
 

Task 4 - Weekly Job Planner Job Aid.docx Task 4 Page 1 of 2 
Safeway © 2014 Not for use or disclosure outside Safeway Companies 

Review/Validate Weekly Job Planner 

 

Review/Validate Weekly Job Planner (Task 4) 
Overview 

Store Directors/Schedule Writers are able to compare hours for the entire store, 
departments or jobs. 

Process 

This job aid will show the process of viewing Target Hours at job-level detail. 

From the main screen: 

1. Select Weekly Job Planner from 
the Dashboard menu. 

 

 

2. Select Next from the Week 
toolbar. 

 

3. Review Target Hours, Target 
Salary % - Store, and Target 
Rate figures for the next week. 

 

 

 

4. Review auto-scheduled jobs to 
ensure targeted hours are what 
you want to schedule to. 

• Coffee Bar 
• Juice Bar 
• Checker 
• SCO 
• Courtesy Clerk 

You will adjust the hours based on 
this review in Step 7 (Job Aid 7).  
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Return to this screen at any time 
to see how changes have 
impacted target and scheduled 
values. 

 
 


