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Seating Chart Overview

The ClassMate Seating chart
functionality allows teachers to quickly
and easily create class seating charts
that include the student name and
photo in a customized chart format.
Prior to teachers using the seating
chart functionality, system
administrators must have students
photos uploaded and stored in a
specific file. Please reference the
Photo Management Documentation
for additional information on the photo
upload process.
https://www.classmate.net/
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My Folders I
B System Administrator =
...... =q] ate

------ @ Attendance Condition Inforrmati
------ & ClassMate Custom Control

------ @ ClassMate 1D Control

------ @ ClassMate Master Control

------ # Classmate Report Retrieval

------ & Classmate User Management
------ & Data Audit View

------ # Data Export Wizard

------ & DataBase Activity Manager

------ @ District Email Administration

------ @ District Email Base Data

------ & Document Merge

------ # Dynamic report Menu

------ # File Bound Management

------ @ D Card Collection

------ # Log In Message Management —
------ & Master Codes Maintenance

------ & Online Help

------ # Password Management

...... 64 Photo Management
------ & Portal Processing

------ @ Program Beview Report Card =

Photo Pre-Requesites

Getting Started

Double Click on My Modules >
Double Click Teacher Options
> Click Class Seating Charts
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_ Initial Set Up
Getting Started

Double Click on My Modules > : »
Double Click Teacher Options > - !
Click Class Seating Charts

g Cert Hours Daily by Class
------ @ Cert Hours Monthly by Student
----- @ Cert Summer Sessnon

The Class seating charts can be
customized to reflect the classroom
the class is being held.
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iti Initial Set U
Initial Set Up nitial Set Up

Establish a basic chart by defining the number of rows and seats in the classroom.
Create a seating chart for each class.

e | eyt -] T
— Classes —
Blue Font = No Existing Chart Description )
Q} Good Aftemoon Ms. Heard - Cha Nome = e O
< PM1  Cosmetology Rows --> Total Room Seats: 60
Q etology Seats/Row -->
{91 .E.II?M Cgsmetct;lc;gy _'_l Total Available Seats -->
.............. Osme 0 qu

@ Select a specific class @ Enter Number of Seats in each Row

@ Enter Number of Rows @ Click Save

Note: Total Seats Available will
automatically calculate
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Initial Set Up

If the seating chart you created has the exact number of “Total Available Seats” as
the “Total Room Seats,” a message will display indicating the “Chart has been

Saved.”

Chart Name --> I;;-..r.,.1 Room: 000115
Rows > |4 Total Room $eal
Seats/Row -->

Total Available Seats - @-

A message will display indicating the “Chart ‘has been Saved”.
Click “OK”

ClassMate |

Seating Chart Saved
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If the seating chart you created DOES NOT have the exact number of “Total Available
Seats” as the “Total Room Seats,”

Chart Name --> ||:-r.,.1 Room: 000115
Rowss2 |5 Total Room Seat@,

Seats/Row --> |5 Totals Do
Total Available Seats --> ' Not Match !

You will receive a message stating “Total Seats does not match Room Total Seats”

ClassMate x|

L
1 ) Total Seats does not match Room Total Seats

Click “OK?”
Click “OK” when the “Seating Chart Saved” message appears.
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Assigning Seats

After you have saved a seating chart, click on the class you want to assign seats to.
An empty chart will appear.

Green Font = Student Already Seated

4 EBurson, Daniel E / 000000988 =

s Burson, DevondJ / 000000034

Burson, James F / 000000983

¥ Burson, Thomas E / 000000996

, M Cooper, Dylan /000001596

: Danke, Jacqueline M / 000000330

& Garfield, Ryan C / 000000931

¥ Heard, ToddJ / 000000392

@8 Joris, Josh £ 000000375

Kish, Lydia /000001564 r

! ® Lazzaro, Nicholas /000001000

Mottau, Lee H / 000000451 r
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Front of Classroom
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Assigning Seats

» Left click & drag the first student’s photo to the desired box.
* Release the left click to drop the photo.
* Once you have placed a student in a box the student name will turn green on the left hand

side.

Green Font = Student Already Seated

S‘;

8 Heard, ToddJ / 000000992 _:’i ™" Heard L r

B Jarvis, JoshJ / 000000375 h g

B i Lydia /000001564 T Kish = e Jit

[ W Lazzaro, Nicholas /000001000 ’-E r£ ri E
"’ | Mattau, Lee H / 000000451 ™ Hotau Packers Burson Thomas Cooper

A
~| [ ] e
MAleiee Ol © 2 OOOOONEY T i ®

Garfield, Ryan C / 000000331

Note: Green font in
this screen means
the student is already

seated.

Front
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Assigning Seats
Assigning Seats

« After placing all students in the class into boxes

* Click the “Save Seating button”(located in the lower right hand corner of the
screen).

A message will display “Seat Assignment Saved”

* Click the “OK” button.

| |
clossate NP
i | u Seat Assignments Saved
B B T T
B B I I
r r r F Click to Save
B e & &

™ olivsira ™ Oliveira Stem [ Garfield

Front of Classroom
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Editing the Seating Chart
Editing the Seating Chart

After you have created a seating chart, you have the
ability to edit the chart at any time

* Click the white box next to the student’s photo

* Click the “Blue “ClIr” button to delete the student
photo from the seating chart

« Simply “Drag & Drop” the new photo into the box

* Click “Save”

To completely Delete a seating chart & remove all
student photos

* Click on the Green Check mark button
 Click the “Blue CLR”
» All student photos will be removed from the Chart
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Seating Chart Helpful Hints

* You notice that on some seating charts a
RED box will border a student photo. This
RED Dborder indicates the students
enrollment in the class has changed and
IS now withdrawn. Students that are no
longer actively enrolled in the class
should be removed from the seating
charts.

* Place a copy of the seating chart in the
substitute teacher folder.

i
"~ Burson I~ viera I™ Oliveira

Ero
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Reports and Printing Seating Charts

Double Click on Reports > Double Click Teacher Options > Click Class Seating Charts

E] uﬁ Teacher Options
"] Career Pathways Student Matrix
------ "] Class Project Listing
...... m Class Seating Chart
----- m Learning Guide Edit List
----- "] Learning Guides

2 "] Project Profile

« Select the class to print the seating chart

(i Select A Class (SELC_MTB) I

Class Seating Chart

=l0lx

Select the Appropriate Class for Reporting

;L.]

Course Title | Class ID | Course ID | Program ID ] Clas
A 101761 470604 D
Auto Services Tech PM 101761 470604
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Reports and Printing Seating Charts

« Seating Chart will display on the screen
* Click ‘Print’ icon to print a copy of the seating chart

@ File
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Class Seating Chart
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1660 Valley Central Pa
Suite 500
Bethlehem, PA 18017
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Questions? Contact us!
ClassMate HelpDesk
855-984-1228
support.classmate.net
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