Teacher Assignment Web Site - Week 2
There are seven major pages linked to the first page.  Each page is used to help the VE teacher organize the assignments for each department.  The categories are: Our Company which links the user to the Administration Department, the Accounting Department, The Human Resources Department, The Information Technology Department, The Marketing Department, The Sales Department and the Fundraising Department.

Other links from the first page are: Grading Policy, Business Partners, and Apply for a Job, Special Events, Quarter Tasks and a Photo Gallery. 

Day 1: Viewing template web page/saving first page.

Click here to see Benicia High School's web page template Index page.
  You will use it as a template for your site.

· Go Through each page site    

· The first page is composed of the following elements:

1. The header

2. The school's Logo

3. School's contact information

4. Name of the School and Virtual Enterprise

5. All the Links down the side to other pages

6. What is Virtual Enterprise?

7. A picture of the Virtual Business Team

8. The Logo for the VE company

9. A link to your Virtual Business Web site

10. The logo for California Virtual Enterprise

11. A link to the California VE website.

· Some of these items you will change.  Others you will leave alone.

· Saving the first page.

1. Display on your screen the beginning page, indexlp.html

2. Right-Click on the page.

3. Select "View Source" from drop-down menu

4. You will see the source code displayed in Notepad

5. Click File on the menu bar, then click "Save" - Save As Box appears.

6. Use Look-In Box to decide where to store your web page files. 

7. I suggest making a new folder on your hard drive in My Documents section to keep all related documents in one place.

8. Use "indexlp.html" as your file name for this first page. Keep this name to save yourself a lot of work changing links from other pages.

9. Make sure that the file extension is ".html"

· By saving indexlp.html to as separate folder, we have the main body of the document.

· We did not however, transfer the following:

1. Getting started assignment

2. The style.css file

3. The Company Page 

4. The job Application Page

5. The grading Policy

6. Business Partner Page

7. Special Events

8. Photos

9. Quarter Tasks

Day 2: Transferring the missing links to your student folder 

· All of the files that need to be transferred are Microsoft Word documents.

· Look at the table below to see the files we will be downloading to your site

· There is one exception, that is the style.css file

· It is listed below

· Select all the lines below in the style file

· Open Notepad or Notepad++

· Click CTRL-C to put it on the clipboard

· Click CTRL-V to past the text into Notepad

· Save AS

· Select student folder

· Key in file name to save "style.css" - Watch the file name. It is case sensitive.  Do not type the quotation marks.

· Click the Save button.

· Close Notepad application

Style File

body {background: faebd7;

border-size:14px;

border-style:solid;

border-color:8a2be2;

font-family: 'Lucida Grande', Verdana,Arial,Sans-Serif;

font-size:12px;

color:chocolate;

}

P{font-family: Garamond; color:a52a2a;font-size: 18px; font-style:italic; font-weight:normal;  Align:left;}

P.Margin{

Margin-Top:100px;

Margin-Bottom:100px;

Margin-Right:50px;

Margin-Left:50px;

}

A{color:blueviolet;}

H1 {font-family:'Comic Sans'; font-size: 24px; color: f592a0; font-style:italic; font-weight: bold;}

H2{font-family:Times New Roman; color:f592a0; font-size:20px; font-style:normal; font-weight: normal;}

H3{font-family: Book Antiqua, Times New Roman, Times, serif; font-size: 20px; color: chocolate; font-style:underline; font-weight:bold;}

OL LI {font-family:Antigoni; color:000000;  font-size:12px; font-style:normal; font-weight:normal;}

UL LI {font-family: Verdana;font-size:15; color:191970;font-style: normal; font-weight:normal;} 

UL.A{List-Style:Circle;}

UL.B{List-Style:Square;}

UL.C{List-Style:Disc;}

#header {

background-color:fff0f5;

margin:0 auto;

background-position:left-center;

background:url(cropped-office.jpg);

background-Repeat:No-repeat;

width: 960px;

height:150px;

padding:0 20px;

border-style:solid;

border-width:3px;

border-color:chocolate;

}

#footer {

margin:0 auto;

width:960px;

height:50px;

background:url(cougar2.jpg);

background-position:Left-center;

background-repeat: repeat-x;

padding:0 20px;

border-style:solid;

border-width:3px;

border-color:chocolate;

}
Microsoft Word Files that need to be downloaded
	Grading Policy
	Getting Started
	Business Partners
	Special Events

	Quarter Tasks
	Photo Gallery
	Company Page
	

	
	
	
	

	
	
	
	


· For the  files in the table,  CTRL-Click on each .
· File will load into Microsoft Word

· Then click on File

· Click on Save As  Word 97-2003 file.
· Or open the file and then save it

· Select student folder

· Leave the file name the same.

