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Add Subtotals by Location Lesson 
 

 
Step Action 

1. Adjust column widths and delete empty columns or add header text to each column so the 
Subtotals function will work correctly. 

2. To add automated Subtotals by location (Transaction Explanation), select a cell in the 
Transaction Explanation column. 

 
3. Click the Data tab. 

 
4. Click the Subtotal button. 

5. Click the At each change in: list. 

 
6. Click the Transaction Explanation list item. 

 
7. Click the Use function: list. 

 
8. Click the Sum list item. 

 
9. Click the Extended Cost option. 

 
10. Click the Transaction Explanation option. 

 
11. Click the OK button. 

 
12. You have successfully completed this lesson. 

End of Procedure. 
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