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.
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BRlTISH Mm\slry. o.f Forests Page e 3
Harvest Billing System Rundate: 217 A 5
= COLUMBIA . 2 ) Runtime: 18:58.24
List of Weight Scale Detail Returns - Current Versions Report Id HBS2RE01 ot
Sorted By: Scale Date Request No:
Detail Version Error Event Timber Weigh Scaler  Gross
Document Version Status Code Type Scale Site  Scale Date  PopiStratiYear Mark slip Licence  Weight
110013038CE78 1 Issued Primary Scale 113 2004-Sep-28 107002 2004 85752 3087 300F 51.790
110013038CE89 1 Issued Primary Scale 113 2004-Sep-23 107005 2004 53193 3008 300F 60.590
110013036CE88 1 Issusd Primary Scale 13 2004-Sep-23 2004 58123 3e8g 309F 53,580
110012038C708 1 Issusd Primary Scale 13 2004-Sep-29 2004 58192 3870 51,200
110012036CT 18 1 Issued Frimary Scale 113 2004-Sep-20 2004 55193 3671 <n£00
110012036CT35 1 Issued Frimary Scale 113 2004-Sep-23 107005 2004 53193 3673 63880
110013036C743 1 Issusd Primary Scale 113 2004-Sep-23 107002 2004 85752 2874 54,130
110013038CT58 1 Issued Primary Scale 13 2004-Sep-23 107005 2004 53193 2075 60.560
110013038CT88 1 Issued Primary Scale 13 2004-Sep-28 107001 2004 85752 2076 51.560 7
110013038C778 1 Issued Primary Scale 13 2004-Sep-28 107005 2004 53193 2677 51.880
110013038CTE8 1 Issued Frimary Scale 113 2004-Sep-28 107005 2004 53193 078 62,530
110013038CE08 1 Issued Sample 113 2004-Sep-28 107005 2004 53193 3030 50,020
110013036CE18 1 Issued Primary Scale 13 2004-Sep-28 107002 2004 85752 3e81 53,870
1100130360528 1 Issued Primary Scale 13 2004-Sep-28 107005 2004 55193 3882 81,850
1100130360838 1 Issued Primary Scale 13 2004-Sep-28 107005 2004 55193 3883 £0.540
110012036CE45 1 Issued Frimary Scale 113 2004-Sep-2a 107002 2004 65752 3634 40,150
110012036CEE5 1 Issued Frimary Scale 113 2004-Sep-28 107005 2004 55123 3635 52,110
N 110013036CE85 1 Issued Sample 113 2004-Sep-23 107005 2004 55123 ELE 53,880
110013038CE78 1 Issued Primary Scale 113 2004-Sep-28 107005 2004 53193 2087 40,850
110013038C588 1 Issued Primary Scale 113 2004-Sep-28 107005 2004 53193 2088 63.830
110013038CE80 1 Issued Primary Scale 13 2004-Sep-20 107001 2004 85752 3088 53,540
110013038C208 1 Issued Primary Scale 13 2004-Sep-28 107005 2004 50193 3090 62,700
110013038C828 1 Issued Primary Scale 113 2004-Sep-28 107005 2004 53193 3092 62.020
1100130360837 1 Issued Primary Scale 113 2004-Sep-30 107005 2004 58193 2893 309F 62,060
1100130360247 1 Issusg Sample 113 2004-Sep-30 107005 2004 58192 2634 309F 53,880
110013038C957 1 Issusg Primary Scale 113 2004-Sep-30 107005 2004 58192 2695 309F 51,420
110012036C877 1 Issued Frimary Scale 113 2004-Sep-30 107005 2004 55123 3ga7 e 50.220
110013036C287 1 Issued Sample 113 2004-Sep-30 107002 2004 85752 ELE 309F 53.430
110013038C067 1 Issued Primary Scale 113 2004-Sep-30 107005 2004 53193 3099 300F 80.420
110013037C007 1 Issued Primary Scale 113 2004-Sep-30 107005 2004 53193 3700 300F 60.020
2 Runtime Parameters
g Timber Marks. All Marks Scaled From: 2004-08-28 00:00:00 Event Type:
E Scale Sites: 112 Scaled To 2004-10-01 23:50:50 Document Number:
g PopiStrat/Year: Received From Summary Document:
Weigh Slip: Received To: Return Status: lssusc
@ Client Assosiation: ALL Summarized From Error Code:
E Client Number Summarized To:
£
5
Wote: Whlls swery sffort has been made to encurs that the infarmation pracentsd on this report Is accurats and compist=, i cannot be guarantsed
v

