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Lab 68 - Insert and configure total rows
Adding a Total Row to your Excel table is useful for several reasons:

Quick Summarisation

Automatically calculates totals, averages, counts, or other statistics without needing manual
formulas.

Saves Time
No need to write complex formulas; Excel provides built-in functions for common calculations.

Dynamic Updates
The total row adjusts automatically when new data is added or removed.

Enhances Data Analysis
Helps in tracking sums, averages, or other key metrics in reports and dashboards.

Professional Presentation
Makes tables look structured and easier to interpret, especially in reports.

Lab Purpose:
In today’s lab we will look at how to add a total row to your table.

Lab Tool:
This lab requires access to Microsoft Excel 365.
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Lab Walkthrough:

Task 1: How to add and configure a total row to your table.
This will add additional customisable options to your tables.

VARESK

ACADEMY

WITH GEMMA

File  Home Insert Pagelayout Formulas Data Review View Help Acrobat Table Design
Table Name: ummarize with PivotTable E| @ [5’ [E] Properties [7] Header Row (] First Column [ Filter Button
[Table1 | B Remove Duplicates et Bport Reﬁ:h FZ openinerouser | W TotalRow [ Last Column
‘B ResizeTable (3 Convert to Range Slicer - ~ 5 Unlink [] Banded Rows [] Banded Columns
Properties Tools External Table Data Table Style Options
E15 ~ Mo
A B c D | E | F G H | 1 K L
1
2 Timpy Produck
3 01/02/2025 Printer 2 1,223.00 2,446.00
4 06/03/2025| 20:48 |Keyboard 6 55200 3,312.00
5 07/03/2025| 19:36 |Printer 5 1,764.00 8,820.00
6 08/03/2025| 10:58 |Monitor 1- 775.00 - 775.00
7 20/03/2025| 07:29 |Monitor 8 83200 6,656.00
8 26/03/2025| 05:56 |Laptop 9 1,664.00 14,976.00
9 12/03/2025| 12:24 |Monitor 6 1,255.00 7,530.00
10 26/03/2025| 14:15 |Printer 8- 3600 - 288.00
1 24/02/2025| 13:51 |Printer 4 1,131.00 4,524.00
12 25/02/2025| 09:11 |Laptop 1 436.00 436.00
13 12/03/2025| 05:41 |Mouse 9 1,854.00 16,686.00
14 05/04/2025| 19:35 |Keyboard 5 734.00 3,670.00
15 Total -] 2 - -
16
Average
17 Count
18 ;::nl"umhels
19 Min
» e
21 Var
= More Functions.,
23
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