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Banner Web Time Entry

Additional Notes for Employees Who Work Overnight

Clocking in as usual and working overnight:

When an employee clocks in in the evening, works overnight (through 12AM), and clocks out the next
day in the morning, Banner will present the following message. Select Yes to register the overnight
working hours and then clock out.

I - B

€€ A Have you worked continuously through
midnight? If Yes, the system will automatically
clock you out at midnight for yesterday and clock
you in at midnight for today for Semi-Monthly
Earnings.

‘Yes‘
%

Adding Missing Punches for Overnight Shifts:

When adding missing punches for overnight shifts, each separate day, to include 12:00 AM, needs to be
entered with a comment.

For example: An employee works from 06:30 PM on 8/30 to 06:30 AM on 8/31, the following times will
need to be entered for each day:

On 8/30: 06:30 PM (leave comment) — 12:00 AM (leave comment), select save
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On 8/31:12:00 AM (leave comment) — 06:30 AM (leave comment), select save
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