
Converting from a PDF document to Excel columns. 
This guide will describe how to convert a PDF file from HBS into Excel format.   
It is assumed that you have the PDF file ready. 
 

 
 
From an opened PDF data file, go to the SELECT TOOL and left click on it, 
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Select all the text.   
 

• Position the cursor over any data and right click, Left click on SELECT ALL.  In later versions 
of Adobe Reader, this is known to only select one page.   If this is the case, try the following: 

 
• Try typing this key combination: 

o [CTRL+] – hold down control 
o [HOME]  – press Home to go to beginning of document  
o [SHIFT+]  – hold down shift (this will select) 
o [END]  – goes to end of document (assuming CTRL is down) 
o [SHIFT-][CTRL-]  – release shift & control 
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Ensure all data in file is selected.   
 
Scroll up and down through all the pages to ensure that the text on all the pages is selected. 
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After all data has been selected,  
  right click some selected text and left click COPY TO CLIPBOARD. 
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Open the Excel spreadsheet, 
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Position cursor inside Cell A1 and right click, Left click on PASTE.
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Remove any information that is not to be formatted into columns. (e.g.  Header information, Column 
Headers, Runtime Parameters, etc.).  Right click, left click on DELETE. 
 
If prompted with the following dialogue box: 

 
 

Select SHIFT CELLS UP and press OK 
 
Repeat for all data that is not to be formatted into columns. 
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Now that all the required data is in one column of Excel, we are going to use the “Text-to-Column” 
wizard.  This can be used to change text in one column to multiple columns, using any combination of 
Delimiters.  For the purpose of this guide, we will be using delimitation by a single space so some extra 
steps must be performed to remove spaces that aren’t used to separate columns. 
 

 
 
Select column A, click the EDIT menu, a left click REPLACE 
 

 
 
Enter “Primary Scale” and change to “PrimaryScale”.  Click Replace All.   
Repeat for any other two-or-more word phrases that should be in one column. 
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Select column A.  Pull down DATA menu and left click on TEXT TO COLUMNS, 
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Choose the DELIMTED radio button as above, then left click on NEXT. 
 

 
 
Ensure the SPACE checkbox is selected.  Left click on FINISH. 
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Data is now in Excel formatted columns! 
 
 
Important:  Once you FINISH the “Text-to-Columns” wizard, Excel will remember what you specified 
as a delimiter and if you are to paste anything in to this spreadsheet, Excel will automatically apply the 
column delimitation.  This is resolved by entering the “Text-to-Columns” wizard again, deselecting the 
delimiters and pressing FINISH again. 
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In some cases, some extra formatting may need to be applied.   
For example, the Strat. column requires a leading zero which Excel has removed.   
 
Select the column, in this case H. Select the FORMAT menu, left click on CELLS. 
Select CUSTOM and enter 00.  Select OK.  The numbers will now include a leading 0. 
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Reverse any Find & Replaces you may have performed prior to the Text-To-Column step  
Re-add the space. 
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