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LESSON 12
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[image: ]To use certain functions / commands eg. Sum function 
you have to customise the Quick Access Toolbar      
[image: ]Click on the Customize Quick Access Toolbar button 
[image: ]Click on More Commands

[image: ]You will see  

Click on the Choose commands from: button 
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	Click All Commands
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	Scroll to find Sum function
	click on Sum function
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Click on Add > >                         Sum will be added to the Quick Access Toolbar functions		

[image: ]
Click OK 
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Sum will appear on the Quick Access Toolbar 
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