4 KRONOS

Activity Form Entry

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.

o Enter the Activity Number in Ayt -
the Form Code box or double . F A Donit know the
click on the code number in ACTIVITIES FORM LIST code to use? Ask
. i . your supervisor or
the list. I}Iotg. If doing fron"1 ’t"he ot om e oy check the codes
Manager’s widget, add an “S ~ Enteringth form coce and clcking Aply o
. _ - i;n;mw code in the list
in front of the code-that tells ]
Kronos you are doing the Activity i =
Form for someone else. o1 Adeyaton
4392 Mew Systems Devesopment, Enhancement
4452 Bidg Yard Mainlenance and Repair
4710 Fof Entities Outside the Depanment
4802 Instruction and Training
DLETE Supenvisor Delele Activity
EDELE Employee Delele Activity
31101 Adminissration
ACTIVITIES FORM S4302 New Systems Development Enhancement
54452 Bidg Yard Maintenance and Repair
INSTRUCTION AND TRAINING SaT0 T 8 Doy
S4802 Instruction ana Training
Roads - Activity 4802
Date Z wiaaryyyy
Hours
AFE
Equipment D 1 o .
e rven < _ . On the Activities Form complete the Required
e bours 1 ] Fields (they have an asterisk) and any Optional
field that apply—Equipment ID and Miles Driven
e for example. Click "Save."

o Note: If an “S” was used to
indicate the Activity Form

e Hint: If you return to — is for someone else, there
the tlme Card I‘Ight Loaded: 3:40 PM | Current Pay Period EH_ﬂ] WOU|d aISO be an Employee
after you "Save" the Number field to complete.
Activity Form, you :9; Hgﬁ
need to click "Refresh” Timecar J _
located in the Actions < : = inghals %
drop-down. izt it

Roads - Activity 1101
Date * [ 1 =
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Activity Form Entry

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

Losded: 210 PM | Current Pay Pericd EI \E\

. . . . Total  Toal  Toml |~
Activity ~ Durstion Shift  Daily Period o Iv.}—-‘

800 8.00

4301 8.00 8.00 800
800 16.00

480 8.00 8.00 8.00
16.00

Unaccou 000 000

16.00

o 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 e is on the Activities
Details pop-up: Activity Code, Hours, AFE, Equipment and Miles Driven.

Right click on the activity, click View Activity Event Actions

Activity Event Actions

Date: 7/04/2022 -
Activity Name: 480

Details
Description:
EMPLOYEES BENEFIT CLEARING ACCOUNT
Duration: 8.00
Adjusted Start: T2:00PM
Adjusted Stop: 8:00PM -
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