· Click on Save

· Continue these steps to transfer all files in the table above into your student folder.

· The .doc extension is for Word Files from older Microsoft Word versions.  

· The newer version of Microsoft Word will still be able to read this file.

· The newer version uses a .docx extension and cannot read a file with the newer extension.

· Now it is time to check our work

· Go into your student folder and double click on "indexlp.html" to see the page.

· What is missing?

· Header, Footer, Logo, Company Picture, VE logo for California, Company Logo and link to your company web site.

· Getting the missing parts

1. We need to look at the code in the both the style.css file and the indexlp.html file.

2. Make sure that you are still in your student folder

3. Double-Click on the "style.css" file.  It will open in Notepad.

4. The file appears above the table of Word documents.
5. Find  the #header section

6. <font family =Verdana size=4 color=magenta style=bold>background&nbsp;&#58;url(cropped-office.jpg)&#59;</font> is where the picture for the header is named.

7. The picture is simply a .jpg picture called "cropped-office.jpg"

8. You may choose to keep this one and then no changes need to be made for the header picture.

9. If you want to use this header, go back to the step by Step tutorial 

10. click here: <A href="cropped-office.jpg">header picture.</A> Then right-click the picture, click on Save As and save it in your student folder under the file name of "cropped-offfice.jpg"

11. No changes need to be made to the style file since you are using that file name as the picture header.

· If you choose to use a different picture
1. Find a suitable picture and copy it into your student folder

2. If it is a small image, you can repeat the image multiple times.  See the lines for the footer under background-repeat: repeat-x;

3. It takes some experimenting to find the right header that works with your class assignment web page.

4. There are numerous clip-art packages available: The Big Box of Art and Art Explosion, for example.

5. Make certain that when you save the name of the picture file that the name of the file is the same as the one specified in the style.css file.
6. Remember to save the style file after adjusting images for the header.  Keep the same name for the file.
· Now scroll down to see the #footer section of the style file.

· I used a miniature picture of the school's mascot.

· Microsoft Paint has a great feature that allows you to adjust the size of an image.

· You will notice that the image is repeated horizontally.  repeat-y would repeat the image vertically.

· After finding your image and reducing it, copy it into your folder and make the name of the file match the one indicated in the style file.

· Now let's look at the indexlp.html  file

· Double Click on "indexlp.html" located at the beginning of the tutorial
· Right click the Form

· Select "View Source"

· Your screen should look like the listing below.

<html>

<head>

 <title>Virtual Business Home Web Page</title>

 <LINK REL = STYLESHEET  TYPE ="text/css"  HREF="style.css">

 </head>

<body>

<Table border=3 cellpadding=3 cellspacing=3 width=980px>

<TR>

<TD>

<div id="header">

</div>

</TD>

</TR>

</Table>

<Table border=3 width = 980px bgcolor="antiquewhite">

<TR>

<TD>

<img src="cougar.jpg"   height=200 width=250 border=3 vspace=10 hspace=10  align=center >Benicia High Cougars</TD>

<TD>

<FONT face="Helvetica" FONT color=black size=1 >

<Center>Benicia High School

<br>

Phone (707) 747-8325

<br>

1101 Military West

<br>

Benicia, CA 94510

<br>

<A href="mailto:veteacher@gmail.com">mailto: VE Teacher</A>

</Center>

</TD>

<TR>

<TD colspan=4>

<FONT face="Helvetica" color=chocolate size=6> <Center>Virtual Business Benicia High School

