
Hint: If you return to 
the time card right 
after you "Save" the 
Activity Form, you 
need to click "Refresh" 
located in the Actions 
drop-down.

Enter the Activity Number in 
the Form Code box or double 
click on the code number in 
the list.  Note: If doing from the 
Manager’s widget, add an “S” 
in front of the code–that tells 
Kronos you are doing the Activity 
Form for someone else.

 

Unsure of which code to use? 
Ask your Supervisor 

Don't know the 
code to use? Ask 
your supervisor or 
check the codes 

On the Activities Form complete the Required 
Fields (they have an asterisk) and any Optional 
field that apply—Equipment ID and Miles Driven 
for example.    Click "Save."
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Steps 1, 2, & 3 below are the best way to create Activity Forms to ensure 
they will pass the Controller’s Roads Financial Edit (RFE) process overnight.

Note:  If an “S” was used to 
indicate the Activity Form 
is for someone else, there 
would also be an Employee 
Number field to complete. 
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Activity Form Entry



To see details on the Activity Form right click on the activity.  

Note: This screen shot shows the information entered on the Activity Form in        is on the Activities 
Details pop-up: Activity Code, Hours, AFE, Equipment and Miles Driven.
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Right click on the activity, click View Activity Event Actions
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Activity Form Entry

The information on the Activity Form populates to the time card 5




