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Harvest Download 

 

• Log into your harvest account 

• Go to “Reports” and click on “Detailed time”  

• Select the relevant timeframe and enter the project code that you manage under “Projects” 

• Click on “Run report” 

 

 

• The report that is generated should look like the following 
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• Then click on the button “Export” and select excel in the drop-down list 

• The excel file that is generated should look like the following 

 

 

How to Filter and Unfilter in Excel 

• In your harvest download select the full page by clicking the button on the top left-hand side of the 
excel file as shown below 

 

 

• Then go to the “Sort and Filter” button and select “Filter” in the drop-down list as shown below  
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• Your file should look like the following 

 

•  You can now for example select a specific first name by clicking on the filter that is located on the 
first line of the file under the first name column. Under that selection you for example for instance see the 
sum of the number hours booked by that person 
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• To unselect the person you chose you go the column that contains the first name of the person and 
click on the drop down button and click on “Select All” 

 

• To remove the filter altogether go back to the “Sort and Filter” button and select “Filter” again 

 

“IF” Formula in Excel 

 

• If you need to quickly check if a person’s hours have already been transferred to our accounting 
system and can’t be changed anymore you can use the following formula in column T. You can either type in 
or copy and paste this exact formula in the raw data you downloaded from Harvest 

=IF(I2="No","Harvest hours not transferred","Harvest hours transferred") 

 

 

 

• Then drag the formula to the cells below using the little plus sign that appears on the bottom right 
side of the cell 

 

“Days” Formula in Excel 
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• To convert the number of hours recorded in harvest into days either type or copy and paste the 
following formula in your harvest download file in column S 

=G2/8 

 

How to Generate a Pivot Table  

• Make sure there are no columns that don’t have title if not you will not be able to generate a report 

• Select the full page as demonstrated previously 

• Go to “Insert” and choose “PivotTable” 

 

 

 

• Normally the “Select a table or range” section will be selected and automatically be filled in because 
you selected the full page. If it is filled in click on “Ok” 

 

 

• You will automatically be directed to another worksheet that looked like the following. Click in the 
section indicated in the following image and generate the data in your table  
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• The final pivot can for example look like the following depending on the data you want to analyze 
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• If you have done a new harvest download and need to update the pivot table so that it can reflect up 
to date data, please click on the pivot section and then go to “Pivot Table Analyze” and click on the 
“Refresh” button. Similarly if you have added some new columns please make sure to use the “Change 
Data Source” button to add the data found in the new columns in the pivot table. 

 

 

 

 

 

Find and Replace 

 

• If you need to remove a gap or comas in your excel file you can use the find and replace function. First 
select the column or page where you want to find and replace and then either click on Control+F (at the 
same time) on your Mac or go to the “Edit” and select find. 
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• Then you instruct excel what to find (it is a coma in the example below) 

 

 

• Finally click on the replace button and indicate what you want to replace the coma with (a point in the 
example below) and click on replace all 
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Conditional Formatting  

 

• Select the column where you where you want to apply conditional formatting on and click on 
Conditional Formatting in the formula bar 

 

 

• Then select “New Rule”. Change the Style to “Classic”, select “Only format cells that contain” in the 
drop line list and select cell value in the drop-down list 
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• Then finally select the formula that will allow you to format specific values. In this case we want to 
only highlight cells that are equal to or greater then 1.25   

 

 

 

 

How to Generate a Formula  

 

• There are three ways of generating formulas in excel; 

1) Manually enter it using an equal sign 
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2) Type it in the formula bar also using the equal sign 

 

 

3) Click on function symbol (fx) that is found next to the formula bar. It will open a formula bar 
table on the right side of the excel sheet 
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Vlookup 

 

• Make sure the data you are searching for based on a criterion is found on the first column. In the 
example below I am searching for AFFLECK – Ben so in the staff list tab the first column on which I 
am searching has to be column C. 

 

 

 

• Then the formula to enter to look up AFFLECK – Ben from the Harvest sheet into the Staff list tab is 
the following; 

=VLOOKUP(S2,'Staff list'!C:C,1,FALSE) 
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Concatenate 

• If you want to combine values found into two cells into one you can use the Concatenate formula. In 
the example below we are combining the first and last name of staff members. 

 

• The formula to enter is =CONCATENATE(B5," - ",C5) 

 

Upper  

• If you want to change all letters in a cell from lower case to all upper-case letters use the Upper 
formula. To use the formula type =UPPER and then select the cell that contains the name that you 
want to change to upper cases to and then click enter.   
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SUMIFS 

 

• If you need to sum-up data with more than one criterion then you can use the Sumifs formula. For 
example, if you need to sum time booked in harvest by employee and month you can use the 
following way; 

• First you type =sumifs and as the first criteria you need to select the column that you want to sum 
up 

 

• Then you select the column that contains the data of your first criteria. In this example it is the 
column that contains the last and first name of the employee 

 

 

 

• The third step is to select the cell in which your criteria is located in. In this example we want to sum 
up the hours of Ben Affleck. 
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• If you have additional criterions to add you repeat steps 3 and 4 as many times as you need 

 

Calculating Hours to be Charged Per Employee in Harvest (One Single Person Per 
Budget Line) 

 

We have created a new tab called “Hours Per Employee + Per Month” in the budget tracking file to help 
calculate the number hours that need to be allocated in harvest per month and per employee. 

 

- All budget needs to be entered in the grant currency (in the example below it is EUR). Cell H2 is 
automatically updated based on the grant currency indicated in the staff list tab.  

- Enter the duration of the budget (based on what has been indicated in the donor contract). 

- First please enter the budget description and total budget in the grant currency. 

 

 

 

- Finally allocate one staff member per one budget line. Meaning you only have one person working on one 
budget line item.  You do the allocation by selecting the staff under the “Staff Member Working on Project 
(allocated to the correct budget line)” column using the drop-down list. Then select their budget position 
under “Budget Position”column. The days they can allocate in harvest on a monthly basis is calculated 
automatically as long as they have been correctly included in the staff list and you have obtained their daily 
rate from finance.  
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Calculating Hours to be Charged Per Employee in Harvest (Multiple People on one 
Budget Line) 

 

- Please follow the steps mentioned in the Calculating Hours to be Charged Per Employee in Harvest (One 
Single Person Per Budget Line) section. 

- Then please fill in manually the “Days That Can Be Allocated Per Month - Multiple Staff per Budget Line - 
Manual Entry” until the full budget has been allocated among all the relevant staff members. 

 


