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Creating a Seating Chart Layout Template 
You can access the seating chart from the PowerTeacher Start Page 
or from within your Gradebook. There are several design options, 
including automatic prepopulating, arranging students alphabetically, 
by gender, randomly, or creating a custom drag-and-drop layout.  

Note:  See page 4 of this QRD for details about browser 
compatibility settings. 

Creating a Seating Chart Layout Template 
The following information helps you create a seating chart template 
that can be used with other class seating charts. 
	  

1. On the Start Page, click the grid and chair icon. 
 

 
2. The first time you access your seating chart, a prompt to 

prepopulate the layout appears. Click Cancel to begin with a 
blank layout.  

  

  

 

 

3. Click the Seating Chart Design tab (far right) and then click 
on the New Layout drop-down menu and select [New 
Layout]. 

 

  

 

 

4. In the New Layout window, type “Groups” for the name of the 
layout template, click the Create a new layout from scratch 
button, and then click Finish. 
 

 
 

5. In the Seating Chart Design window, click the Rows button, 
create 6 Rows with 6 Chairs per row layout, and click Add. 
Make sure you create a layout that has enough seats for all 
students. 

 

 
 

6. Click the “-“zoom tool button 3 times to make the 
entire seating chart fit on the screen.  
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7. You can select groups of seats (seats, 
rows, columns or tables) to rearrange 
your layout by dragging across a 
selection and moving it with your 
mouse. When selected, the squares turn 
orange. Use the controls as necessary.  

Note:  Remember to save your work on 
a regular basis. 
 

 
 

8. To add classroom furniture, you need 
to make room for them to fit at the top 
and or left side of the screen. Click and 
highlight the entire group of squares. 
Drag the group down and to the right 
about ½ of an inch and click outside 
the highlighted area to deselect the 
group.  Click an Object button to insert 
that image. Repeat as needed. 
  

9. Click the Save button. 
 

10. Click the Edit menu next to 
the layout drop-down menu 
(make sure your layout is 
selected). Check the 
Default Layout box, and 
click OK. If you don’t make 
your new layout the default, 
the generic New Layout 
seating chart will appear. 

 

 
11. To add students to the seating chart, click 

the Populate button on the left side of the 
Seating Chart Design tab. Select 
Alphabetically, Alternate M/F or Random 
distribution and then click Add. Individual students can be 
moved by clicking and dragging them to a new seat.  

Note:  If you do not see Populate, you are likely on the 
Seating Chart tab, not the Seating Chart Design tab. 

 

12. Click the Save button. 
 

Using Layout Templates with other classes 
Use the following instructions to apply your newly created layout 
templates to your other classes. 

 

1. At the Start page, click on the seating chart chair and grid for 
a different class. 
 

2. Click on the Seating Chart Design tab, click on the New 
Layout drop-down menu and select [New Layout]. Do not 
rename this window, click on the Start from a pre-existing 
layout button and click Next. 

 
 
 
 

3. To find the layout template, use the drop-down menu and 
select the current semester. The layout templates will be listed 
by class. Select the name of the desired layout template and 
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then click Finish. The new layout will be displayed in the 
seating chart window, now use the Populate button in the 
Seating Chart Design tab to place the students. 

 

 
 

4.  Click Save and repeat as needed for other classes. 
 

 

Editing and Printing Individual Class Seating Charts 
 

1. Use the design buttons to arrange a seating chart that 
matches your classroom layout: 

 

a. Drag and drop student “seats” to different locations. 
 

b. Add rows of chairs. 
 

c. Add individual chairs. 
 

d. Add other objects (e.g., desk, door). 
 

e. To remove an item, click to select (icon will have an 
orange border when selected) and tap the Delete key on 

your keyboard, or use the blue Remove button. 
 

2. Use the zoom tool, on the far right of your  
window to change the size of the seating chart. 

  

 

 
 

3. You can use the printer icon to print a hard copy of your 
seating chart. If you want to keep an electronic copy, choose 
the Cute PDF Writer or similar option in the printer dialog 
box.                  

                                 

 

 

 

 
 

 

Note:  You can control the overall size of your printed chart by 
using the zoom function. You’ll need to figure out which 
level of zoom will still fit on a single page if that’s your 
preference. 
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To Setup Internet Explorer 8 (IE8) to Launch your 
Seating Chart:   
 

1. Open Internet Explorer 8  
 

2. Select Tools from the upper right menu 
 

3. Select Compatibility View Settings 

 

 
 

4. Uncheck the bottom 2 boxes found on the bottom of the pop-
up window.  

 
 

Note:  If there is any text in the Websites you’ve added to 
Compatibility View box, click the text that appears, 
and then click the Remove button.   
 

5. Click the Close button. 
 

 


