
Using the Subtotals 
Feature in Excel 2003
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Introduction to Subtotals

Excel can automatically calculate 
subtotal and grand total values in a list. 
When you insert automatic subtotals, 
Excel outlines the list so that you can 
display and hide the detail rows for each 
subtotal.
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Step 1
1. Highlight the table of 

data that Subtotals 
are to be applied to.

2. From the menu bar 
select Data > Sort > 
sort the data as 
required (e.g., 
Salesperson).
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Step 2
3. From the menu 

bar select Data 
> Subtotal > the 
Subtotal dialog 
box is displayed.
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Step 3
4. Under the ‘At each 

change in:’ Use the 
dropdown arrow and 
select the appropriate 
column to use.

5. Under the ‘Use 
function:’ Use the 
dropdown arrow and 
select the required 
function.
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Step 4
6. Tick the box of 

the column you 
want to display a 
subtotal figure 
under (e.g., Sold 
Price).
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Step 5
7. Tick the Replace 

current subtotals 
and Summary 
below data boxes 
> OK.
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Step 6
8. The data is 

displayed with 
subtotals at each 
change in data. 
The Outline feature 
is also switched on 
to enable rows to 
hidden/displayed 
as required.
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Step 7
9. To remove the 

displayed 
subtotals > select 
a cell within the 
table of data > 
Data > 
Subtotals.
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Step 8
10.Click the Remove 

All button > the 
data sheet is 
returned to it’s 
original view.



We hope you found this 
Excel 2003 tutorial useful. 

Look out for more from 
2DAY.
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