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Class Attendance Entry via MyBenU for Faculty

1. Loginto the MyBenU system. You will be on the Homepage. Click on the Classic Home
tile to get to the Classic view.
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2. Click on Main Menu in the top bar, and go down to Curriculum Management.
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3. And navigate through (by clicking) to the Attendance Roster by Class option:
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4. On the Attendance Roster by Class search page, enter the code of the appropriate term.
If you do not know the term code, click on the magnifying glass. This will open the Look
Up Term page, scroll down the page to find the term link and click on it. This will return

you to the Attendance Roster by Class search page with the term populated.

_ Look Up Term 3 .
Help
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Attendance Roster by Class
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5. Click on the Search button. All of the classes for which you are listed as the instructor on
in that term will appear at the bottom of the page.

NOTE: If you are teaching only one class in that term, the Attendance Roster by Class

page for that class will open [skip step 6]. Click on the row with the course for which you
wish to report attendance.

=3
Search ear | Basic Search |2 Save Search Criteria
Search Resu

View All First ‘4' 1.30r3 b Last
Academic Institution Term Subject Area Catalog Nbr Academic Career Campus Session Class Nbr Class Section Description Course ID Course Offering Nbr
0717 MATH 95 Ugrad Sem MAIN DDS Intermediate Algebra ="~~~ 1
0717 MGT 150 Ugrad Sem MAIN DDS Business Statistics | 1
0717 MGT 251 Ugrad Sem MAIN DDS Business Statistics Il 1

6. On the Attendance Roster by Class page, click on the yellow Generate button. The
Attendance Roster by Class page will refresh with one row for every scheduled class
meeting displayed [NOTE: If all class meetings are not displayed, click on the yellow
View All link to the right of the Student Attendance Roster header]. This Roster is
static — it reflects the meeting dates and the students enrolled at the time it was generated.

Students enrolled after the time the Student Attendance Roster was generated will not
be displayed.

Favorites + Main Menu

> Curriculum Management ~ > Atiendance Roster v >  Attendance Roster By Class

New Window | Help | Personalize Page
Attendance Roster By Class
Course ID 002954 Term 2016
Course Name Session Summer
Intermediate Algebra Dynamic
Subject / Catalog# Institution Dated
Semester
Benedictine
Instructor University
Classibr Cathy Carrot;
Class S¢
............ Gonorato &) Populate from Student Enrall
Generate Class Mtg Attendance
Report Manager
Student Attendance Roster Personalize | Find | View All | 2] E First ‘4’ 1-50f8 ' Last
Template Type *Attendance Date *From Time “ToTime  COM2C!  guprige
1 Create Print View Class Meeting 06/20/2016 6:00PM | [10:00PM 2400 O [+l [=]
2 Create Print View 9| | Class Meeting 06/27/2016 6:00PM | [10:00PM 2400 O [+l [=]
3 Create Print View 10 | Class Mesting 07/04/2016 6:00PM | [10:00PM 2400 O [+l [=]
4 Create Print View 11| | Class Mesting 07/11/2016 6:00PM | [10:00PM 2400 O [+l [=]
5 Create Print View 12| | Class Mesting 07/18/2016 6:00PM | [10:00PM 240, O [H[=]
[Slsave | |[&" Retum to Search Previous in List | 45| Mextin List ||[=] Notify | £ Refresh
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7. To enter the attendance on a particular date, click on the View button for the desired date.
The Class Attendance page on that specific date will open.

Favorites + ‘ Main Menu > Curriculum Management ~ > Atiendance Roster v >  Attendance Roster By Class

New Window | Help | Personalize Page

Attendance Roster By Class

Course ID 002954 Term 2016
Course Name Session Summer
Intermediate Algebra Dynamic
Subject / Catalog# Institution Dated
Semester
MATH a5 Benedictine
Instructor University
Class Nbr 7566 Cathy Carrot;

Class Section AGO3

Generate Populate from Student Enroll
................................... Generate Clsas Hig Atendance

Report Manager

Student Attendance Roster Personalize | Find | View All | 2] E First ‘4’ 1-50f8 '*' Last

Contact

Type *Attendance Date *From Time *ToTime L0 % Override
1 Create Print View Class Meating B (06202016 6:00PM | [10:00PM 290 O [H[=
2 Create Print View 9| | Class Meeting B 0612712016 6:00PM | [10:00PM 2400 O [+l [=]
3 Create Print View 10 | Class Mesting B (070412016 6:00PM | [10:00PM 2400 O [+l [=]
4 Create Print View 11| | Class Mesting B 0711172016 6:00PM | [10:00PM 2400 O [+l [=]
5 Create Print View 12| | Class Mesting B 07182016 6:00PM | [10:00PM 240, O [#H[=]
[l save | |[G Retum to Search Previous in List | |4E] Nextin List ||[=] Notify | i Refresh

8. All of the students enrolled in the class will be displayed on the Class Attendance page.
[NOTE: If all students are not displayed, click on the yellow View All link to the right of
the Student Attendance Roster header]. Uncheck the Present checkbox by a student’s
name to indicate that the student was absent.

