
SJH Employee Downtime Punch for Exempt & Non-Exempt Staff 
Who Work Remotely Or Do Not Have A Time Clock in Their Place 

Of Business.  
 

Following the UKG Workforce Central (Kronos) security breach, we have been working diligently to develop a 
contingency plan to allow all employees to track their hours until UKG is back up and running. 

For all Exempt & Non-Exempt staff that have access to a time clock, please continue to swipe In and Out as you 
normally would.  

For those employees that work remotely some or all of the time and those employees that do not have a time 
clock at their place of business, please follow the steps below to document your daily In and Out time.  

The following icon and access to the Downtime Punch will be available on the Remote Citrix Accesss 
Homepage, the SJHMC Inside & HR Quick Links, SJH device home screens & the SJH Favorites List.  
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1. Enter your SJH Employee ID (Cannot be blank) 
2. Tap the Tab key and your name will auto populate in the Employee Name field. 
3. Select the appropriate choice from the Punch Type field.  

 Punch In 
 Punch Out 

4. Select the Submit Button 
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5. Seleck OK to close the Manual Punch 

 
 Your punch was successful! 

 
 

Please continue to follow this process as you would normally do, to record your daily 
time when you arrive and leave for the day.  

Non-Exempt and Exempt employees should continue to follow their specified time 
punch protocol. i.e. Exempt employees only punch in & not out.  

 


