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Time/Punches in and out 

 
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, please continue to reinforce to those that have access to a time clock, 
to continue to punch In and Out daily as they would normally. 

For those employees that work remotely, or for those employees that do not have a time clock at their place of 
business, please follow the steps outlined in Item I on the next page, to document their daily In and Out time, 
via the Downtime Punch function.  

The following icon and access to the Downtime Punch is available on the Remote Citrix Access Homepage, 
the SJHMC Inside Quick Links, SJH device home screens & the SJH Internernet Employee Portal.  

 

 

 Managers/Time Keepers are to adjust their Employees time as needed daily, i.e. a day off or 
Christmas Holiday etc….  Do not wait until the timekeeping changes are due to enter them into the 
system. 
  

 The deadline for timekeeping completion is the Monday of payroll @ 10am. 
o The Time Keeper site will be locked down Monday after 10am.  It will then be brought back 

up on Tuesday Morning. 
o Any changes required after the data entry cutoff date & time will have to be addressed via 

the TIMS Payroll Adjustment Form. 
 

 For time and attendance tracking, whatever you did before the downtime in UKG WFC, you will 
need to continue to do in the new downtime Time Keeper site. 
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I.  SJH Employee Downtime Punch for Exempt & Non-Exempt Staff Who Work 
Remotely Or Do Not Have A Time Clock in Their Place Of Business.  

 

 

 

 

I. Enter your SJH Employee ID (Cannot be blank) 
II. Tap the Tab key and your name will auto populate in the Employee Name 

field. 
III. Select the appropriate choice from the Punch Type field.  

 Punch In 
 Punch Out 
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IV. Select the Submit Button 
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V. Select 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. 

 

 



TimeKeeper’s View - Share Point Option – Downtime Solution for Collecting 
Time/Punches in and out 

 
II. You can access the TimeKeeper Share Point from Citrix Remote Access Homepage, the SJHMC 

Inside Quick Links, SJH device home screens & the SJH Internernet Employee Portal. 
 

 Timekeepers access from your SJH device: 
o  BookmarksManaged BookmarksContingencyDowntime Punches-Timekeepers 
a. You will have access to your available Cost Centers 

 

b. To search for your Cost Center, select the Available Cost Center Hyperlink. 
 

 



TimeKeeper’s View - Share Point Option – Downtime Solution for Collecting 
Time/Punches in and out 

 
c. Enter your last name and select the search icon to find your cost center(s). If you do not 

see your cost center(s), please contact Timekeeper@sjhmc.org in IT to have them 
assigned to your view.   

 

 

D.  To add a new item, select the Add New Item hyperlink below.  

 

 

mailto:Timekeeper@sjhmc.org
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• Enter the Employee ID and select the Lookup button. All fields will populate except the 

items highlighted in yellow.   
• The Pay Code field includes all necessary pay codes such as BTB, ESB, and On-Call Shift 

Differential: Regular Evening, Regular Night to all Weekend options. Each Pay Code 
must be entered as a separate entry. (STAFF MAY HAVE MULTIPLE ENTRIES ON THE 
REPORT PER DAY DUE TO THE VARIOUS PAY CODES NEEDED) 

• The Pay Code Hours is a free text field from 1 hour to 24 hours  
• You do not need to enter the in & out time or date.  
• You will receive a pop-up when you have successfully submitted the new item.  
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III. With the Manual Entry function of the TimeKeepers View, you can manually add or modify an 

employee’s time. The benefit is that you can search them, by name and then find their 
employee ID to add the punch.  
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IV. Manual Entry from the Timekeepers View   

 
Select the down arrow on the first name of the Employee Name column, a list will present.  

 

 

 

 

Scroll down to find the employee you wish to enter a punch and select their name.  
 
Follow the steps below to submit the manual Punch for each employee necessary.  
 
You will need to refresh the screen to see the newly added manual punch.  
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V. Timeclock Punches as well as Downtime Punches, will be editable.  
 
Right click on the ellipsis icon (…) and you will have the option to Edit the item (punch) Delete 
the item, or View the item.  
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VI. Updated Downtime Solution Features for TimeKeepers Since 12.23.21 
 

Once the pay period is closed, the prior pay period will be posted to the 
portal once the data has been uploaded.   
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The all-new Refresh Button allows the TimeKeeper to add or update employee time data and stay 
on that employee’s page after you refresh the page.  

This will save you time and keep you on that same page without kicking you back to the 
Timekeeper View and needing to search that employee to add additional punches.  
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Downtime Time Keepers Pay Code Definitions 

 
Code Description 
Bereavement Use this code for an Employee taking a Bereavement day(s). 
 BTB Benefit Time Bank: Use this code for Employees that take a day 

off, including when off on Holidays i.e. Christmas. 
Business Day Use this code for an Employee taking a Business day i.e. 

conference, off site meeting, seminar etc… 
Call Back Hours Use this code when an employee is on-call and has been called in 

to work; they will be paid call back hours which is a minimum of 
4 hours, or whatever they worked if more than 4. 

Charge Pay Use this code when a nurse is acting charge. 
Educational Day Use this code for an Employee taking an Education day i.e. 

training. 
ESB Use this code for an Employee on LOA to supplement their time 

while on LOA; all LOA pay will be validated by the Benefits team. 
Float Pool Use this code for Employees that Float and are due Float Pay.  

This code is specifically for RNs, LPNs, and Patient Care Services 
who float to specific departments designated and approved by 
Nursing Administration. 

Holiday Pay Use this code for Employees that work a Holiday for Premium 
Pay i.e. Christmas. 

Incentive Pay: 
 
CNA Incentive 
LPN Incentive 
PCA Incentive 
RN Incentive 
Radiology Incentive 
Respiratory Incentive 
Surgical Tech Incentive 
Unit Associate Incentive 
 

 
 
Use these codes for staffing purposes during periods of high 
patient census or increased vacancies when employees are 
coving additional shifts. 

Jury Duty Use this code for an Employee who is on Jury Duty. 
NJPSL NJ Paterson Sick Day 
On Call This code is to reflect how many hours an Employee is due On-

Call pay. 
Orientation Day Use this code for a day when the Employee is attending 

Orientation. 
Preceptor 1 This is an additional $1 per hour pay for nurses who are a 

preceptor for other nurses. 
Preceptor 2 This is an additional $2 per hour pay for nurses who are a 

preceptor for other nurses and they have completed the formal 
training class. 
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Regular Day Use this code for an Exempt Employee that did not swipe in on a 

given day, or when adding lunchtime to an Employees shift 
because they worked through lunch.   
 
Do NOT use this code to punch in and out an hourly Employee, 
you must enter a manual punch in and punch out for anyone 
paid hourly. 

Regular Evening Use this code to indicate shift differential hours worked on the 
Evening shift. 

Regular Night Use this code to indicate shift differential hours worked on the 
Night shift. 

Sitter Pay This code is used for PCAs who sit with suicidal patient. 
Unscheduled BTB Unscheduled Benefit Time Bank: Use this code for Employees 

that take an unscheduled day off. 
Weekend Day Use this code to indicate shift differential hours worked on a 

Weekend Day shift. 
Weekend Evening  Use this code to indicate shift differential hours worked on a 

Weekend Evening shift. 
Weekend Night Use this code to indicate shift differential hours worked on a 

Weekend Night shift. 
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