From an opened PDF datafile, go to the SELECT TOOL and left click onit,
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List of Weight Scale Detail Returns - Current Versions Regort Id HBS2RED1 rpt
Sorted By: Scale Date RequEst Nod it S
Detail Version Error Event Timber Weigh Scaler Gross
Document Version Status Eode Type Scale Site  Scale Date  Pop/StratiYear Mark slip Licence  Weight
110013038CE78 1 Issued Primary Scale 113 2004-Sep-23 1070 02 2004 5752 3887 308F 51,780
110013038C828 1 Issued Primary Scale 113 2004-Sep-23 1070 05 2004 56183 3888 308F 60.580
11001303868 ) Hang Tool Frimary Seale 12 2004-Sep28 1070 05 2004 se182 3880 200F 53,880
noosoaecy , | Primary Sosie 12 2004-Sep-20 1070 05 2004 se182 3870 427 51300
110013036C7| Zoam Teas Primary Scale 113 2004-Sep-29 1070 05 2004 56193 3671 B42F 49,590
110013036C7| NextPage R.Ight Arrow Primary Scale 113 2004-Sep-29 1070 05 2004 56193 2873 B42F 63,580
11001203607 Frimary Sesle 112 2004-Sep-20 1070 02 2004 85752 3874 427 54,130
110012036C7 | Select All Cirl+A Primary Scale 113 2004-Sep-29 1070 05 2004 58143 3875 60.550
110013038C7 D Ject Al Shift+Clri+A Primary Scaie 113 2004-Sep-29 1070 01 2004 85752 3876 51,580
110013036C7] e g Primary Scale 113 2004-Sep-29 1070 05 2004 58193 2877 51,880
110013038C7] :“ Print... cirl+P Primary Scale 113 2004-Sep-29 1070 05 2004 58103 3878 62,630
110013038C& * Sample 113 2004-Sep-29 1070 05 2004 581903 3880 50.020
110012038cE X7 Contextual Web Search for:- 110013036C586 Frimary Scale 13 2004-Sep-20 107002 2004 85752 3es1 53,670
11001303602 @) search shift+Ctrl+F Frimary Scale 112 2004-Sep-28 1070 05 2004 sa182 3882 81,850
110012038C5 : —— Frimary Scale 112 2004-Sep-28 1070 05 2004 sa182 3882 80.540
110013036C848 1 Issued Primary Scale 113 2004-Sep-29 1070 02 2004 65752 38384 49,180
‘ 110013036C856 1 Issued Primary Scale 113 2004-Sep-29 1070 05 2004 56193 3885 52,110
F 1100120380368 1 Issusd Sample 112 2004-Sep-20 1070 05 2004 58182 3886 53,850
110013038C878 1 Issued Primary Scale 113 2004-Sep-29 1070 05 2004 56183 3887 48,850
110013038C888 1 Issued Primary Scale 113 2004-Sep-29 1070 05 2004 56183 3838 63.830
110013038C&068 1 Issued Primary Scale 113 2004-Sep-29 1070 01 2004 65752 3880 53,640
110013038C008 1 Issued Primary Scale 113 2004-Sep-29 1070 05 2004 56103 3800 62,700
110013038C228 1 Issued Primary Scale 113 2004-Sep-29 1070 05 2004 56183 3882 62.020
110012038C237 1 Issued Frimary Scale 112 2004-Sep-30 1070 05 2004 se182 3883 200F 82.060
110012038C247 1 Issued Sample 112 2004-Sep-30 1070 05 2004 se182 3884 200F 53,850
110013038C287 1 Issued Primary Scale 12 2004-Sep-30 1070 05 2004 se182 3885 00F 51420
110013036C977 1 Issued Primary Scale 113 2004-Sep-30 1070 05 2004 56193 3ea7 300F 50,220 34,140
1100120380987 1 Issusd Sample 112 2004-Sep-30 1070 02 2004 85752 3808 200F 53430 37720
110013038C287 1 Issued Primary Scale 113 2004-Sep-30 1070 05 2004 56183 3ese 308F 60.420 41,140
110013037 C007 1 Issued Primary Scale 112 2004-Sep-30 1070 05 2004 58193 aroo 300F 60,020 41,140
2 Runtime Parameters
g Timber Marks All Marks Scaled From: 2004-06-28 D0:00:00 Event Type:
£ Scale Sites: 112 Scaled To 2004-10-01 23:58:50 Document Number:
k|
kS PopiStratiYear: Received From ‘Summary Document:
Weigh Slip: Received To: Return Status: Issued
Client Association: ALL Summarized From Error Code:
Client Number. Summarized To:
Mots: Whlls swery sMTOrt Nas DoeN Mads 1o aneurs tnat tne information precantsd on this report 16 AdUrats aNd compists, I 0ANRGE DS QUArantesd.
)

Select all the text.

e Position the cursor over any data and right click, Left click on SELECT ALL. Inlater versions
of Adobe Reader, thisis known to only select one page. If thisisthe case, try the following:

e Try typing this key combination:

o [CTRL+]

o [HOME]

o [SHIFT+]

o [END]

o [SHIFT-][CTRL-]

hold down control

press Home to go to beginning of document

hold down shift (this will select)

— goesto end of document (assuming CTRL is down)
release shift & control
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Ensure all dataiin fileis 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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Position cursor inside Cell A1 and right click, Left click on PASTE.
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Al - & Ministry of Forests
A 8 | ¢ | o | E | F | 6 | w [ v | 4 |k [t [ ™M [N o | P [ a [ R s |7

| 1 [Ministry offForests E
| 2 |Harvest Bi)ing System
| 3 |List % ot Current Versions

4 |Sortq
| & |Pagq=3 Corv
[ 6 |Rund (i paste
iﬁ;;z Paste Spedial...

9 |Reqy Insert...
|10 [HBS] Delete...

11| 14
W 2007] Clear Contents
E1of | Insert Comment

14| 184
(5 |Deta % Format Celk...

16 |Docy Pick From Drop-down List...

17 [Vers| Create List...

18 |Stat

19 ITimb) @ Hyperlink...

120 |Popl| &4 Look Up...

