
Excel Printing Tips for WBSCM Custom Reports

• 'Print to PDF' button not for customized reports (default only)
• 'Export to Excel' and download the excel spreadsheet
• Open the spreadsheet, go to 'File' and select 'Print'
• If report does not fit on one page, resize or delete columns and try again.
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WBSCM Report Name Number of columns Suggested columns

Entitlement/Bonus 8 maximum Program / Sold-to-Name / Program Year / Beginning Balance / DoD Fresh 
Amount / Ent. Order Total / Ent. Balance / Bonus Order Total

Entitlement/Bonus Details up to 12 (if resized) Program / Program Year / Ship-to-Name / Order Date / Sales Order 
Number / Material number / Material Description / Delivery Date / Order 
Qty Cases / Order Qty Pounds / Net Value / Ent. Amount Available

Requisition Status up to 11 (if resized) Req. Status/ Ship-to-Name / Material number / Material Description / 
Requested Delivery / Program / Requested Qty / Net Value / Sales Order 
Number / Sales Order Status / Date Received

Value of Commodities Received - RA up to 12 (if resized) Sold-to Name / Ship-to-Name / Material number / Material Description / 
Date Received / Program / Requested Qty / Entitlement / Sales Unit / Net 
Value / Sales Order Number / Sales Order Status



Resize columns
• To help make all columns fit into one page, you can 

resize a column by clicking and dragging the column 
line in the column heading e.g. resize Ship-to Name
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Delete 
columns
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• Instead of resizing columns, 
you can delete a column (that 
is not important to you) 
directly in the spreadsheet 
(without having to recreate a 
custom report in WBSCM).

1- Select any column header (column highlights in gray)

2- Go to Home, select Delete and 'Delete Sheet Column'

Alternatively, you can right-click the top of the column and 

select Delete.



Repeat column headers 
on each page

• If you have more than one page to 
print, you can repeat the column 
headers on each page, so it helps 
read the next pages.
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1- Go to Page Layout and select Print Titles.

2- In the Page SetUp box, click inside 'Rows to repeat at top'.

3- Click on the first row header (row # 1). This will select the 

entire row and '$1:$1' will appear inside the 'Rows to repeat at 

top' box. 

4- Click OK.
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Calculate Totals
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• In excel, you can calculate totals 
and easily sum up all values of 
column e.g. Total cases requested or 
Total Net Dollar Value 

1- Click the cell located under the last cell of the column you 

want to calculate

2- Go to Home, select the sygma sum symbol. Excel will 

automatically select all cells in the column.

3- Press Enter on your keyboard. Excel will automatically 

calculate the total for the selected column.

❶
❷
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Print
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1- Go to File and select Print.

2- In the Printer box, select your printer or if you want a pdf 

format, select Print to PDF.

3- Select Landscape Orientation

4- Select Narrow Margins

5- Click the page arrows to see if all columns fit on one page

6- Click Print
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