</Center> 

</TD>

</TR>

</Table>

<Table border= 3 bgcolor="blanchedalmond" cellpadding=5 width=980px>

<TR>

<TD Valign=center bgcolor="oldlace" align=left >

<A href="gs.doc"</A>Getting Started</P>

<A href="company.html"</A>Our Company</P>

<A href="application.html"</A>Apply on-line for VE Jobs</P>

<A href="Grading Policy.doc"</A>Grading Policy</P>

<A href="Business Partners.doc"</A>Business Partners</P>

<A href="Events.doc"</A>Special Events</P>

<A href="Photos.html"</A>Photos</P>

<A href="Quarter Tasks.doc"</A>Quarter Tasks</P>

</font>

</TD>

<TD align=justify valign=middle>

<FONT face=Helvetica><FONT color=brown size=2 >

<Center><H3>What is Virtual Enterprise?</H3></Center>

<P class="Margin"</P>

A Virtual Enterprise is a simulated business that is set up and run by students to prepare them for working in a real business environment.  With the guidance of a teacher ("coordinator") and real-world business partners, the Virtual Enterprise students determine the nature of their business, its products and services, its management and structure, and then engage in the daily operations of running the business.  Emphasis is placed on using current business software, electronic communications, and the Internet for business transactions.  The Virtual Enterprise simulation takes the teacher outside of the traditional instructional paradigm and remarkably places the students in the fast-paced environment of the modern business.   

</P>

(The CA Network of Virtual Enterprises,  International&#8482)

</TD>

<TD>

<Img  height=200 width=200 src="5.jpg" border=3><BR><Center>Our company picture</Center>

<P>

&nbsp;&nbsp;&nbsp;<img height = 200  width=200 src="Company Logo.jpg "  border= 3 ><BR><Center><A href="http://bhsve.com/the_cakery"</A>The Cakery Web Site<BR></Center></TD>

<TD><img height=200 src="VE Logo.gif" width = 220  border= 3 ><BR>

<Center>

<BR>

</TD>

</TR>

</Table>

<Table border=3 cellpadding=3 cellspacing=3 width=980px>

<TR>

<TD>

<div id="footer">

</div>

</TD>

</TR>

</Table>

</Body>

</html>

<LI>Scroll down about 20 lines until you find the line that says <img src=”cougar.jpg”   height=200 width=250 border=3  vspace=10  hspace=10  align=center>Benicia High Cougars</TD>
· You want to insert the picture of your school's mascot and change the name of the school.  Just Replace"cougar.jpg" with a picture of your school's mascot.  

· Replace your school's name and  team name with where it says "Benicia High Cougars"

· Remember the name in the indexlp.html file must match the name of your school mascot file name.

· Now we need to change the contact information

· Scroll down until you see the line <Center>Benicia High School 
· Key in your high school name

· Look at the lines that directly follow.  Change phone, address, city, state and zip code.

· Substitute either your teacher's email address or the email address of your VE company

· Find the line <FONT face="Helvetica" color=chocolate size=6> <Center>Virtual Business Benicia High School>
· Put in your school's name here.

· Scroll down to the line

· <Img  height=200 width=200 src="5.jpg"  border=3><BR><Center>Our company picture</Center>

· Copy a picture of you company to your work folder.

· Use the file name of that picture in the indexlp.html page where is says  src="5.jpg"

· Find the line  <img height = 200  width=200 src="Company Logo.jpg"  border= 3><Center><A href=http://bhsve.com/the_cakery</A>The Cakery Web Site><BR><;Center></TD>
· This line contains a picture of the company logo and a link to the company web site.

· Save a picture of your company's logo in your folder.  Call it "Company Logo.jpg".  It is case sensitive, so be careful.  Make it match.

· The next part of that line contains the address of the Cakery's web site.  <A href=http://bhsve.com/the_cakery</A>The Cakery Web Site<BR></Center></TD>
· Substitute your company's URL here after the//  A folder called called the cakery was created in the domain name - bhsve.com 

· When a user clicks on it, they will be directed to your company's web site.

· The Cakery web site is no longer available

· Substitute the Cakery Web Site text with the name of your company.

· Find the line <TD><img height=200 src="VE Logo.gif" width = 220  border= 3><BR>
· Here is where the California VE logo goes on the page.  Notice that it is a "gif" picture format.

· There is a newer version of this Logo.  I believe that you can capture a copy of it on The VE Web site.  Just right-click it and use "Save Picture As" method.