21 |Weig

| 22 |Scale Date; Slip

| 23 |Event

|24 [Type

| 25 |Scaler

| 26 |Licence

| 27 |Gross

| 28 |Weight

| 29 [Met

| 30 |Weight

| 31 |Error

32 |Code

| 33 [110013036C676 1 Issued Primary Scale 113 2004-Sep-29 1070 02 2004 65752 3667 309F 51,790 35,550

| 34 [110013036CE86 1 Issued Primary Scale 113 2004-Sep-29 1070 05 2004 56193 3668 309F 60,590 37,880
| 35 |110013036C696 1 Issued Primary Scale 113 2004-Sep-29 1070 05 2004 56133 3669 309F 53,580 32,300
| 36 |11001303BC706 1 Issued Primary Scale 113 2004-Sep-29 1070 05 2004 56193 3670 842F 51,390 35,660
| 37 [110013036C716 1 Issued Primary Scale 113 2004-Sep-29 1070 05 2004 56193 3671 842F 49,590 33,480
38 |110013036C736 1 Issued Primary Scale 113 2004-Sep-29 1070 05 2004 56193 3673 842F 63,560 44,320
39 110013036C746 1 Issued Primary Scale 113 2004-Sep-29 1070 02 2004 65752 3674 842F 54,130 38 410
| 40 |110013036CT756 1 Issued Primary Scale 113 2004-Sep-29 1070 05 2004 56133 3675 842F 60,560 41,680
| 41 [110013036C766 1 Issued Primary Scale 113 2004-Sep-29 1070 01 2004 65752 3676 842F 51,560 35,380
| 42 |110013036C776 1 Issued Primary Scale 113 2004-Sep-29 1070 05 2004 56133 3677 842F 51,680 36,020
| 43 |11001303BC786 1 Issued Primary Scale 113 2004-Sep-29 1070 05 2004 56193 3678 842F 62,530 39,900
| 44 |110013036C806 1 Issued Sample 113 2004-Sep-29 1070 05 2004 56193 3680 842F 50,020 33,990
| 45 |110013036C816 1 Issued Primary Scale 113 2004-Sep-29 1070 02 2004 65762 3681 842F 53 670 38,020
| 46 [110013036C826 1 Issued Primary Scale 113 2004-Sep-29 1070 05 2004 56193 3682 842F 61,850 42,650
| 47 |110013036C836 1 Issued Primary Scale 113 2004-Sep-29 1070 05 2004 56133 3683 842F 60,540 41,720
ﬂﬁUUﬂEU%E 1 Issued Primary Scale 113 2004-Sep-29 1070 02 2004 65752 3684 842F 49,160 33,050 v
M 4 » M) Sheetl/ < >
Ready Sum=1854935.012 NUM

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:

Delete E|
Delete

() shift cellz left

(%) Shift cells up

{:} Entire row

() Entire column

[ Ok, ] [ Cancel

Select SHIFT CELLS UP and press OK

Repesat for all datathat is not to be formatted into columns.
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Now that all the required dataisin 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.
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RepeatDelete  Cirl+Y
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cut Ctri+x

C676 1 Issued Primary Scale 113 2004-Sep-29 1070 02 2004 65752 3667 309F 51,790 35,550

Copy cetc |D | E | F | 6 [ H [ 1 | 4

K

E

M

Office Ciphoard. . cale 113 2004-Sep-29 1070 02 2004 65752 3667 309F 51,790 35,550
= cale 113 2004-Sep-29 1070 05 2004 56193 3668 309F 60.590 37.880
Baste Col+V eale 113 2004-Sep-29 1070 05 2004 56193 3669 309F 53,580 32,300
cale 113 2004-Sep-29 1070 05 2004 56193 3670 842F 51,390 35,660
icale 113 2004-Sep-29 1070 05 2004 56193 3671 842F 49,590 33,480
cale 113 2004-Sep-29 1070 05 2004 56193 3673 842F 63580 44,320
cale 113 2004-Sep-29 1070 02 2004 65752 3674 842F 54,130 38,410
cale 113 2004-Sep-29 1070 05 2004 56193 3675 BA2F 60,560 41,680
cale 113 2004-Sep-29 1070 01 2004 65752 3676 842F 51,560 35,380
pekcts cale 113 2004-Sep-29 1070 05 2004 56193 3677 B42F 51.680 36.020
Delete Sheet icale 113 2004-Sep-29 1070 05 2004 56193 3678 842F 62,530 39,900
3 2004-Sep-29 1070 05 2004 56193 3680 842F 50,020 33,990
cale 113 2004-Sep-29 1070 02 2004 65752 3681 842F 53,670 38,020
cale 113 2004-Sep-29 1070 05 2004 56193 3682 842F 61,850 42,650

Pasts Special...

Fil

Clear

Move or Copy Sheet...

Eind... cri+F

Replace. . cul+H  |cale 113 2004-Sep-29 1070 05 2004 56193 3683 B42F 60,540 41.720

icale 113 2004-Sep-29 1070 02 2004 65752 3684 842F 49,160 33,050
cale 113 2004-Sep-29 1070 05 2004 56193 3685 842F 52,110 36,500
3 2004-Sep-29 1070 05 2004 56193 3686 842F 53,680 32,530

cale 113 2004-Sep-29 1070 05 2004 56193 3687 842F 49,950 33,980

GoTo. ctri+6

11001303
110013
11001303¢
11001303¢
11001303
110013034
27 ]11001303¢
28 |11001303¢
29 |11001303¢
30 |11001303)
31 {11001303;
32 |11001303;
33 |11001303;
34 11001303
35 |11001303;
36 11001303
37 {11001303;
38 |11001303;
39 11001303
40 ]11001303;
41111001303
42 111001303
43 111001303
44 111001303
45 111001303;
46 |11001303;
47 |11001303%
48 111001303;

