Seating Chart
Documentation

July 2004.

The first thing that should be explained is the list of icons at the top right-hand corner of the page.  

Starting from left to right the icons are:  Create a New Seating Chart, Edit the Seating Chart Setup, Display the Seating Chart, Auto Arrange the Desks, Manually Arrange desks, Edit Items on the Seating Chart, Add a Student to the Chart, Add an empty desk to the Chart, Add a Label to the Chart, Take Homeroom Attendance, Take Period Attendance, and Print the Seating Chart.
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When a user clicks on the first icon, Create New Seating Chart, the Main Settings page displays.  
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This will guide the user through setting up the Seating Chart.  

1. Enter a name for the new Chart.

2. Enter comments that are to be displayed when the chart is printed (optional).

3. Select the Class, Class Group or Homeroom to attach the chart to.

4. Choose information to display about students (optional)

5. Change the size and color of the desks (optional).

6. Choose text color.

7. Choose if Homeroom or Period Attendance is to be taken with this chart (optional).

Click Save Next.
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To change the color of the desk, click on the Red, Green or Blue buttons, and ‘drag’ left or right.  The color in the box will change accordingly.   

The next screen is the Desk Arrangement screen.    From here the user will tell ProgressBook how many desks are to be in a row, and how they are to be ordered.
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After the choices have been made, click Arrange Desks.
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This is a standard seating chart.  

Note:  Students that are hidden in the Class Roster will not have a desk in the Seating  Chart.

The Seating Chart can be customized and the user can decide where the desks are positioned.  This can be done by clicking on the Manually Arrange icon (5th from the left).   When the program is in manual mode, the desks have a red border and can be moved by  ‘dragging and dropping’ them to any position on the screen.    Here we can see Natalie Wrabel is at the top of the page….
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…And here she is at the bottom.
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Click Save.
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The desks can also be customized to show a comment, be a different color and size.

Click on the Edit Items icon (6th from the left).
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The Edit or Add a Student window displays.
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If you wish to delete a student from the Chart, click Remove Student From Chart in the Edit or Add a Student window.   
Note:  Removing a student from the Seating Chart will not remove or hide them from the Class Roster.
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Clicking on the Show Seating Chart will stop the Edit button from displaying on the desks.

To add a student to the Chart click on the Add a Student to the Chart icon (6th from right).   The Add or Edit a Student window will open.  There will be a drop down list next to Select a Student.  Choose the Student from the list and click Save.
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The new student desk will appear at the top of the screen.   The program will now be in ‘drag and drop’ mode.  Move the student desk to the desired position and click Save.
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To add a teacher desk or another blank desk, click on the Add New Desk icon (3rd from right).
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As before,  complete the options and click Save.
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When a new desk is added it displays at the top of the page.

The program will now be in ‘drag and drop’ mode.  Drag and drop the teacher’s desk to the desired position and click Save.
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To change the size of the desks, click on the Edit Items icon and the Edit button on the particular desk to be resized.  The Edit or Add a Desk window opens.   To resize the desk, hold down the Shift or Ctrl key and then drag the mouse over the desk.    
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A label can be added to the Seating Chart.    

To create a new label, click the Add a Label icon (4th from right).
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Enter the label text, choose font size and check Bold if desired.   Click Save.

The label will display at the top of the page.   
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The program will now be in ‘drag and drop’ mode.   Drag and drop the label top the desired position on the screen.
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Click Save.

Below is a customized Seating Chart.
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By clicking on the Auto Arrange icon (4th from the left),ProgressBook can revert a customized Seating Chart to displaying in rows.  
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When the Auto Arrange icon is clicked, the Desk Arrangement window will open. 
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Enter how the seating is to be displayed, and click Arrange Desks.

[image: image29.jpg]Seating Chart

Desk Arrangement
“This iy il rsanngethe sk based on he ptans tat you chacse

Eterthe umber of deske scross:

1 o
Enter the rumber of dsks doum |

- | Chosss he a1 ssiging set: [AZ FzonaiFi ]




The desks that are part of the Class Roster will move into rows on the page.   The added teacher desk will remain in the same position.    To move the teacher desk, click on the Manually Arrange icon and drag and drop the teacher desk to a new position.
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Don’t forget to click Save.
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To print the Seating Chart, click on the Print icon (lst from right).
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A message box will display telling the user how to return to the regular Seating Chart.
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The Seating Chart Label is located at the top left-hand side of the next window that opens.  

The comments that were entered during the initial setup of the Seating Chart, also display in the label.

The Chart is now ready to be printed from the user’s pc.
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Home Room and Period Attendance can be taken from the Seating Chart.   To take Homeroom Attendance click on the ‘Take Homeroom Attendance’ icon, which is the 3rd icon from the right.   Click on the dropdown box for the student in question and choose the relevant attendance code.  If homeroom attendance has already been taken for a student, the teacher will be unable to take attendance again for that student.
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When homeroom attendance has been taken, for those students that have attendance codes marked against them, the Seating Chart will display the codes on the desks, and the desks will be bordered in red.

[image: image38.jpg]Seating Ch:

fesare o e
= ey
Entor Now Label
Fréen e & swerson i =





Homeroom attendance taken from the Seating Chart will also display on the Homeroom Attendance page.[image: image39.jpg]Homeroom Attendance
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Period Attendance can be taken from the Seating Chart by clicking on the ‘Take Period Attendance’ icon, which is the 2nd icon from the right.  Click on the dropdown box for the student in question and choose the relevant attendance code.
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Period attendance taken from the Seating Chart will also display on the Period Attendance page.
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