Using the AutoSum Button

     Now that you have entered the labels and data, you need to enter the formulas that will calculate the data to produce the output, or the results. 

     Since the sum function is used more often thta any other function, Excel includes the AutoSum button on the toolbar. This button automatically creates a forumla that contains the sum function. To do this, Excel looks at the cells adjacent to the active cell, makes an assumption as to which cells you want to sum, and displays a formula based on its best determination about the range you want to sum. You can press the enter key to accept the formula, or you can select a different range of cells to change the range in the formula. In this lesson, you will use the AutoSum button to calculate the total sales for each year. 

1. Click cell B8 because this is where you want to display the total for 1999. 

2. Click the AutoSum button 
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3. Press the Enter key to complete the formula. The result appears in cell B8. 
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4. Click cell C8 to make it active. 

5. Click the AutoSum button [image: image3.png]


on the toolbar. 

6. Press the enter key to complete the formula. The result appears in cell C8. 
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