	NC Excel Basics for ESL – Lesson 6
	



	Lesson # 6: AutoSum Introduction


	Practice Assignments
	Check Off

	Assignment 1 – Read and follow the instructions below in AutoSum Intro. 
Assignment 2 – Read and follow the instructions for the AutoSum Extra Practice.
Assignment 3 – Practice and review any new vocabulary from Lesson 6.
[bookmark: _GoBack]Optional Assignment – Watch the How to Use the Autosum Function in Microsoft Excel 2016 video:   
https://youtu.be/ridze5g0cIc 
AutoSum Intro 
This lesson will involve the AutoSum feature. The AutoSum feature allows a user to add (+) a series/group of cell amounts.  This is a very powerful Excel feature.  
 (
Let’s add these amounts using a calculator
)In order to better explain the AutoSum feature, let us look at the equation below:
	$12.oo + $50.00 + $28.15 + $75.00 =         ?



Using the AutoSum button will allow us to add, or sum, amounts within the spreadsheet. 
Let us try using the AutoSum button.
1. [image: C:\Users\Student\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\DN2V5CV4\96px-Greek_uc_sigma.svg[1].png]Open a blank Microsoft Excel file.
2. Type in your first and last name.
3. Press the Enter key twice.
4. Now type in the heading, “AutoSum” and press the Enter key.
5. Type in the number “12” and press Enter. 
6. Type in the number “50” and press Enter.
7. Type in the number “28.15” and press Enter.
8. And last, type in the number “75” and press Enter.
9. Now highlight all amounts by clicking and holding on the first amount, “12,” and dragging until you have highlighted all the amounts. (Select the range.)
10. In the Number group, look for the $ button. This is the Accounting Number Format. 
This will change all your numbers into dollar amounts.  
11. Click on the $ button. Voila!  All the amounts are given dollar signs and decimal points.
[image: ]Let us add up the dollar amounts. Look for the AutoSum button. 

The AutoSum button will add all number amounts.  
12. Click on the AutoSum button in the Editing group.
All the amounts have been added
13. Is the amount the same as the amount we figured with the calculator?  Yes!!!
14. Type the word “Total” in the cell to the right of the total amount.
15. Save your file to your USB drive with the name, “AutoSum Intro”.
16. Show your teacher your spreadsheet.
17. Safely eject your USB drive when you are done. 
(Look at the lesson 3 practice if you need help.)
Extra Practice - AutoSum Practice with Your “My Favorite Foods” File
[image: ]We will now use our “My Favorite Foods” file to see how much all our favorite foods would cost if we ordered them all for one big dinner!  To do this we will use the AutoSum feature.
1. Plug in your USB flash drive.
1. Look for and open your “My Favorite Foods” file.
We are going to add the amounts of your favorite dishes.  Just guess how much you think each dish would cost.  
1. To the right of the first dish, type in the amount. Remember, you do not have to type the dollar ($) symbols.
1. Once you have typed in the amount for each dish, highlight all the prices. (Click and hold on the first amount and drag the mouse down.  This will highlight all the prices.) 
Be careful to select the prices only, not the food items.
1. Click on the Accounting Number Format button ($) in the Number group.
All your prices have been converted/changed to Dollar format.
1. With the prices still highlighted, click on the AutoSum button in the Editing group.  
All the prices have been added.
1. Click/activate the cell to the left of the total amount and type in the word, “Total”.
1. In the Alignment group, click the Align Right button.
1. Select the cell with the word “Total” and the cell with the total amount.
1. Make the fonts Bold (B).
1. Select the cells for the foods and their amounts, and the total cells.
1. Click on the Border button in the Font group and select All Borders. 
1. Check what the file would look like printed out. 
If your teacher asks you to, print one copy.
1. Save to your USB flash drive as, “My Favorite Foods – Prices”. 
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