§ mySchedule

Updating the Daily Tracker (Job Aid 22)

The mySchedule application provides the data required to populate the Daily Labor Hot Sheet each
day.

Process

Administrators can extract the labor data from mySchedule and paste it into the Sales and Labor
Hot Sheet in Excel. Printed copies of the Sales and Labor Hot Sheet can be distributed to
department managers each day.

From the main menu dashboard:

2. Select Operations Weekly in the drop down box.

2
ﬁ Operations Weekly

3. Select Operations Detail from Report Drop Down box.

4. Select the Export radio icon.

5. Select Running Man icon to generate report.

6. Click on Excel icon to open the report.
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7. The dialog box appears at the bottom of browser. Select Open to view the report.
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8. After Excel opens in protected view, click on Enable Editing button to proceed.

Home Insert Page Layout Formulas Data Review View Developer
0 Protected View This file originated from an Internet location and might be unsafe. Click for more details. Enable Editing
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Continued on the next page
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Updating the Daily Tracker, continued

9. Copy and Paste report data into Sales and Labor Hot Sheet by following the steps
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e. You want to overwrite the existing data on the worksheet. Select this entire

worksheet {follow step 9a as described above) and paste by selecting paste from
the Home Menu or using Hot Keys (CTR + V = Paste)
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Labor 1 Total  Sun-8/14 Mon-8/15 Tue-8/16 Wed-8/17 Thu-8/18 Fri-8/13 Sat-8/20
ilal 2 |All Labor
HotSheet.xlIsx file! 3 [SystemFrcSales 5336437 $49,317 $47,434 S47,670 $41,304 544,998 556,288 549,366
4 [Target Sales $337,447 $49,465 $47,637 S$47,814 $41,428 $45133 $56,457 $49,514
5 |Actual sales $248,396 $52,650 $45435 $47,424 $55,381 $47,506
6 |Last YearSales $360,901 $53,082 $50,840 $50,975 $44,322 $48,241 $60,216 $53,225
7 |Actvs Ly Sales % -3117%  -0.81% -10.63% -6.97%  24.95% -1.52% -100.00% -100.00%
2 ITareet Hours 2260 335 332 313 308 268 354 351
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