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Opening the File 
 
The Home Vacancies Worksheet is here:  K:\CorData\Shared\Homes Vacancies\Home Vacancies.xlsx 
 
If you cannot open the link above, use the file explorer 
(press the Windows button on the keyboard and ‘E’ at 
the same time). 
Select the ‘Home Vacancies.xlsl file 
 
 

 
 
 
 
 
 
 
When you open the file, select ‘Read only’. 
 

 
 
 
 
 
 
 
 
 
 
When you have finished viewing the file, close the file  
(red cross in the top right hand side or  
File/Close and select “Don’t Save”. 
 
 
 
 
 

Creating a Shortcut 
 
To create a shortcut on your desktop for the 
Worksheet,  
 

1) Select the below folder 
K:\CorData\Shared\Homes Vacancies 
 

2) Right click the file Home Vacancies.xlsx 
 

3) Select ‘Send To’ 
 

4) Select ‘Desktop (create shortcut)  
 
 

 

  

file://ds.devon.gov.uk/Docs/Exeter,%20County%20Hall/CorData/Shared/Homes%20Vacancies/Home%20Vacancies.xlsx
file://ds.devon.gov.uk/Docs/Exeter,%20County%20Hall/CorData/Shared/Homes%20Vacancies/
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Filtering 
 
Filtering let’s you view only certain rows.  
 
Click the dropdown in the column you need to filter by a particular value  
 
 

 
 
Select the particular value you want to see in the sheet (e.g. East)  To deselect all values, select ‘(Select all)’ 
 

 
 
Rows will display only those value(s) selected in the dropdown.  
       Note you can drop this for one or more columns, so – for example, you could filter on ‘East’ and then on  
       those not contacted. 
 

               
 

For more information on filtering, see http://www.docs.is.ed.ac.uk/skills/documents/3743/3743.pdf#  
or contact the ICT helpdesk (Ext 2222) 

 

http://www.docs.is.ed.ac.uk/skills/documents/3743/3743.pdf