· The line that says<Ahref=http://www.virtualenterprise.org/index.aspx</A>Virtual Enterprise WebSite<BR> is a link to the VE web site

· If you want to keep this link on your classroom page, leave the line unchanged.

The Style File - Changing the Footer

#footer {

margin:0 auto;

width:960px;

height:50px;

background:url(cougar2.jpg);

background-position:Left-center;

background-repeat: repeat-x;

padding:0 20px;

border-style:solid;

border-width:3px;

border-color:chocolate;

}

· In the style file, find the line that states background:url(cougar2.jpg)
Substitute your graphic here instead of cougar2.jpg

· This graphic can be almost anything,  but keep it small and repeat it horizontally

· Remember to save the style.css file after making changes to it.

Day 3: Modifying the Company Page

Listing of our company page

<html>

<head>

 <title>Virtual Business Company Page</title>

<LINK REL = STYLESHEET  TYPE ="text/css"  HREF="style.css">  

</head>

<body  bgcolor = "antiquewhite">

<Table border=3 cellpadding=3 cellspacing=3 width=980px>

<TR>

<TD>

<div id="header">

</div>

</TD>

</TR>

</Table>

<Table border=3  width= 980px  bgcolor="oldlace">

<TR>

<TD bgcolor="antiquewhite">

<Center>

<FONT face=Helvetica><FONT color=chocolate size=6> Virtual Business Benicia High School </Center>

</TD>

</TR>

</Table>

<Table border= 3 width=980px Align=justify bgcolor="antiquewhite" >

<TR>

<TD Valign=top bgcolor="oldlace" align=justify >

<h3>Departments</h3>

</P>

<A href="adm.html"</A>Administration </P></P></P></P></P>

<A href="accounting.html"</A>Accounting</P></P></P></P>

<A href="sales.html"</A>Sales </P></P></P></P></P></P>

<A href="marketing.html"</A>Marketing</P></P></P></P></P></P>

<A href="hr.html"</A>Human Resources</P></P></P></P></P></P></P></P>

<A href="it.html"</A>Information Technology</P></P></P></P></P>

</P>

</P>

</P>

</P>

</P>

</P>

</P>

</P>

</P></P></P></P></P></P></P>

<A href="fundlp.html"</A>Fundraising

</P>

</P>

</P>

<A href="indexlp.html"<A/>HomePage

</TD>

<TD>

<img src="Organization Chart.jpg" height=720 width=720 hspace=5>

</TD>

<TD>

</TR>

</TABLE>

<Table border =3 width=980px>

<TR>

<TD>

<FONT face=Helvetica><FONT color=brown size=2 >

The Cakery is a bakery service that designs specialty cakes for companies and individuals for special events.  We can create cakes for birthdays, anniversaries, office parties.

</TD> 

</TR>

<TD align=center><ADDRESS><FONT face="Helvetica" ><FONT color=black size=2 >Benicia High School&nbsp;&nbsp;Phone (707) 747-8325&nbsp;&nbsp;1101 Military West&nbsp;Benicia, CA  94510&nbsp;&nbsp;<A href="mailto:veteacher@gmail.com">mailto: VE Teacher</A>

</A><BR></ADDRESS></TD></TR>

</TR>

<TR>

<TD>

<div id="footer">

</div>

</TD>

</TR>

</Table>

</Body>

</html>

· The company page's main function is to be a link to all department pages.

Find the line in the company.html page that states <FONT face=Helvetica><FONT color=chocolate size=6>Virtual Business Benicia High School</Center>
· Key in the Virtual Business and the name of your school.

· Find the line that states <img src="Organization Chart.jpg" height=720 width=720 hspace=5>
· Copy your own company's organizational chart to your student folder.  Rename it if necessary to match the file name above.  Watch the case.

