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Step 1: Quarterly Planner (Roadmap Process) 

• Store Director builds quarterly labor roadmap for each week in the quarter

o Store Directors can upload their adjusted Roadmap into Empower

o Indicated in Empower as Adj Plan Sales & Salary %

• Division uploads store’s final labor roadmap (what stores are accountable to)

o Indicated in Empower as Plan Sales & Salary %

• Store Director manages and updates their roadmap through the quarter

o Store Director adjusts targets during the quarter

o Actuals automatically interface into Empower

o Real time quarter to date labor numbers

o Real time actuals to date plus Store Director adj plan = quarterly plan totals

Step 2: Weekly Department Planner 

• Store Director builds their Weekly Department Planner for the upcoming schedule week

o Store Director creates target sales and wages by department

▪ Results in target salary % (Target wages / target sales)

• Store Director adjusts target sales by department by day

o System generated forecast guideline (Historical year over year trend)

o Accounts for calendar shifts, holidays, daylight savings etc.

o Store Director adjusts based on store specific sales adjustments

▪ Example: Competitor and store specific activities

• Store Director adjusts target wage rate by department

o As needed to reflect staffing changes and store objectives

▪ Example:  Department Manager on vacation

o Target wage rate drives the target hours by department

o Target sales X target salary % = target wages / target wage rate = target hours

o Store Directors work with Department Managers to create accurate weekly department plans
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• Target wages / hours are electronically communicated to department managers scheduling screen

o Service Centric Planning

▪ Checkers, Courtesy Clerks, Coffee Bar and Juice Bar based on service needs

▪ Forecasted ¼ hour labor needs based on historical traffic pattern

▪ Store Director (SD) and Customer Service Manager (CSM) determine labor needs

• Based on system generated guidelines

• Historical productivity rates adjusted by SD and/or CSM

• SD and CSM review labor needs for all “Service Centric” jobs (cashiers, cc, coffee, juice)

o Each box represents a workload need

▪ SD & CSM can adjust workload as necessary

o Auto-scheduler designed to ensure all labor needs are staffed
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Step 3: Personnel Setup for optimal scheduling 

• Utilize personnel settings to ensure labor is scheduled how SD and CSM want labor scheduled

o Review Unassigned  Labor and assign schedule jobs

o Review secondary site assignments for loaned employees

o Review secondary schedule job assignments and relief rates

o Review Personnel employees availability and settings

o Review employee Leave status

o Review employee Time-Off Requests

o Identify borrowed employee needs from other stores

o Review Minor employee settings

Step 4: Department Manager Scheduling 

• Department Managers enter department schedules

o Department managers write schedule wages based on target wages

o Perform job transfers as needed for proper master scheduling

• Customer Service Manager runs auto-scheduler for all service centric jobs

o Auto Schedule users contractual rules, seniority, personnel settings, availability, time off requests

and schedules shifts based on workload needs for all service centric jobs

o CSM determines where and how labor is scheduled by adjusting the personnel settings and

employee availability
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• Store Director and Customer Service Manager review the coverage for each day of the week

o Green = workload covered

o Yellow = workload over scheduled

o Red = Workload not covered

o Review accuracy of schedules and scheduled hours for each employee

o Adjust Personnel settings to improve utilization and service efficiency

o Clear and re-run auto-scheduler as needed

o Review shift assignments and swap shifts as necessary

• Store Director and Customer Service Manager review “Auto-Scheduling Quality Report”

o Review service centric target hours versus scheduled hours (Utilization)

o Review service centric schedule workload coverage (Service Efficiency)

• Store Director reviews the Weekly Department Planner

o Compare scheduled labor vs targeted labor for each department and total store

▪ Ensure store and all departments are scheduled within targeted labor
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Step 5: Publishing Schedules 

• Print, post and publish schedule (being consistent about timing of each)

o Employees can view their schedule online vis mySchedule Employee Self Service (ESS)

o Employees can also electronically request time off on the mySchedule ESS site

Step 6: Daily Labor Management via Operations Dashboard 

• Review Operations page on a daily basis
o Target Hours, Wages & Salary %

▪ Based on Store Directors Weekly Department Planner
o Scheduled Hours, Wages & Salary %

▪ Based on hours scheduled and forecasted sales
o Calculated Hours, Wages & Salary %

▪ Based on actual hours worked and actual sales

Step 7: Update Daily Sales & Labor Hot Sheet in Excel 

• Populated in seconds by Store AC

• Daily distribution to all Department Managers

• Encourages accurate labor targets by department

• Enables writing tighter schedules by daily/actionable guidance




