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Review System Forecasted Sales (Job Aid 2)  
Overview 

Store Directors/Schedule Writers can view their store’s sales generated by mySchedule in 
addition to the target hours per department. 

Process 
Review the forecast for the entire store and departments. 

From the main menu: 

1. Expand the Forecasting tab then select 
Forecaster. 

❶	
	
	
	

2. Select the Filter icon. A selection window 
will appear. ❷	

	
	

3. Change the settings to the desired week 
(Next week) and component (Store) by 
using the drop down menu. 

 
 

4. Click OK. You will be returned to the 
previous screen. 

 
 
 
 
 
 

5. Select Sales Forecast from the secondary 
toolbar by using the drop down menu. 

❺	
	

	

6. Toggle from Total Store to Department by selecting 
the magnifying glass icon OR selecting the Dept 
radio button. ❻	

	
	

Continued on next page

Review System Forecasted Sales
& Adjust Target Sales

❸	

❹	
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Review System Forecasted Sales (continued) 
Scroll up and down the screen to review all departments. 

The upper part of the page will show the forecasted sales for each department. 

  
The bottom of the page(inside the gray background) will show Target Hours for the store 
and each departments. 

 

 

7.  Click the Print icon (if necessary). ❼	

 

 
 

Adjust Target Sales By Department 
8. Locate the department and click inside the 

cell where you would like to change the 
target sales. 

❽	
Note: You can change the target sales on 
any cell in the row where the pencil icon 
appears. 
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9.  Enter your sales figures inside the cell. 

❾	

11.Click the Save icon when you are finished 
entering the target sales. ⓫	

 
 
 
 
 
 
 
 
 

 

 

Repeat steps 7 and 8 for the next departments to change target sales. 
 
 
 
 
 

12.Click the “Calculate Labor Hours” icon to 
recalculate labor figures based on your 
changes. 

⓬	
	
	

10.Click inside the next cell you would like to 
edit or press the Tab key to move one cell to 
the right. 

❿	


