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The Member Activities 
Cube

Procedures to Display 
Instructor and Aide hours 
on MT and PE Missions
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Enter the “Member Activities” Cube
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To display only MT and PE activities, click in 
the small rectangle above the column.  This 
highlights the column in yellow.  Then ….
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...click on the Show Hide icon on the 
bottom Menu Bar to bring up the Show 
Hide screen.

Listed in the Visible Categories window are all rows 
currently visible.  To display only the MT and PE 
missions, Click “Select All” and the right facing arrow
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In the right window, scroll down and click on MT 
then click the left facing arrow.  Scroll down and 
click on UPE the click the left facing arrow and 
both MT and UPE are moved to the left window,

To complete the action, click “OK”
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Only the MT and UPE Activities are now shown
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To see the number of 
MT and PE hours as 
Instructors or Aides, 
members in a Division 
have performed, drill 
down to the desired 
Division.  Right click 
on the Division name 
and left click on “Filter”
on the pop up.
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Click on both “Swap Axis” and 
“Suppress Zero” icons, and you 
have the hours for each Flotilla
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To eliminate the Division Totals, right click on the 
Division and left click on “Hide Selection.”
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To eliminate the “All Missions” total, right click 
on “All Missions”

Then click on “Hide Selection.”
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Right click on the small rectangle over the column.

Then click on “Down a 
Level” on the pop up.
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The members who have taught a MT or PE class, 
or who have served as an aide, are now shown
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To separate IT from Aide hours, scroll down on 
the left to “All Positions” and right click on it.

Left click on “Nest 
Columns.”
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Click on the “+” by “All Years” and right click 
on “CY 2003.”

Then left click on “Filter” to 
display the 2003 hours.
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The result is this.  To obtain what is needed, the 
“Trainee”, “All Positions” and “All Missions” should 
be removed.  Right click on one “All Positions.”
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On the pop up, left click on “Hide Selection.”
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Repeat the same process with the “All Missions”
column.  Right click on “All Missions” and left click 
on “Hide Selection” on the pop up.  
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To remove the two “Trainee” columns, right click on 
one, then left click on “Hide Selection” on the pop up.
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Another feature is the available in this new 
version.  Any column can be sorted.  To do 
so, right click on the desired column to sort.
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After a right click on a column, ignore 
the pop up and left click on the “arrows”
above the column heading, then ......
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.... then on the second pop up, left click on the 
desired sort, either Descending or Ascending
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Sorted 
Ascending

Sorted 
Decending
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The Calculation feature can be used to add the 
MT hours with the PE hours.  After obtaining a list 
of all members with Lead hours in MT and PE, 
right click on the MT column.
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On the pop up, left click on “Insert Calculation” In 
the Calculations screen, use the default “Add.”
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In the “Includes categories” window, scroll down 
to “MT” (which is highlighted) and continue 
scrolling to “UPE.” Pressing the “CTRL” button, 
click on “UPE,” then click on “OK.”
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A new column is added to the report 
showing the total of MT plus PE hours.
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This new column can be sorted to show the 
totals in descending or ascending order.  
Right click on the column heading, and 
ignore the pop up shown.  Left click on the 
arrows at the top of the column.
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Left click on “Sort Descending” and the rows....
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....of MT + PE is now sorted in descending 
order of total Instructor MT plus PE hours .
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To be able to use this report in 
the future with out all of the  

previous steps, you can 
bookmark it.  Anytime when 

on line, clicking on the 
bookmark will bring up the 
report with the latest data.
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The report is now ready to save.  First, Bookmark 
it.  Click on the Bookmark icon,

When the screen repaints, add it to your Favorites

To save the report click 
on the “File” icon,

Then click on “Export CSV”


