


Instructions for Retrieval and Downloading the Chapter Membership Roster 
on the Hub

1. Log on to the Hub
2. Click the down arrow on Resources (left-hand side). 
3. Click on Reports
4. Click the down arrow in the black outlined box that states Report. 
5. Click on Membership Roster (last one)
6. Click the down arrow in Quick Filter
7. Click Default View in the dropdown box
8. Click the down arrow in the Chapter box
9. Click on your chapter
10. Click the maroon box: Generate Report
11. To download to your computer, click the Export Data icon with an underlined down arrow within a circle
12. At this point, you can only download in Excel or CSV formats. You have the control to customize the report to your needs. Once it is downloaded, you can hide columns you don’t need to fit onto a single page. OR you can hide columns on the spreadsheet within the Hub before downloading.
13. To hide columns within the Hub: With the spreadsheet open (follow the above directions to #10)
a. Click in the box:  SDP Abbr. 
b. Three small dots will appear within the box. 
c. Click the three dots
d. A dropdown box appears
e. Click on Manage columns (last option in the dropdown)
f. A list of all the columns appears with a maroon circle in front of the column name. This is a toggle switch. 
g. If you want to hide a column, click on the maroon circle; this will move the circle to the left and will turn white. This means the column is off and will be hidden when you download the file. 
h. Remember, you can always reverse your actions. To turn the column back on, simply click on the white circle. It will move right and will be turned back on. 
i. Once you have turned on/off the columns you want, click on the Export Data icon (down arrow within the circle). Click on Excel or CSV. It will download to your computer, and you will be able to print it. 
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