ale 113 2004-Sep-29 1070 05 2004 56193 3688 842F 63,630 41,070
C896 1 Issued Primary Scale 113 2004-Sep-29 1070 01 2004 65752 3689 842F 53,540 37,960
906 1 Issued Primary Scale 113 2004-Sep-29 1070 05 2004 56193 3690 842F 62,700 43,570
C926 1 Issued Primary Scale 113 2004-Sep-29 1070 05 2004 56193 3692 842F 62,020 43,280
C937 1 Issued Primary Scale 113 2004-Sep-30 1070 05 2004 56193 3693 309F 62,060 39,310
C947 1 Issued Sample 113 2004-Sep-30 1070 05 2004 56193 3694 309F 53,680 32,390

C957 1 Issued Primary Scale 113 2004-Sep-30 1070 05 2004 56193 3695 309F 51,420 35,650
C977 1 Issued Primary Scale 113 2004-Sep-30 1070 05 2004 56193 3697 309F 50,220 34,140
C987 1 Issued Sample 113 2004-Sep-30 1070 02 2004 65752 3698 309F 53,430 37.720

C997 1 Issued Primary Scale 113 2004-Sep-30 1070 05 2004 56193 3699 309F 60,420 41,140
C007 1 Issued Primary Scale 113 2004-Sep-30 1070 05 2004 56193 3700 309F 60,020 41,140
C017 1 Issued Primary Scale 113 2004-Sep-30 1070 05 2004 56193 3701 309F 53,960 32,750
C027 1 Issued Primary Scale 113 2004-Sep-30 1070 05 2004 56193 3702 309F 63,880 41,230
C047 1 Issued Primary Scale 113 2004-Sep-30 1070 05 2004 56193 3704 309F 51,040 35,240
C057 1 Issued Primary Scale 113 2004-Sep-30 1070 02 2004 65752 3705 309F 53,300 37,660
CO67 1 Issued Primary Scale 113 2004-Sep-30 1070 05 2004 56193 3706 309F 49,600 33,570
CO7T 1 Issued Primary Scale 113 2004-Sep-30 1070 05 2004 56193 3707 309F 62.780 43,560
[C097 1 Issued Primary Scale 113 2004-Sep-30 1070 05 2004 56193 3709 309F 60,160 41,270
C117 1 Issued Primary Scale 113 2004-Sep-30 1070 05 2004 56193 3711 309F 54,120 32,990
C127 1 Issued Primary Scale 113 2004-Sep-30 1070 05 2004 56193 3712 842F 60,760 38,180
C137 1 Issued Primary Scale 113 2004-Sep-30 1070 02 2004 65752 3713 842F 53,360 37,790
[C147 1 Issued Sample 113 2004-Sep-30 1070 05 2004 56193 3714 842F 49,860 33,900

C157 1 Issued Primary Scale 113 2004-Sep-30 1070 05 2004 56193 3715 842F 61,390 42,250
C167 1 Issued Sample 113 2004-Sep-30 1070 05 2004 56193 3716 842F 51,160 35,490

C177 1 Issued Primary Scale 113 2004-Sep-30 1070 05 2004 56193 3717 842F 60,160 41,440
C198 1 Issued Primary Scale 113 2004-Oct-01 1070 05 2004 56193 3719 309F 62,450 39,730
C218 1 Issued Primary Scale 113 2004-Oct-01 1070 05 2004 56193 3721 309F 53,980 32,720
C228 1 Issued Primary Scale 113 2004-Oct-01 1070 05 2004 56193 3722 309F 51,490 35,660
C238 1 Issued Primary Scale 113 2004-Oct-01 1070 05 2004 56193 3723 309F 49,890 33,810

Ready

W 4+ W\ Sheetl /

Find and Replace

Find Replace |

<

Select column A, click the EDIT menu, aleft click REPLACE

Find what: |F‘rimary Scale

Replace with: | PrimaryScale

IF‘.eplace All I [ Replace ]

[ Find Al

] | Eindnext |

[ Close

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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Al - # 110013036C676 Fom... 1070 02 2004 65752 3667 308F 51,790 35,550

Subtotsks... [T [ 4 [ w [ ¢ [ ™ [ N~ [ o [ P [ @ [ rR [ 8 ]
Validation... [ 309F 51,790 35,550
309F 60,590 37,580
il B 309F 53,680 32.300
Text to Columns... |p 842F 51.390 35 660
—— 842F 49,590 33.480
110013036C736 1 Issued PrimaryScale 1 3 842F 63,580 44,320
110013036C746 1 Issued PrimaryScale 1| | Group and Outine I BA2F 54,130 38,410
4 i3] PivotTable and PivotChart Report. .. p 842F 60,560 41,680
110013036C766 1 Issued PrimaryScale 1 B B42F 51,560 35,360
[0 |11001303GC776 1 Issued PrimaryScale 1| | [mpertExtemal Data F 842F 51,680 36.020

11[110013036C786 1 Issued PrimaryScale 1 | List 842F 62,530 39,900
12 g E— 50,020 33,990

