HBS Harvest Reports: PDF to Excel

Order the report you want from HBS under the Queries and Reports tab.

Clicking the link in the email you receive will open the report in Adobe Acrobat Reader.
Chose the Column Select tool. (In newer versions of Adobe, thistool is selected when
the cursor changesto an “1” beam contained in a“Box” after pressing the “ Select” button
on the toolbar.)
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Highlight the data you want, be careful not to get any headings rows or non-data fields.
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Y ou don’'t have to be too careful with the “box” you draw around the data, it seemsto
select the correct fields even if they are only partially in the box.

Press CTRL C to copy the data.



Open Excel and chose a cell that’s not in the top row or in the first column,
then press CNTR V to paste, and select Data, then Text to Data.
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Conyvert Text to Columns Wizard - Step 1 of 3

The Text Wizard has determined that vour data is Delimited,
IF this is correct, choose Mext, or chooss the data type that best describes your data,
Criginal data typ
| Choose the file bype that best describes your data:

s - Characters such as commas or kabs separate each field.

" Fixed width - Fields are aligned in columns with spaces between each field.

Preview of selected data:
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Delimited is preselected, click Next.



Select both Tab and Space, click Finish
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Conyert Text to Columns Wizard - Step 2 of 3

This screen lets you set the delimiters your data contains. You can see
haw ywaour text is affected in the preview below,
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Check that the data has pasted into the correct cells.
Note in this example that the negative sign has been lost in the first column!
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