· Replace the line that states The Cakery is a bakery service that designs specialty cakes for companies and individuals for special events.  We can create cakes for birthdays, anniversaries, office parties.
· Make this line about your company

· Replace this line with contact information about your school site

Benicia High School&nbsp;&nbsp;Phone (707) 747-8325&nbsp;&nbsp;1101 Military West&nbsp;Benicia, CA  94510&nbsp;&nbsp<A href=mailto:veteacher@gmail.com>mailto: VE Teacher</A>
---------------------------------------------------------DAY 4
Day 4:  Accounting Department's Page.
Listing in Notepad of the Accounting Department Page

<HTML><HEAD><TITLE>Virtual Business Web page</TITLE>

<SCRIPT language=JavaScript>

function getLesson (selection){


var tempIndex, selectedLesson


tempIndex = selection.selectedIndex


selectedLesson = selection.options[tempIndex].text


 input_box=confirm ("Lesson Selected " +selectedLesson)


if (selectedLesson =="First Quarter"){


document.location="First Quarter.doc"


}


if (selectedLesson=="Accounting Forms"){


document.location="accounting forms.doc"


}


if(selectedLesson=="Second Quarter Week 1"){


document.location="accq2w1.doc"


}


if(selectedLesson=="Second Quarter Week 1"){


document.location="accq2w1.doc"


}


if(selectedLesson=="Second Quarter Week 2"){


document.location="accq2w2.doc"


}


if(selectedLesson=="Second Quarter Week 3"){


document.location="accq3w1.doc"


}


if(selectedLesson=="Second Quarter Week 4"){


document.location="accq2w4.doc"


}


if(selectedLesson=="Second Quarter Week 5"){


document.location="accq2w5.doc"


}


if(selectedLesson=="Second Quarter Week 6"){


document.location="accq2w6.doc"


}


if(selectedLesson=="Second Quarter Week 7"){


document.location="accq2w7.doc"


}


if(selectedLesson=="Second Quarter Week 8"){


document.location="accq2w8.doc"


}


if(selectedLesson=="Second Quarter Week 9"){


document.location="accq2w9.doc"


}


if(selectedLesson=="Third Quarter Week 1"){


document.location="accq3w1.doc"


}


if(selectedLesson=="Third Quarter Week 2"){


document.location="accq3w2.doc"


}


if(selectedLesson=="Third Quarter Week 3"){


document.location="accq3w3.doc"


}


if(selectedLesson=="Third Quarter Week 4"){


document.location="accq3w4.doc"


}


if(selectedLesson=="Third Quarter Week 5"){


document.location="accq3w5.doc"


}


if(selectedLesson=="Third Quarter Week 6"){


document.location="accq3w6.doc"


}


if(selectedLesson=="Third Quarter Week 7"){


document.location="accq3w7.doc"


}


if(selectedLesson=="Third Quarter Week 8"){


document.location="accq3w8.doc"


}


if(selectedLesson=="Third Quarter Week 9"){


document.location="accq3w9.doc"


}


if(selectedLesson=="Fourth Quarter Week 1"){


document.location="accq4w1.doc"


}


if(selectedLesson==" Fourth Quarter Week 2"){


document.location="accq4w2.doc"


}


if(selectedLesson==" Fourth Quarter Week 3"){


document.location="accq4w3.doc"


}


if(selectedLesson==" Fourth Quarter Week 4"){


document.location="accq4w4.doc"


}


if(selectedLesson==" Fourth Quarter Week 5"){


document.location="accq4w5.doc"


}


if(selectedLesson==" Fourth Quarter Week 6"){


document.location="accq4w6.doc"


}


if(selectedLesson==" Fourth Quarter Week 7"){


document.location="accq4w7.doc"


}


if(selectedLesson==" Fourth Quarter Week 8"){


document.location="accq4w8.doc"


}


if(selectedLesson==" Fourth Quarter Week 9"){


document.location="accq4w9.doc"


}


if (input_box==false)

        {


document.location="accounting.html"

}


}

</SCRIPT>

<LINK REL = STYLESHEET  TYPE ="text/css"  HREF="style.css">

</HEAD>

<Table border=3 cellpadding=3 cellspacing=3 width=980px>

<TR>

<TD>

<div id="header">

</div>

</TD>

</TR>

</Table>

<BODY bgColor=antiquewhite>

<TABLE width="980px" bgColor=oldlace border=3 > 

  <TBODY>

  <TR>

    <TD><FONT face=Helvetica><FONT color=chocolate size=6>

      <CENTER>Virtual Business Benicia High School <BR>Accounting 

      Department</CENTER></FONT></FONT></TD></TR></TBODY></TABLE>

<TABLE align=top bgColor=blanchedalmond border=3 width="89%" cellpadding=15 cellspacing=15>

