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CHAPTER 12 
CALCULATING TOTALS 

Can't find it? Something missing? Instructions not clear? Email manuals@affinityconsulting.com.  

Column and Row Totals 
There are multiple ways to calculate column and row totals in Excel.  

While you may be tempted to use the + symbol to add cells (ex: A2+B2+C2), if you are adding a 
range of cells, this is inefficient. Instead, use the SUM function. 

Sum Function 
The SUM function can be inserted by typing it, using in the Insert Function button, or on the 
Formula ribbon  Math & Trig dropdown  SUM. 

The SUM function arguments are relatively simple. Enter the range of cells to total. You can enter 
more than one range. 

 
FIGURE 12-1 

AutoSum 
The AutoSum button will attempt to do the work for you.  

1. Click in the cell where you want the total. 

2. On the Formulas ribbon, click on the AutoSum button. (It is also available on the Home 
ribbon). 



 CHAPTER 12 
 

MICROSOFT EXCEL FOR LEGAL PROFESSIONALS  PAGE 45 

 
FIGURE 12-2 

3. Excel will try to determine what you want to total. It will tentatively select the range to 
total. If it does what you want, click Enter. If not, select a new range and click Enter. 

Sub Totals 
Sometimes you need to calculate a subtotal (a conditional sum). To create a conditional sum, you 
want to use the SUMIF function. It has three arguments. The first is the range of cells to be 
evaluated. The second is the criteria against which to evaluate those cells. The third is the range 
of cells to sum (this argument is optional - you do not need it if you are summing the same cells 
as the ones being evaluated). 

In the example below, we need to calculate the subtotal for each type of property. The range to 
be evaluated is the B2:B10 - the cells that list the property type. The range to be summed is C2:C10 
- the cells with the value in them. 

 
FIGURE 12-3 

1. Position the cell point in the cell you want to have the subtotal in: C13. 
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2. Click the Insert Function button or Formula ribbon. 

3. Click on the Math & Trig category, then scroll down the list of corresponding functions 
and click on SUMIF. As you can see, SUMIF adds the cells specified by a given condition or 
criteria.  

4. If using the Insert Function button, click OK. 

5. Click in the Range box and then select cells the cells to evaluate: B2:B10. 

6. In the Criteria box, enter the text "tangible" (without the quotation marks -Excel will add 
them for you). 

7. In the Sum_range box, select cells to be summed: C2:C10. 

8. Click OK. 

9. Repeat this function with the appropriate changes for the other subtotals. 

 
FIGURE 12-4 
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Running Totals 
To create a running total (such as the running total of medical expenses below), you need two 
formulas. First, you need to read in the initial amount. Then you need add the next amount to the 
previous total. 

 
FIGURE 12-5 

1. Click in cell for the first total: E7. 

2. Read in the first amount: =D7. 

3. Click in the cell for second total: E8. 

4. Add the new amount to the prior total: =E7+D8. 

5. Use the Fill handle to copy the formula down. (See Chapter 7.) 
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