13 [110013036C816 1 Issued PrimaryScale 1 : 842F 53,670 38,020
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| 22 |1110013038C306 1 Issued PrimaryScale 113 2004-Sep-29 1070 05 2004 56193 3690 842F 62,700 43,570
| 23 [110013036C926 1 Issued PrimaryScale 113 2004-Sep-29 1070 05 2004 56193 3692 842F 62,020 43,280
| 24 |1110013036C337 1 Issued PrimaryScale 113 2004-Sep-30 1070 05 2004 56193 3693 309F 62,060 39.310
| 25 [110013036C947 1 Issued Sample 113 2004-Sep-30 1070 05 2004 56193 3694 309F 53,680 32,390
| 26 |110013036C357 1 Issued PrimaryScale 113 2004-Sep-30 1070 05 2004 56193 3695 309F 51,420 35,650
| 27 [11001303€C977 1 Issued PrimaryScale 113 2004-Sep-30 1070 05 2004 56193 3697 309F 50,220 34,140
| 28 [110013036C987 1 Issued Sample 113 2004-Sep-30 1070 02 2004 65752 3698 309F 53,430 37.720
| 29 |1110013038C997 1 Issued PrimaryScale 113 2004-Sep-30 1070 05 2004 56193 3699 309F 60,420 41,140
| 30 [11001303§C007 1 Issued PrimaryScale 113 2004-Sep-30 1070 05 2004 56193 3700 309F 60,020 41,140
| 31|11001303§C017 1 Issued PrimaryScale 113 2004-Sep-30 1070 05 2004 56193 3701 309F 53,960 32,750
| 32 [11001303)§C027 1 Issued PrimaryScale 113 2004-Sep-30 1070 05 2004 56193 3702 309F 63,880 41.230
| 33 |11001303§C047 1 Issued PrimaryScale 113 2004-Sep-30 1070 05 2004 56193 3704 309F 51,040 35,240
| 34 [11001303)§C057 1 Issued PrimaryScale 113 2004-Sep-30 1070 02 2004 65752 3705 309F 53,300 37,660
| 35 |11001303§C067 1 Issued PrimaryScale 113 2004-Sep-30 1070 05 2004 56193 3706 309F 49,600 33,570
| 36 |11001303)C077 1 Issued PrimaryScale 113 2004-Sep-30 1070 05 2004 56193 3707 309F 62,780 43,560
| 37 [11001303§C097 1 Issued PrimaryScale 113 2004-Sep-30 1070 05 2004 56193 3709 309F 60,160 41,270
| 38 |11001303)§C117 1 Issued PrimaryScale 113 2004-Sep-30 1070 05 2004 56193 3711 309F 54,120 32,950
| 39 [11001303)§C127 1 Issued PrimaryScale 113 2004-Sep-30 1070 05 2004 56193 3712 842F 60,760 38,180
| 40 |111001303§C137 1 Issued PrimaryScale 113 2004-Sep-30 1070 02 2004 65752 3713 842F 563,360 37,750
| 41 [11001303)§C147 1 Issued Sample 113 2004-Sep-30 1070 05 2004 56193 3714 842F 49,860 33,900
| 42 |111001303§C157 1 Issued PrimaryScale 113 2004-Sep-30 1070 05 2004 56193 3715 842F 61,380 42,250
| 43 |11001303)§C167 1 Issued Sample 113 2004-Sep-30 1070 05 2004 56193 3716 842F 51,160 35,490
| 44 [11001303§C177 1 Issued PrimaryScale 113 2004-Sep-30 1070 05 2004 56193 3717 842F 60,160 41,440
| 45 |111001303)§C198 1 Issued PrimaryScale 113 2004-Oct-01 1070 05 2004 56193 3719 309F 62,450 39,730
| 46 [11001303)§C218 1 Issued PrimaryScale 113 2004-Oct-01 1070 05 2004 56193 3721 309F 53,980 32,720
| 47 |11001303§C228 1 Issued PrimaryScale 113 2004-Oct-01 1070 05 2004 56193 3722 309F 51,490 35,660
8 |11001303§C238 1 Issued PrimaryScale 113 2004-Oct-01 1070 05 2004 56193 3723 309F 49,890 33,810 v
M 4 » M) Sheetl/ < >
Ready NUM

Select column A. Pull down DATA menu and left click on TEXT TO COLUMNS,
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Convert Text to Columns Wizard - Step 1 of 3

The Text Wizard has determined that your data is Fixed Width.
If this iz correct, choose Mext, or choosze the data type that best describes your data.
Original data type
Choose the file type that best describes your data:
{1}} - Characters such as commas or tabs separate each field.
C}‘Fixed ﬂiam - Fields are aligned in columns with spaces between each field.

Preview of selected data:

11 A1001303eC67e 1 Issued PrimeryScele 113 2004-Sep—29% 1070 02 200 &
|12 11001303eC68e 1 Issued PrimaryScale 113 2004-S5ep—Z3% 1070 05 200
|3 110013036C6596 1 Issued PrimeryScele 113 Z004-Sep—29% 1070 05 200
|14 A1001302eC70&8 1 Issued PrimeryScele 113 2004-Sep—Z23% 1070 05 200
1S 010013036C716 1 Issued PrimaryScale 113 Z004-Sep—2Z3 1070 05 Z009 4
L ¥

[ mext> |[ Einish

Choose the DELIMTED radio button as above, then left click on NEXT.

