
 
 

 

Skyward - How to Create a Seating Chart: Creating a 

Room Layout 

1. Click on the 

green main 

menu. 

 

2. Click 

“Attendance.” 

 



 
 

3. Click 

“Seating Chart.” 

 

4. Click “Add 

Room Layout.” 

 



 
 

5. Create a 

description of 

the room. Then 

click “Save & 

Add Seats.” 

 

6. Drag the 

teacher desk and 

student desks to 

their correct 

location. You 

can only assign 

one student per 

student desk, so 

if you have 

tables for 

groups you’ll 

have to cluster 

multiple student 

desks together. 
 



 
 

7. Click “Save.” 

 

 
 

Assigning Seats in a Seating Chart  

  

1. Make 

sure the 

room layout 

you want is 

highlighted.

  

  

2. Click 

“Add 

Seating 

Chart.”  

  



 
 

3. Create a 

description 

of the 

seating 

chart.  

Choose By 

Class or By 

Period in 

Seating 

Chart 

Grouping 

section. 

 

 

4. Choose 

the correct 

period/class 

from the 

dropdown 

menu. Click 

Save & 

Assign 

Seats at the 

top to move 

to next step. 

 

 



 
 

5. Drag the 

student tiles 

to their 

assigned 

seats or 

click “Auto 

Assign 

Seats” to 

assign 

students to 

random 

seats. The 

layout will 

be saved 

automaticall

y.  

  

  
 


