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core production tools. Barron is not most people. There are few things Barron enjoys 
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As an attorney, he understands how challenging it is to practice law without the proper 
training on the technology tools. When Barron isn't training people, he focuses on 
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do with complex formulas and macros. His experience practicing law taught him the 
value of analyzing data efficiently. 
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to back down from a challenge, John will find a way to make anything happen. 
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As an Excel junkie, Danielle loves to simply complex workbooks and simplify the user 
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training program, Affinity Insight. Danielle focuses on creating easily accessible training 
materials and webinars tailored to meet each organization's needs.  

When Danielle isn't providing remote training, she focuses on teaching CLE via webinar 
and providing legal organizations with the advice they need to run smoothly. With a 
background practicing law at a boutique firm, Danielle understands the challenges that 
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HOW TO USE THIS MANUAL  

Navigation  
Use Ctrl + F to search this manual for content. 

The table of contents is clickable - click on any line in the table of contents to be taken directly to that chapter/sub-chapter. 

New to Excel?  
Start with the Introduction, Interface, and Excel Basics chapters to acquaint yourself with Excel. These explain how and 
why you need to use Excel and how to navigate through the interface. 

Familiarize Yourself with Excel's Features  
We recommend that you skim through the rest of the manual to familiarize yourself with the features most commonly 
used by legal professionals. Once you are aware of what Excel can do, you can use this manual to guide you every step of 
the way. 

Follow Along  
The rest of the manual walks you through specific applications of Excel using step-by-step instructions and screenshots. 
Recreate our data in your own workbook or apply the steps directly to your own data. 

Future Reference  
Hold onto a (digital) copy of this manual for future reference. Whenever you get stuck, you can refer it the instructions at 
any time. 
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11 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 11-1 

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). 
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FIGURE 11-2 

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 11-3 

1. Position the cell point in the cell you want to have the subtotal in: C13. 

2. Click the Insert Function button or Formula ribbon. 
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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" (including the quotation marks - 2019/365 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 11-4 
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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 11-5 

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 AutoFill handle to copy the formula down. (See Chapter 6.) 
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