
 
 

Mid Term Grade Input Via MyBenU 
 
 

GRADE INPUT NAVIGATION 
 

1. Log into the MyBenU system. You will be on the Homepage. Click on the Classic Home 
tile to get to the Classic view. 

 

 
2. Click on Main Menu in the top bar and navigate through Self Service > Curriculum 

Management > Grading > Grade Roster. The Grade Roster search page will open. 
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3. Once on the Grade Roster search page, make sure that the Academic Institution code is 
“BENUV”. In addition, enter the code of the appropriate term for your class. 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 correct term link and click on it. This will 
return you to the Grade Roster search page with the term populated. 

 

 
 
 
 

4. Click on the Search button. All of the classes for which you are listed as the instructor on 
in that term will appear. NOTE: If you are teaching only one class in that term, the 
Grade Roster Type page for that class will open [skip step 5]. 
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5. Click on the link for the class which grades are to be submitted from those listed. The 
Grade Roster Type page for that class will open. 

 
 

6. On the Grade Roster Type page, under the Grade Roster Type drop-down, select the 
“Mid-Term Grade” option. This will refresh the Grade Roster Type page with 
additional information. On this refreshed page, click on the Create button. The Grade 
Roster page will open and a grade roster based on all students currently registered in the 
class will be generated. Students who have withdrawn from the class after the add/drop 
date will appear on the roster with a grade of “W” (do not replace this “W” grade). 
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7. Enter the grade for each student in the Grade Input column. Click the Save button when 
all grades have been entered. Once all grades have been entered and you are ready to 
submit your grades, return to the Grade Roster Type page by clicking on the Grade 
Roster Type link in the lower left corner of the page or on the Grade Roster Type tab 
on the top of the page. 
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8. On the Grade Roster Type page, in the Approval Status drop-down, select the “Ready
for Review” option. Next, click on the Save button. The mid-term grades are now
submitted and can be viewed by the student.
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