Converting Adobe PDF Reports to Microsoft Word Documents
In the eGrants system, applicants can run reports by going to the Review section of the application.  Simply click view/print report next to the corresponding subject heading of the report you wish to run.  Reports are generated by eGrants in Adobe Reader or PDF formatted files.  Please see below screen shot:
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Since the reports are in read-only format, there may be times when it is useful to convert your PDF reports to Microsoft Word (Word) documents for editing purposes.  However, please be aware that you must enter the updated material into eGrants in the appropriate sections.  
For example, many grantees create their narratives in Word and then copy and paste the text into the appropriate sections in eGrants.  In turn, you can run the most current reports in eGrants with the information that you have entered in the system.  There may be times when you wish to edit the text in the reports, but PDFs in their native format are not edit friendly.  In order to edit the text, you will need to run a conversion program to convert the PDF to a Word document.
There are many tools available for converting from PDF to Word.  The success of the conversion tool is dependent upon the complexity of the PDF to be converted – i.e. if the document has a lot of formatting.  Given complex PDF documents, it’s very likely that you will need to tweak the converted Word document a bit.  
A complex document would include tables, columns, margin changes, etc.  Less complex PDF documents are easier to convert and often require no tweaking.  We’ve included a few options of conversion tools for your review in the table below (under “Don’t Have Adobe Acrobat?”); you can follow the links for information on the products and how to purchase the tools.  However, always be sure to check with your IT (Information Technology) department first because they may already have a specific tool.

Adobe Acrobat – Do you already have it?
It is very likely that your organization has a copy of Abobe Acrobat.  Adobe Acrobat is different from the Adobe Reader, which is free for download and only allows you to view PDF formatted documents.   Adobe Acrobat, which includes Adobe Reader, allows you to create, edit, and do lots more with PDF documents.  The latest version of Adobe Acrobat allows you to open and then save a PDF document as a Word document.  Earlier versions do not support this functionality, so you may have to upgrade to the latest version.
If you currently have the latest version of Adobe Acrobat, following these instructions to convert an Adobe PDF to Word:
1. From the File menu chose “Save As”

2. Select “Microsoft Word format (*.doc)

3. Click the “Settings” options box and check all options.  This will preserve all formatting to the extent possible.

4. When you are finished click OK and then Save to convert the PDF document.
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A sample screen shot showing the Save as type “Microsoft Word document (*.doc)”.  Be sure to also click “Settings” and make sure all boxes are checked in order to preserve formatting.
Don’t Have Adobe Acrobat?
There are hundreds of software utilities or tools that you can download from the Internet.  The utilities typically range in price from $19.95 to $149.95.  Almost all the utilities contain a 15 to 30 day free trial.  Almost all utilities work in a similar way, by prompting the user to input a source PDF documents, and asking the user to select what type of file to convert to (Microsoft Word).  In addition, most tools will provide options for preserving formatting in the original PDF as it is converted to Microsoft Word.  

We strongly encourage you to utilize the trial period before purchasing.  Though we are unable to endorse any one product since every organization has its own unique needs, below is a list of several popular programs.
	Product
	URL
	Cost

	Solid Converter PDF
	www.solidpdf.com
	$49.95

	Able2Doc 2.0
	www.investintech.com
	$39.95

	Very PDF
	www.verypdf.com
	$39.95

	PDF 2 Word
	www.pdf2word.com
	$39.95

	Docsmartz PDF to Word
	www.soft32.com
	$19.95

	PDF Converter 3
	www.nuance.com 
	$49.99

	All PDF Converter
	www.bcltechnologies.com 
	$49.00


Also, for the latest product information regarding the conversion tools, simply search for “PDF to Word converter” on the Internet.
In addition to specific products, there are many lists of PDF Converters that are kept up to date and available via the Web.  For example, the following link will take you to a list of numerous converters:

http://dmoz.org/Computers/Software/Word_Processors/PDF/Converters/