Favorites ~ ‘ Main Menu + > Curriculum Management ~ > Attendance Roster ~ >  Attendance Roster By Class

New Window | Help | Personalize Page
Class Attendance

Course 1D Term 2018
Course Name Session Summe
Intermediate Algebra Dynamic
Subject / Catalog# Institution Dated
Semester
MATH 95 Benedictine
Class Nbr Instructor University
Cathy Carrot;
Class Section AG03
Template Nbr 8 Attendance Type Meeting Attendance Date 06/20/2016
Student Attendance Roster Personalize | Find I View Al L1 [f8  First (4 15015 (2 Last
*StudentID  Name * Academic Career Present Tardy o Reason From Time *To Time Cpmam
Early Minutes
1 @ Undergraduate Semester . - B (6:00PM | [10:00PM 240] [#] [=]
2 @ Undergraduate Semester 0 O B (6:00PM | [10:00PM 240] [#] =]
3 e Undergraduate Semester - - B (6:00Pm | [10:00PM 2a0] [#] [=]
4 Q Undergraduate Semester v 0 0 B (6:00Pm | [10:00PM 240 [+] [=]
5 Q

Undergraduate Semester " = =
Save and Return Cancel
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9. Select Save and Return button. This will return you to the Attendance Roster by Class
page.

Favorites + ‘ Main Menu > Ci r ¥ Roster » * Roster By Class

New Window | Help | Personalize Page
Class Attendance

Course ID Term 2016
Course Name Session Summe
Intermediate Algebra Dynamic
Subject / Catalog# Institution Dated
Semester
MATH 95 Benedictine
Class Nbr Instructor University
Cathy Carrot;
Class Section AGO03
Template Nbr 8 Attendance Type Meeting Attendance Date 06/20/2016
Student Attendance Roster Personalize | Find | view Alll C1 [ First ‘4 1-50f5 '»' Last
* Student ID Name * Academic Career Present Tardy Ll Reason From Time * To Time Cpnlacl
Early Minutes
1 Q Undergraduate Semester 0 0 6:00PM | [10:00PM 240) [(+] [=]
2 Q Undergraduate Semester 0 0 6:00PM | [10:00PM 240| [(+] [=]
3 e Undergraduate Semester 0 O 6:00PM | [10:00PM 2a0] [#] [=]
4 aQ Undergraduate Semester 0 0 600PM | [10:00PM 240 [#] [=]
5 Q Undergraduate Semester [ [+ =]
Save and Return Cancel

10. In the Type column, use the drop-down arrow to select a type of “Instructor Consultation”
and click on the Save button. This is the indicator that the class attendance has been
recorded for that specific date.

Favorites ~ Main Menu + > C - > Roster » > Roster By Class

New Window | Help | Personalize Page]

Attendance Roster By Class

Course ID Term 2016
Course Name Session Summer
Intermediate Algebra Dynamic
Subject/ Catalog# Institution Dated
Semester
MATH a5 Benedictine
Instructor University
Class Nbr Cathy Carrot;

Class Section AGO3

Generale Populate from Student Enroll

‘Generate Class Mtg Attendance
Report Manager

Student Attendance Roster

nd | View Al B21 [ First ‘4’ 1-50f8 ‘' Last

::r:mlat- Type co Date *From Time *To Time ;?:::: Override
View 8| {instructor Consuitation 6:00PM 10:00PM 240| O [+ [=]
View 9| | Class Meeting 06/27/2016 6:00PM 10:00PM 240, O [H[=
View 10 | Class Meeting 07/04/2016 6:00PM 10:00PM 240 O [ [=]
View 1) | Class Meeting 07/11/2016 6:00PM 10:00PM 240, O [H[=
View 12| | Class Meeting 07/18/2016 6:00PM 10:00PM 240, O [ [=]

lefurn to Search | 45| Previousin List | |45 Nextin List ||[=] Notify || Refresh
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11. You have now entered the class attendance for that class on that date. The next time you
need to enter the class attendance for that class, please repeat all of the steps with the
exception of the “Generate” the Class Attendance Roster [in step 6]. This is only done
once for each class.
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