  <TBODY>

  <TR>

    <TD vAlign=top align=left bgColor=oldlace><A 

      href="indexlp.html" </A> Home page 

      </P>

      </P>

      </P>

      </P>

      </P><A href="application.html" </A>Apply 

      on-line for VE Jobs

      </P>

      </P>

      </P>

      </P>

      </P>

      </P>

      </P>

      </P>

      </P>

      </P>

      </P>

      </P><A href="http://janetbelch.com/Accounting Menu.html"</ A> Accounting 

      Tutorial 

      </P><IMG height=150 hspace=22 src="movie1.gif" width=150 

      align=bottom vspace=12 border=3> 

      </P><FONT face=Helvetica><FONT color=white size=2>

       <A href="q1accounting.doc" </A>Quarter 1 Accounting Tasks

      </P><A href="q2accounting.doc" </A> Quarter 2 Accounting Tasks

      </P><A href="q3accounting.doc" </A>Quarter 3 Accounting Tasks

      </P><A href="q4accounting.doc" </A> Quarter 4 Accounting Tasks

      </P>

      </P>

</P>

</P>

      <CENTER>

      <P><FONT face=Arial color=red size=2></P>

      <FIELDSET><LEGEND>

      <CENTER>Accounting Dep. Assignments<P></LEGEND><SELECT 

      onchange=getLesson(this) multiple name=lesson> <OPTION>First 

        Quarter<OPTION>Accounting Forms

      <OPTION>Second Quarter Week 

        1<OPTION>Second Quarter Week 2<OPTION>Second Quarter Week 

        3<OPTION>Second Quarter Week 4<OPTION>Second Quarter Week 

        5<OPTION>Second Quarter Week 6<OPTION>Second Quarter Week 

        7<OPTION>Second Quarter Week 8<OPTION>Second Quarter Week 9<OPTION>Third 

        Quarter Week 1<OPTION>Third Quarter Week 2<OPTION>Third Quarter Week 

        3<OPTION>Third Quarter Week 4<OPTION>Third Quarter Week 5<OPTION>Third 

        Quarter Week 6<OPTION>Third Quarter Week 7<OPTION>Third Quarter Week 

        8<OPTION>Third Quarter Week 9<OPTION>Fourth Quarter Week 1<OPTION>Fourth 

        Quarter Week 2<OPTION>Fourth Quarter Week 3<OPTION>Fourth Quarter Week 

        4<OPTION>Fourth Quarter Week 5<OPTION>Fourth Quarter Week 

        6<OPTION>Fourth Quarter Week 7<OPTION>Fourth Quarter Week 

        8<OPTION>Fourth Quarter Week 9</OPTION></SELECT> 


  <P>Please select a lesson from the scroll box above<BR></P></FIELDSET> 

      </P></P></CENTER></P></FONT></CENTER></A></FONT></FONT></TD>

    <TD vAlign=top align=top><FONT face=Helvetica><FONT color=brown size=2>

      <Center><H2>Department Description</H2></Center>


  <OL>


  </P>



<P>The accounting department is responsible for:</P>

       <UL Class="A">


<LI>Preparing a portion of the 

      business plan: A beginning balance sheet, pro-forma income statements, a 

      cash flow and break-even analysis.


  </P>



<LI>The invoicing and accounts receivable functions fall under the domain 

      of this department. The accounting department must prepare invoices for 

      all charge sale transactions conducted on-line and at all trade fairs. 

      They maintain a list of all customers, the addresses, and contact 

      information, items purchased and charges for these items. They are 

      responsible for sending an invoice to each of these charge sale customers 

      and collecting the amount due. 


  </P>



<LI>The accounting department must prepare monthly payroll checks for each 

      employee, keep track of all payroll taxes and pay these taxes in a  

      timely manner. 


  </P>



<LI>All company bills must be paid by the accounting department each month 

      and a bank reconciliation prepared. 

