
Using the Sum Function in Excel

The Sum Function in Excel adds all the numeric values in a specified column(s) or 

row(s).  This is the quickest way to find a sum.

Step 1: Select a column or row containing numeric values. 

For this example we will be using the Monthly Rent column 

from a worksheet.

Step 2: At the bottom of the column, type the formula: 
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Excel will prompt you to enter a range of cells into the 

formula.

Step 3: For this example we want the sum all values in the 

Monthly Rent column.  Thus, we will select all cells in the 

column.

Step 4: After selecting the cells, hit your “Enter” key, and 

you’ll have the sum of all values in the column.
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Note: You can also omit values in the range to get a different sum.  To do this, you 

will normally type in the formula & the range manually.

In this example below, cell K11 has been omitted.
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