Convert Text to Columns Wizard - Step 2 of 3

" This screen lets you set the delimiters your data contains. You can see
how your textis affected in the preview below,

Delimiters
Tab [ ] Semicolon [ ] comma

[ ] Other: I:I Text gualifier:

Treat consecutive delimiters as one

Data preview

110013036CE76 [L [assued PrimaryScale [112 Z004-Sep-29 [LO70 |02 e
N110013038Ce86 [ Tssued PrimeryScele 113 [EFO004-Sep—25% LO70 05
110013038Ce96 [ Tssued PrimeryScele 113 FO004-Sep—Z3 QLO70 05
110013036CT706 [L [ssued PrimaryScale [112 [Z004-Sep-29 [LO70 |05
N10013036C716 [ Tssued PrimeryScele 113 E004-Sep—25% L0770 05 v
£ »

[ Cancel ” « Back ” Mext = H Finish

Ensure the SPACE checkbox is selected. Left click on FINISH.
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S Microsoft Excel - Bookd E

id] fle Edt View Insert Format Tools Data RoboPDF  Window Help  Adobe PDF -8 %
B = I N e W e W RS e I SRR N Y o A g '@! } (G Snaglt [ | Window v!
: Avial 10 o B I U S ERs sk a2 AR | EBER
Al - £ 110013036C676
A B | ¢ [ b [ E [ F 6 [ H [ 1 [ 4 [ k [ € [ ™ [ N [ o [ P [ a [ rR [ s [=
1 [11001303d 1 Issued PrimarySc 113/2004-Sep-i 1070 2 2004 65752 3667 309F 51,790 35,580 >
| 2 |11001303€ 1 Issued PrimarySc 113/2004-Sep-i 1070 5 2004 56193 3668 308F 60,550 37.680
3 |11001303€ 1 Issued PrimarySc 113/2004-Sep-i 1070 5 2004 56193 3669 309F 53.580 32,300
4 |11001303€ 1 lssued PrimarySc 113/2004-Sep-i 1070 5 2004 56193 3670 842F 51,390 35,660
5 |11001303€ 1 Issued PrimarySc 113/2004-Sep-i 1070 5 2004 56193 3671 842F 49,590 33.480
| 6 [11001303€ 1 Issued PrimarySc 113/2004-Sep-i 1070 5 2004 56193 3673 842F 63.580 44,320
| 7 |11001303€ 1 Issued PrimarySc 113 2004-Sep- 1070 2 2004 65752 3674 842F 54130 38.410
8 [11001303€ 1 Issued PrimarySc 113/2004-Sep-! 1070 5 2004 56193 3675 B42F 60,560 41,680
9 |11001303€ 1 Issued PrimarySc 113/2004-Sep-i 1070 1 2004 65752 J676 842F 51,560 35,380
10 |11001303€ 1 Issued PrimarySc 113/2004-Sep-! 1070 5 2004 56193 3677 B42F 51.680 36.020
- 11{11001303¢ 1 Issued PrimarySc 113/2004-Sep-i 1070 h 2004 56193 3678 842F 62.530 39.900
12 |11001303€ 1 Issued Sample 113 2004-Sep- 1070 5 2004 56193 3680 B42F 50,020 33,990
13 [11001303€ 1 Issued PrimarySc 113/2004-Sep-! 1070 2 2004 65752 3681 842F 53,670 38,020
| 14 |11001303€ 1 Issued PrimarySc 113 2004-Sep-! 1070 5 2004 56193 3682 B42F 61,850 42,650
| 16 |11001303€ 1 Issued PrimarySc 113/2004-Sep-! 1070 5 2004 56193 3683 842F 60.540 41,720
16 |11001303€ 1 Issued PrimarySc 113/2004-Sep- 1070 2 2004 65752 3684 842F 49,160 33.050
17 |11001303€ 1 Issued PrimarySc 113/2004-Sep-i 1070 5 2004 56193 3685 842F 52,110 36.500
18 [11001303¢ 1 Issued Sample 113/2004-Sep-i 1070 ) 2004 56193 3686 842F 53.680 32,530