      </P>



<LI>In addition, monthly financial statments must be prepared showing 

      monthly net income and current fiscal condition of the business. </p>


  </UL>

      </P></FONT></FONT></TD>

    <TD vAlign=top>

      <H2>Jobs in the Accounting Department</H2>

      </P>


  <P>


  <Strong>Branch Banker</Strong>


  </P> 


  <UL Class= "B">

      </P><LI>Sets up employee and business checking accounts, maintains user names 

      and passwords, must attend branch banker training. Must do company banking 

      training. Must apply for business loan and deposit contract revenue each 

      month. Responsible for Visitor Accounts. Prints monthly bank statements 

      for company and all employees. Responsible for reconciling company bank 

      account. Verifies that all employees are paying monthly bills by 10th of 

      each month and issues late notices if not paid. 

      </P>


  <P><STRONG>Payroll Specialist</STRONG> 

      </P><LI>Responsible for setting up payroll using W4s, having students fill out 

      automatic deposit form. monthly or bi-weekly deposits and payment of all 

      payroll taxes. Responsible for quarterly payroll tax returns. Must use 

      accounting program and complete accounting tutorials; determining bonus 

      calculations, and deductions for sick/vacation time. 

      </P><P><STRONG>Bookkeeper 1&amp;2</STRONG> 

      </P><LI>Accounts payable and receivables (responsible for invoicing customers 

      and collections), paying all company bills, except payroll related bills, 

      on time, must use accounting program and complete accounting tutorials. 

      Develop invoice flowchart that gives step by step process for order from 

      receipt in sales to collection and filing in accounting. 

</P></TD></TR></TBODY></UL></Table>

<TAble border=3 width="89%">

<TR>

<TD align=center><ADDRESS><FONT face="Helvetica" ><FONT color=black size=2 >Benicia High School&nbsp;&nbsp;Phone (707) 747-8325&nbsp;&nbsp;1101 Military West&nbsp;Benicia, CA  94510&nbsp;&nbsp;

<A href="mailto:veteacher@gmail.com">mailto: VE Teacher</A></A><BR></ADDRESS></TD></TR>

<TR><TD>

<div id="footer">

</div></TD>

</TR>

</Table>

</Body>

</Html>

· Go back in this tutorial to Day 1 and click on the template for the web page.

· Click on the Accounting Page Link from the first page.

· Double Click on "accounting.html"

· Right click the form

· Select "View Source" then paste into Notepad

· You may also click in the text above, select the text, copy it then paste it into Notepad and save the file

· Make certain that you save the file under the name "accounting.html" in your student folder.  Case matters.

· Your screen should look like the file listed above.

· Change the line below to reflect the name of your high school.

· <CENTER>Virtual Business Benicia High School<BR>Accounting

· If you want to change the department's description, do so at this time.

· You may also want to change the job descriptions of department members.

· Remember to save material into your student folder after making changes.

· Saving quarter tasks.  

1. Return to the original template next to Day in the tutorial.

2. Select link to take you to the Accounting Page.

3. Click on the link for each quarter.

4. Open the file

5. Use "Save AS" to save the file in your student folder.

6. Keep the same file name as before.  Do not change it.

7. Switch back into your student folder and test the accounting page links for quarter tasks.

8. Test each link to see that it works.  Note:  These Microsoft Word files were saved as Word 97 - 2003

1. The extension is ".doc"

2. The newer version of Word uses a ".docx" extension.  If you save it this way, you will have to modify the file name in the accounting page.

the line below and the other quarter tasks links 

<A href="q1accounting.doc"</A>Quarter 1 Accounting Tasks

· You will notice that this page of the web site is considerably more complicated than the others

· It contains a way to select the actual assignments

· The code above the body is Javascript.  Do not change any of the code between the beginning <Script> and ending</Script> tags.

· There is a selection box on the form that allows the user to click on the lesson desired

· The lessons are for each quarter starting with quarter 2 and ending through quarter 4.

· There are 9 weeks in a quarter,

· The file names reflect the quarter and week of these assignments.  Do not change these file names

· For example a file called "accq3w4.doc" is the accounting department file for the third quarter fourth week.

