERSITY
pe———r

4. Click the AutoSum button on the tool bar again or press Enter.

A5 - £ | =sum(a1:aa)
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2 Your result

Note: If you want to check your calculation, you can do this on the status bar.
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If you like to use shortcuts, the shortcut key for Auto Sum is

Or, another quicker way is double click on the AutoSum icon at step 2!

Other common functions
The AutoSum button has a drop list of the most common functions.
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