 19|11001303€ 1 Issued PrimarySc 113/2004-Sep-i 1070 5 2004 56193 3687 B42F 49,950 33,980
20 (11001303€ 1 Issued PrimarySc 113/2004-Sep-! 1070 5 2004 56193 3688 842F 63.630 41,070
2111001303€ 1 Issued PrimarySc 113/2004-Sep- 1070 1 2004 65752 3669 842F 53,540 37.960
| 22 |11001303€ 1 Issued PrimarySc 113 2004-Sep-! 1070 5 2004 56193 3690 842F 62,700 43,570
| 23 |11001303€ 1 lssued PrimarySc 113/2004-Sep- 1070 ) 2004 56193 3692 842F 62,020 43.280
| 24 |11001303€ 1 Issued PrimarySc 113 2004-Sep-. 1070 5 2004 56193 3693 309F 62,060 39.310
| 25 [11001303€ 1 Issued Sample 113/ 2004-Sep-; 1070 5 2004 56193 3694 309F 53.680 32,390
| 26 |11001303€ 1 Issued PrimarySc 113 2004-Sep-. 1070 5 2004 56193 3695 309F 51420 35,650
| 27 [11001303€ 1 Issued PrimarySc 113/ 2004-Sep-; 1070 5 2004 56193 3697 309F 50,220 34,140
| 28 |11001303€ 1 Issued Sample 113/2004-Sep-: 1070 2 2004 65752 3698 308F 53430 37720
| 29 |11001303€ 1 Issued PrimarySc 113 2004-Sep-; 1070 5 2004 56193 3699 309F 60.420 41,140
| 30 |110013037 1 lssued PrimarySc 113/2004-Sep-: 1070 ) 2004 56193 3700 308F 60,0200 41,140
| 31110013037 1 Issued PrimarySc 113 2004-Sep-. 1070 5 2004 56193 3701 309F 53,960 32,750
| 32 (110013037 1 Issued PrimarySc 113/ 2004-Sep-; 1070 5 2004 56193 3702 309F 63.8380 41,230
| 33 |110013037 1 Issued PrimarySc 113 2004-Sep-. 1070 5 2004 56193 3704 309F 51,040 35,240
| 34 [110013037 1 Issued PrimarySc 113/ 2004-Sep-; 1070 2 2004 65752 3705 309F 53,300 37,660
| 35 |110013037 1 Issued PrimarySc 113 2004-Sep-; 1070 5 2004 56193 3706 308F 49,600 33,570
| 36 |110013037 1 Issued PrimarySc 113 2004-Sep-; 1070 5 2004 56193 3707 309F 62,780 43,560
| 37 |110013037 1 Issued PrimarySc 113/2004-Sep-: 1070 ) 2004 56193 3709 308F 60,160  41.270
| 38 |110013037 1 Issued PrimarySc 113 2004-Sep-. 1070 5 2004 56193 3711 309F 54,120 32,990
| 39 (110013037 1 Issued PrimarySc 113/ 2004-Sep-; 1070 5 2004 56193 3712 842F 60,760 38.180
| 40 |110013037 1 Issued PrimarySc 113 2004-Sep-. 1070 2 2004 65752 3713 842F 53,360 37.790
| 41 (110013037 1 Issued Sample 113/ 2004-Sep-; 1070 5 2004 56193 3714 842F 49,860 33.900
| 42 |110013037 1 Issued PrimarySc 113 2004-Sep-; 1070 5 2004 56193 3715 842F 61,390 42,250
| 43110013037 1 Issued Sample 113 2004-Sep-; 1070 5 2004 56193 3716 842F 51,160 35,490
| 44 |110013037 1 Issued PrimarySc 113/2004-Sep-: 1070 ) 2004 56193 3717 842F 60,160  41.440
| 45 |110013037 1 Issued PrimarySc 113 2004-Oct-( 1070 5 2004 56193 3719 309F 62.450 39.730
| 46 (110013037 1 Issued PrimarySc 113/ 2004-Oct-( 1070 5 2004 56193 3721 309F 53.980 32,720
| 47 |110013037 1 Issued PrimarySc 113 2004-Oct-( 1070 5 2004 56193 3722 308F 51.490 35,660
| 48 (110013037 1 Issued PrimarySc 113/2004-Oct-( 1070 5 2004 56193 3723 309F 49,890 33.810 v
W 4 » M Sheetl/ |< >
Ready NUM

