
Creating Seating Charts 
 

1. Login to Teacher Entry 
2. Click the Grey Bell (the 2nd icon from the left.) 
3. Choose the GradeBook  
4. Choose the tab “Attendance Seating Chart 
5. Enter the number of rows and Seats 

6. Click the lower Blue Floppy Disk to save     (Floppy icon 
is on the right side of the words, “Seating Chart Definition”) 

7. You can Choose to Select . . .  
a. Alpha by Row 
b. Alpha by Seat 
c. Random     

8. Or you can manually add students to seats. 
a. Click on a student name 
b. Click on “Add” on the seat where you want them placed. 

 
 

9. Save again, by clicking the lower Blue Floppy Disk   
10. To Exit the Seating Chart Screen Click on the Green Arrow 

SAVE BEFORE EXITING 
 
 


