Hot Sheet Instruction
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Empower Job Aid Hot Sheet Creation

Overview

Store Directors/Timekeepers run a report that will generate a Hot Sheet to recap daily
operations for the departments for comparison on sales and labor spend.

Process

In this scenario, the store will log into Empower and print up the information needs for the
Hot Sheet.

Step 1: Log into Empower MySchedule and click on Reports
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Step 3: Select "Operations Detail" from Report Dopdown Box
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Step 4: Click on "Export" radio icon
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Step 5: Verify the filter is set to the current week
- Click the Running Man icon to run the Report
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Step 7: Select "open" to view the report
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Step 8: Make sure to Enable Editing on the newly opened report.
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Step 9: Left-click on the "Select All box" to Highlight the entire report
(Every cell will now be selected and highlighted in light blue)
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Step 10: Right-click anywhere in the document and "Copy" the text
Hot Keys work (CTR + C = copy) and (CTR + V— Paste)
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Step 11: Click on the "Paste Empower Data Here" tab in the Sales and Labor Planner
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13. Print copies of the Hot Sheet and share results with your Staff daily

Daily Sales & Labor Hot Sheet Jewel
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