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Salary Planner  

Salary Planner 
Overview 

Empower mySchedule provides functionality for users to create a weekly scheduling 
roadmap based on their stores specific quarterly planner. This job aide provides the step by 
step processes for identifying your weekly mySchedule targeted store and department 
salary dollars and salary % of forecasted sales. 

Process 

Create the quarterly planner, the division weekly/quarterly plan sales and plan salary % is 
loaded into mySchedule each quarter once it is provided by the division finance department 
or labor manager. 

From the main screen: 

1. At the very left of the menu select the Quarterly
Planner option.

2. The adjusted sales and salary % will mirror the downloaded Plan Sales and Plan
Salary %.  The Adj Plan Sales and Adj Plan Salary % can be edited as needed to
create weekly scheduling targets.

3. Adj Plan Sales and Adj Plan Salary % can be edited by clicking the applicable
week’s box and manually entering the new plan sales and/or plan salary %.

Continued on next page 
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Salary Planner (continued) 
4. To get the changes to reflect in the system

click on Link to Calculate Wages.

5. On the bottom of the Quarterly Planner you can see the Adj Plan Salary %
reflected with all changes you have made.

**Your Adj Plan Salary % will be the main driver for creating targeted hours for 
departments and the store.** 

6. Department specific salary % targets should also be designated for the quarter, each
department’s salary % are manually added by the Store Director or proxy.  These
department salary %’s and the resulting salary wages based on forecasted sales will be
populated on the store’s Weekly Store or Dept Planner and the scheduler screen.

Continued on next page 
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Salary Planner (continued) 
7. To enter each department’s planned salary %, click in the applicable field and

manually enter the salary %.  The values you enter should reflect the salary % you
plan to schedule in each department.

**These departments use the Dept Salary % which compares to department sales.** 

**The department’s salary % in the top section are based on percent of department sales.  
Forecasted department sales times the salary % = department targeted dollars.** 

8. Pharmacy, Fuel, and Front End Admin department’s salary %’s are calculated based on
percent of total store sales (minus fuel).  Forecasted total store sales times the salary
% = department targeted dollars.

**Note that FE Admin excludes Checkers, Courtesy Clerks, SCO and Front End Manager 
labor.** This labor is calculated in the Front End Service labor. 

9. Edit a field by clicking in the applicable field and manually enter the dept to store
salary %.

Continued on next page 
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Salary Planner (continued) 
10.To process the changes to dept salary % click

on the Calculate Wages button.
 

11.The targeted hours for the auto-schedule jobs
will continue to be adjusted by utilizing the
Target Hours Adj screen on the dashboard.

12.Set the % you want to increase or decrease
labor.

EXAMPLES:

1.25 = 125% of core targeted hours

0.75 = 75% of core targeted hours

**For more information see the Target Hours 
Adjustment job aid.** 

13. Note: If you are not scheduling any labor in
Liquor, Food Service, GMHBC or Seafood, you
should zero (0.00) the tareget Value for these
departments on the Target Hours Adjustment
screen.

(These departments are singled out as stores
tend to not schedule or charge labor to these
departments)

14. Target wage rates on your weekly roadmap
(Weekly Department Planner) can be adjusted
on the Taget Wage Adj screen.

See mySchedule Job Aide Task 5 Wage
Adjustments for detailed process.
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15.After calculating labor on the forecaster screen, your Weekly Department Planner
dashboard will reflect the new Target Salary % and Target Wages by department
and store.

**Note the total store salary % will still reflect the Adj Plan Salary % in the system.  All 
department salary %’s will be adjusted to meet the store Adj Plan Salary %.** 

mySchedule


