
SECTIONS IN THIS RECIPEWHAT YOU WILL NEED

USING SESSIONS TO MANAGE YOUR CLASSROOM COURSE 

Serves: K-12 and Higher Ed Instructors

Blended learning combines online tools and components with your classroom course, to help you create the best possible teaching and learning experience.  

There are many ways that you can take advantage of your learning management system to augment and complement your classroom course. Learning Environ-

ment provides integrated and interactive tools to help you organize, administer, and teach better. The Sessions function of the Seating Chart tool enables you to 

mark attendance and participation records in real time, and track student performance as the course progresses. Seating Chart works in conjunction with sched-

uled events in Calendar and Locations.  

��������
����������	
�����������������
�������
����������������������	�������

������������
������	�������
��
���������������������������������

����������
���	�����
���������������������
����������	���������

����������������������������
��
���������	
������
������	
��

����������������
�������������������������	�����������������������	
�������
����������������

Requires your institution to have Learning Environment 10.0 or higher

Access to the Locations tool, Calendar tool, and Seating Chart tool

Your institution must have the Locations tool enabled and locations set up,  or you must have the 
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������role permission and access to the Locations tool at the org-level

Setting up sessions

Conducting sessions

Tracking student progress
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USING SESSIONS TO MANAGE YOUR CLASSROOM COURSE

Serves: K-12 and Higher Ed Instructors

SETTING UP SESSIONS

A session is a scheduled Calendar event with a location and seating chart attached. To 
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���set up your location and classroom 
layout in the Locations tool. 

Note: The Locations tool is an org-level tool. If your organization does not use Locations 
currently, contact your system administrator to enable the tool and add your classroom, 
or request the Manage Locations permission. 

Ensure your Location is set to Active to make it available in the Calendar and Seating 
Chart. 

Next, create a seating chart for your course. You can create one seating chart for the 
entire class, or multiple seating charts for groups or sections within the course to stay 
more organized. 

The Seating Chart tool uses a drag and drop interface to assign course participants to 
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assign seats, you can simply select Assign All to randomly place your students. The 
placement of students on the seating chart has no effect on the attendance and partici-
pation tracking capabilities of the tool.

Tip: Think carefully about your desired seating organization prior to starting a session, 
because the seating assignments lock once live sessions are under way. You can make 
revisions to your seating chart between sessions. 
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default seating chart appears automatically when you associate a Calendar event with 
the location of your course. Every location has a default seating chart. You can manually 
set the default seating chart if you use more than one per course. 

You can organize your course into smaller groups or sections and create seating charts 
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After you have set up your course location and seating chart, you must schedule your 
class meeting times as events in the Calendar tool. Be sure to add the location and  
seating chart to the event. You will now be able to view Sessions in Calendar or Seating 
Chart. 

Tip: Use the Add Recurrence feature to quickly schedule all your course meeting times. 
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SESSION FEATURES AND FILTERS

The student tracking features of Seating Chart provide a color scheme and symbols to 
help you easily view student progress during sessions. You can customize the settings 
that measure student activity during live sessions and over the duration of the course.

Three colors indicate the achievement level of students in your course:

"���Green shows you the students who are participating to the level you set as the target 
level, the Postive Threshold value.

"���Red displays the students who are not achieving the required participation targets of 
your course, the Negative Threshold value

"���Yellow highlights the students falling between the negative and positive thresholds 
of the course.

Seating Chart sessions let you track the Attendance, Participation, and Cold Calls per 
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scores per session and overall, in accordance with your grading scheme and expectations 
of students. 

Participation marks can be positive or negative numbers. You can assign marks for each 
valuable contribution to the class, and take away marks for unsolicited or disruptive 
comments. 

For example, for a class with a lot of students, such as a lecture, you may not have time 
for lots of student discussion. In this case, it might be ideal for students to participate 
once or perhaps not at all, and the focus could be on deducting marks from those 
students who speak out of turn frequently or are otherwise disruptive. 

In smaller classes such as seminars or tutorials, where student discussion of ideas is the 
focus, set the threshold for participation marks higher. 
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CONDUCTING SESSIONS

Sessions enable you to track student attendance, participation, and your own notes about 
student performance while you teach your course. You can launch sessions from the 
Seating Chart or the Calendar tool.

Track student attendance easily during a session of your course. You can mark a student 
as: 
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You will see an icon for unexcused absences next to students you mark absent.

Participation marks appear as numbers that indicate the actual number of comments per 
student. As the session progresses, the color coding provides at-a-glance tracking to help 
you identify students who are falling behind, or may need to be called upon if you want 
to hear from all students during class. 

Track cold-called students easily - an icon appears next to the student name once you 
mark them cold-called. 

If you have a small course with a strong discussion component, you can track your 
students personally as you teach with your tablet or laptop.

For larger courses, based around lectures, you may need additional help tracking partici-
pation. If you have teaching assistants with permission to access Seating Chart, they can 
mark participation and attendance as you teach. 

In addition to the automated tracking, you can add your own personal notes about each 
student during a session. Use this feature to:
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TRACKING STUDENT PROGRESS

As your class progresses, Seating Chart compiles and saves statistics for every session, including 
individual participation and attendance statistics. You can easily view the statistics for the course on 
the main page of the Seating Chart tool.

On the individual Seating Chart pages, you can view the list of all the students, and sort by statistics 
such as overall participation, attendance records, and cold calls.

To view individual statistics for a student, simply click their name from the list. 

Statistics make it simple to track the progress of your course over time. Tracking student participation 
and attendance can help you pinpoint the strong and weak areas of your course, such as which topics 
elicited the greatest student discussions, which teaching strategies received the most student engage-
ment, and which course events had the lowest and highest student attendance rates. 


