How to calculate total in MS Word?

Step 1:
The data should be in tables format
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Name Amount (%)

Ashish 10000

Suresh 5000

Ramesh 7500

Abhishek 10500
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Step 2:

Go to the cell where you want to take the total
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Name

Amount ()

Ashish

10000

Suresh

5000

Ramesh

7500

Abhishek

Total

Ihmllﬂ |E=EmiwE el  wasbceiy | aadbceoe] AaBBC ASBDCE AdB ause

||g_;' = _{i—.ﬂi—| T

#Ena
ALRAS | ASECED &
KL Repacy:
- nmpe
St -

Sublis Bn.  Emphmin

m-tm e WL |

|assincaapoin | S

Bant 2 8 * okt | i

o brme
* | Fking |




Step 3:

Go to the Tables and Borders Toolbar, Layout Tab, Click on Formula
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Name Amount ()

Ashish 10000
Suresh 5000
Ramesh 7500
Abhishek 10500
Total

Fegeiali  Lned | Waoo i o |

Bt} 1= Gk s | e b S S N i e
Step 4:

e .__H. l.!.- :{h s Yl 5 Elztumeil - Moo War R Toah, =R
"3 s -n:\-e_ i Pt Lapr ot ArieEnier Watwpi:  Mrdnw Ho Tk N - ____‘
£ I;:;J E L "'ﬂl =& = :T*I.’”H” AaHBCDy . aalndels . AwBhC Aalild _."‘i"_tt"i AN - h E:;:';

e pram e | B e e et | B A || B |1 T ¥ Natasd.. 0 trmr = | e«
Crapamn b e ¥ il Gl el Fkimp |

Name mrrsss—— i)
Ashish pm
Suresh wm :;_

meﬂ Paste bookmark:
Rames| 3 ~

Abhish' —
Serean I|—] concel_|

H TR R

San| 8 @~ Cosmpmnn | games | s [T e ez o | O fRSAm

Step5:
Click “OK”. You'll get the total. But this total is not auto refresh. Each time you

change the amount, the total needs to be recalculated.



