Learn Excel 2013 Expert Skills with The Smart Method e-book

important
Organizing your
sample files folder

Lesson 1-3: Apply a simple
filter to a range
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When you complete a lesson
that involves a sample file that
is changed, you will be
instructed to save the file with a
suffix.

Download the sample files (if you haven’t already done so).
1.

www.ExcelCentral.com

By the time you’ve completed
the course you’ll have sample
files such as:

2.

Click the Sample Files link on the top left of the home page.

3.

Download the sample files (also see sidebar: Organizing your
sample files folder).
Note that we strongly recommend that you click the
Recommended Option button to download the sample files as a
(digitally signed) self-extracting .EXE file. This avoids the
Protected View issue discussed on the facing page sidebar.

Sales
Sales-1
Sales-2
Sales-3 ... etc
The first file is the sample file
that you downloaded and the
others (with the number
postfix) are interim versions as
you complete each lesson.

Open your web browser and type in the URL:
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Open Inventory-1 from your sample files folder.
This workbook contains a list showing all goods in stock.

The sample file set includes the
sample file and all interim
versions. The interim versions
are provided for three reasons:
1. If your work-in-progress
becomes unusable (for example
after a system crash) you can
continue without starting at the
beginning again.
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2. If a lesson doesn’t seem to
give the results described, you
can view the example to get
some clues about what has
gone wrong.
3. When you have completed
the course you will use this
book as a reference. The
interim versions allow you to
work through any of the
lessons in isolation if you need
to remind yourself how to use a
specific Excel feature.
It is a good idea to place the
sample files in a different folder
to your saved work. If you
don’t do this you’ll be overwriting the sample interim files
(such as Sales-1, Sales-2 etc)
with your own finished work.

Add a filter to the range.
1.

Click anywhere inside the range.

2.

Click: DataSort & FilterFilter.

Notice that small drop-down arrow buttons have appeared in the
range header row:
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Use the filter to display products in the Seafood category.
1.

Click the drop-down arrow to the right of Category in C1.

2.

Uncheck the (Select All) check box.

3.

Check the Seafood checkbox.

4.

Click the OK button.

Only Seafood products are now displayed:

Inventory-1
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Session One: Tables, and Ranges

note

Notice that the filter button next to Category in cell C1 has changed

Potential problem
when downloading
sample files

Notice also that the row numbers along the left of the worksheet
are now shaded blue and are no longer sequential.

to show that a filter condition is in effect.
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Protected view is a security
feature that was first
introduced in Excel 2010. It is
designed to protect you from
potential viruses by treating all
files downloaded from the
Internet as being suspicious.

Add a second filter condition to show items in the Seafood
category with an inventory value greater than 1,000.
1.

Click the drop-down arrow to the right of Value in cell F1.

2.

Click: Number FiltersGreater Than... from the drop-down
menu.

3.

Type 1000 into the text box.

4.

Click the OK button.

Any workbooks that are
downloaded from the Internet,
or are received by e-mail
attachment, will open in
Protected View by default.

The user then has to click an
Enable Editing button to use the
file as normal:

While some users may find it
useful to be reminded about the
origin of their files, others may
find this feature annoying.

Only rows that are in the Seafood category and exceed a value of
1,000 are now shown.

To avoid seeing this message
whenever you open a sample
file, we recommend that you
download using the
recommended option:
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Remove the filter from the range.
1. Click anywhere inside the range.
2. Click: DataSort & FilterFilter.

This downloads the entire
sample file set as a digitally
signed self-extracting
executable file.
We also offer an alternative
method to download:

Notice that the small drop-down handles have disappeared
from the range header row and that all rows are now displayed.
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Use Filter by selection to only show rows in the Dairy
Products category.
1. Right-click any cell in the Category column containing the text:
Dairy Products
2. Click: FilterFilter by selected cell’s value

This has been provided because
some companies (or anti-virus
products) block the download
of executable files.
If you download using the zip
file option, you’ll have to click
the Enable Editing button every
time you open a sample file.
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from the shortcut menu.
Notice that only rows that are in the Dairy Products category
are now displayed.
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Remove the filter from the range.
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