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SUMIF             

This video will explain and show you how to use the “SumIf” function 
in Microsoft Excel.  This function will add the cells specified by a given 
condition or criteria. 
 
STEPS 

o Begin by selecting the first cell in which you want the “Sumif” formula to appear. 

 
o Click the function symbol 

 
o Type in “sumif” in the search box and click “Go”. “Sumif” will appear in the results 

below. Click on “sumif” and click “ok” 
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o Begin entering the parameters by clicking in the text box located to the right of 
each parameter: 

 
 Range – is the range of cells you want evaluated. In our case you will 

want to click on the “data” tab and highlight column G, the “Resource” 
column. 

  
 Criteria – is the condition or criteria in the form of a number, expression, 

or text that defines which cells will be added. In our example we want it to 
look for the specific resource number of each row to the left located in 
column A. Click on cell A2. 
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 Sum Range – the range of cells to sum. If omitted, the cells in range are 
used. In our example we will use Column E (Amount), on the “data” tab. 

 
 Click “Ok” once all parameters are entered. 

 
o You will notice that the amount displayed now equals only those amounts 

showing for resource 0000070. If you want this formula to display down the 
remainder of the page simply hover your mouse over the formula cell until you 
see the bolded black plus. Once this appears double click. 

 