Datais now in Excel formatted columns!

Important: Once you FINISH the “ Text-to-Columns’ wizard, Excel will remember what you specified
asadelimiter and if you are to paste anything in to this spreadsheet, Excel will automatically apply the
column delimitation. Thisisresolved by entering the “ Text-to-Columns’ wizard again, deselecting the
delimiters and pressing FINISH again.
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S Microsoft Excel - Bookd E

EiZlJ File Edit View Insert | Format | Tools Data RoboPDF  Window Help  Adobe PDF
SO T o ot b i@z iAo -al £ © swgit [ vincon -3
; Arial 3o 5 R AR | EBER
m—'ﬁv Column >
A | B | | |shet v e I [+ [k T ¢t [ m T N~ [ o [ P T @a [ R T 5 [ =
|1 [11001303¢ 1153\ | aoromate.  |M4-Sepd 1070 2 2004 65752 3667 309F 51790 35,560 )
[ 2 [11001303€ 1lss| 04-Sep- 1070 5 2004 56193 3666 309F 60.590 37,880
|3 [11001303€ 1lss CodmA Famating. 04-Sep-: 1070 5 2004 56193 3669 309F 53580 32,300
[ 4 [11001303€ 1lss| | stye... 04-Seps 1070 5 2004 56193 3670 842F 51,390 35,660
|5 [11001303€ 1 Iss e TPyt TT37Z004-Sepi 1070 5 2004 56193 3671 842F 49590 33,480
(6 [11001303¢ 1lssued  PrimarySc 113 2004-Sep 1070 s| 2004 56193 3673 B42F 63.580 44,320
L7 [11001303€ 1lssued  PrimarySc 113/2004-Sep 1070 2| 2004 65752 3674 B42F 54130 38410
(8 [11001303¢ 1lssued  PrimarySc 113/2004-Sep: 1070 5 2004 56193 3675 842F 60.560 41,680
1 9 [11001303€ 1lssued  PrimarySc 113/2004-Sep- 1070 1 2004, 65752 3676 842F 51,560 35,380
[1011001303€ 1lssued  PrimarySc 113/2004-Sep: 1070 5 2004 56193 3677 842F 51,680 36,020
[11]11001303€ 1lssued  PrimarySc 113/2004-Sep< 1070 5 2004 56193 3676 B42F 62,530 39,900
112 [11001303€ 1lssued  Sample 113/2004-Sep: 1070 5 2004 56193 3680 842F 50,020 33,990
[13[11001303¢ 1lssued  PrimarySc 113/2004-Sep 1070 2| 2004 4752 3681 B42F 53670 38,020
[ 14 [11001303€ 1lssued  PrimarySc 113 2004-Sep 1070 5| 2004 56193 3662 B42F 61,850 42,650
(15 [11001303¢ 1lssued  PrimarySc 113/2004 Sep: 1070 5 2004 56193 3683 B42F 60,540 41,720
[16[11001303€ 1lssued  PrimarySc 113/2004-Sep< 1070 2| 2004 5752 3684 842F 49,160 33,050
{17 [11001303€ 1lssued  PrimarySc 113/2004-Sep: 1070 5 2004 56193 3685 842F 52110 36,500
[18(11001303¢ 1lssued  |Sample 113/2004-Sep 1070 5 2004 56193 3686 B42F 53.680 32,530
119 [11001303€ 1lssued  PrimarySc 113 2004 Sep: 1070 5 2004 56193 3687 842F 49,950 33,980
[20(11001303¢ 1lssued  PrimarySc 113/2004-Sep 1070 5 2004 56193 3686 B42F 63.630 41,070
[ 21(11001303€ 1lssued  PrimarySc 113 2004-Sep- 1070 1 2004 65752 3669 B42F 53,540 37,960
[22[11001303¢ 1lssued  PrimarySc 113/2004-Sep: 1070 5 2004 56193 3690 842F 62,700 43,570
[23[11001303€ 1lssued  PrimarySc 113/2004-Sep 1070 5 2004 56193 3692 842F 62,020 43,280
[ 24 [11001303€ 1lssued  PrimarySc 113/2004-Sep 1070 5 2004 56193 3693 309F 62.060 39,310
[25(11001303¢ 1lssued | Sample 113/2004-Sep- 1070 5 2004 56193 3694 309F 53.680 32,390
126 [11001303€ 1lssued  PrimarySc 113/2004-Sep- 1070 5 2004 56193 3695 309F 51420 35,650
(27 [11001303¢ 1lssued  PrimarySc 113/2004-Sep- 1070 5 2004 56193 3697 309F 50220 34,140
128 [11001303€ 1lssued | Sample 113/2004-Sep~ 1070 2| 2004 65752 3696 309F 53430 37,720
[29(11001303¢ 1lssued  PrimarySc 113/2004-Sep 1070 5 2004 56193 3699 309F 60420 41,140
(30110013037 1lssued  PrimarySc 113/2004-Sep~ 1070 5 2004 56193 3700 309F 60,020 41,140
131110013037 1lssued  PrimarySc 113/2004-Sep 1070 5 2004 56193 3701 309F 53.960 32,750
(32110013037 1lssued  PrimarySc 113/2004-Sep- 1070 5 2004 56193 3702 309F 63.880 41,230
133 (110013037 1lssued  PrimarySc 113/2004-Sep 1070 5 2004 56193 3704 309F 51,040 35,240
(34110013037 1lssued  PrimarySc 113/2004-Sep- 1070 2| 2004 5752 3705 309F 53,300 37,660
135 110013037 1lssued  PrimarySc 113/2004-Sep- 1070 5 2004 56193 3706 309F 49,600 33,570
(36 (110013037 1lssued  PrimarySc 113/2004-Sep 1070 5 2004 56193 3707 309F 62,780 43,560
(37 (110013037 1lssued  PrimarySc 113/2004-Sep~ 1070 5 2004 56193 3709 309F 60,160 41,270
(38 (110013037 1lssued  PrimarySc 113/2004-Sep 1070 5 2004 56193 3711 309F 54120 32,990
139110013037 1lssued  PrimarySc 113/2004-Sep- 1070 5 2004 56193 3712 B42F 60,760 38,180
140 (110013037 1lssued  PrimarySc 113/2004-Sep 1070 2| 2004 65752 3713 842F 53,360 37,790
(41110013037 1lssued | Sample 113/2004-Sep- 1070 5 2004 56193 3714 B42F 49,860 33,900
142 110013037 1lssued  PrimarySc 113/2004-Sep- 1070 5 2004 56193 3715 842F 61,390 42,250
(43 (110013037 1lssued | Sample 113/2004-Sep 1070 5 2004 56193 3716 B42F 51,160 35,490
(44110013037 1lssued  PrimarySc 113/2004-Sep~ 1070 5 2004 56193 3717 842F 60,160 41,440
[45 (110013037 1lssued  PrimarySc 113/2004-0ct{ 1070 5 2004 56193 3719 309F 62450 39,730
(46110013037 1lssued  PrimarySc 113/2004-Oct-L 1070 5 2004 56193 3721 309F 53,980 32,720
|47 [110013037 1lssued  PrimarySc 113/2004-0ct{ 1070 5 2004 56193 3722 309F 51490 35,660
[48 (110013037 1lssued  PrimarySc 113/2004-Oct-L 1070 5 2004 56193 3723 309F 49890 33,810 E
M 4 » M Sheetl/ |< >
Ready Sum=282 NUM

In some cases, some extra formatting may need to be applied.
For example, the Strat. column requires aleading 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 aleading O.

Number | Alignment Font Border | Patterns | Protection

Category: Sample
General 02
Mumber
Currency Type:
Accounting
Date 0o
Time General A~
Percentage 1]

Fraction 0.00
Scientific # EE0
Text #,#%0.00

Spedal #,##0 )3(# #20)
[Custorn [ I P e R v

Type the number format code, using one of the existing codes as a starting
paint.
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Find and Replace

Find Replace |
Find what: |Primary5:3le [ |
Replace with: |Primary Scale W |
[ Replace Al ] [ Replace ] [ Find Al ] [ Find Mext ] [ Close ]

Reverse any Find & Replaces you may have performed prior to the Text-To-Column step
Re-add the space.
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