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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. 



 
 

  
 

Lab Walkthrough: 

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

Instructions 
1. Go to the ‘Table Design’ tab. 
2. In the ‘Table Style Options’ group, check the ‘Total Row’ box. 
3. A new row will appear at the bottom of the table with a total in the last column. 
4. Click on any cell in the ‘Total Row’ under the column you want to summarize. 
5. A drop-down arrow will appear. Click it to see calculation options: 

Sum – Adds up all the values in the column. 
Average – Finds the average of the values. 
Count – Counts the number of entries in the column. 
Min/Max – Shows the smallest or largest value. 
More Functions – Opens a list of additional Excel functions. 
 

 

      