· We need to copy these assignments to your student folder.  There is actual information in these files for the second quarter

· To copy these files to your student folder, follow these steps:

1. Use Scroll bar to see lesson

2. Click on lesson

3. A message box opens on your screen, telling you which lesson you selected

4. Click OK

5. Open the file or use the Save AS choice to put the file in your student folder

6. Continue until all accounting lessons and forms are copied into your student folder.

· Change the contact information at the bottom of the form so that it reflects your school.

· Save accounting.html in your student folder.

Day 5: Modifying the Administration Page

Our Administration Page

· We need to copy and paste the page into our student folder

· The administrative page appears below .

<!-- text area for administrative page -->

<HTML><HEAD><TITLE>Virtual Business Web page</TITLE>

<SCRIPT language=JavaScript>

function getLesson (selection){


var tempIndex, selectedLesson


tempIndex = selection.selectedIndex


selectedLesson = selection.options[tempIndex].text

        input_box=confirm ("Lesson Selected " +selectedLesson)


if (selectedLesson =="First Quarter"){


document.location="First Quarter.doc"


}


if(selectedLesson=="Second Quarter Week 1"){


document.location="admq2w1.doc"


}


if(selectedLesson=="Second Quarter Week 2"){


document.location="admq2w2.doc"


}


if(selectedLesson=="Second Quarter Week 3"){


document.location="admq3w1.doc"


}


if(selectedLesson=="Second Quarter Week 4"){


document.location="admq2w4.doc"


}


if(selectedLesson=="Second Quarter Week 5"){


document.location="admq2w5.doc"


}


if(selectedLesson=="Second Quarter Week 6"){


document.location="admq2w6.doc"


}


if(selectedLesson=="Second Quarter Week 7"){


document.location="admq2w7.doc"


}


if(selectedLesson=="Second Quarter Week 8"){


document.location="admq2w8.doc"


}


if(selectedLesson=="Second Quarter Week 9"){


document.location="admq2w9.doc"


}


if(selectedLesson=="Third Quarter Week 1"){


document.location="admq3w1.doc"


}


if(selectedLesson=="Third Quarter Week 2"){


document.location="admq3w2.doc"


}


if(selectedLesson=="Third Quarter Week 3"){


document.location="admq3w3.doc"


}


if(selectedLesson=="Third Quarter Week 4"){


document.location="admq3w4.doc"


}


if(selectedLesson=="Third Quarter Week 5"){


document.location="admq3w5.doc"


}


if(selectedLesson=="Third Quarter Week 6"){


document.location="admq3w6.doc"


}


if(selectedLesson=="Third Quarter Week 7"){


document.location="admq3w7.doc"


}


if(selectedLesson=="Third Quarter Week 8"){


document.location="admq3w8.doc"


}


if(selectedLesson=="Third Quarter Week 9"){


document.location="admq3w9.doc"


}


if(selectedLesson=="Fourth Quarter Week 1"){


document.location="admq4w1.doc"


}


if(selectedLesson==" Fourth Quarter Week 2"){


document.location="admq4w2.doc"


}


if(selectedLesson==" Fourth Quarter Week 3"){


document.location="admq4w3.doc"


}


if(selectedLesson==" Fourth Quarter Week 4"){


document.location="admq4w4.doc"


}


if(selectedLesson==" Fourth Quarter Week 5"){


document.location="admq4w5.doc"


}


if(selectedLesson==" Fourth Quarter Week 6"){


document.location="admq4w6.doc"


}


if(selectedLesson==" Fourth Quarter Week 7"){


document.location="admq4w7.doc"


}


if(selectedLesson==" Fourth Quarter Week 8"){


document.location="admq4w8.doc"


}


if(selectedLesson==" Fourth Quarter Week 9"){


document.location="admq4w9.doc"


}


if (input_box==false)

        {


document.location="adm.html"

        }

}

</SCRIPT>

<LINK REL = STYLESHEET  TYPE ="text/css"  HREF="style.css">

</HEAD>

<BODY bgColor=antiquewhite>

<Table border=3 cellpadding=3 cellspacing=3 width=980px>

<TR>

<TD>

<div id="header">

</div>

</TD>

</TR>

</Table>

<TABLE width=980px bgColor=oldlace border=3>

  <TBODY>

  <TR>

    <TD><FONT face=Helvetica><FONT color=chocolate size=6>

      <CENTER>Virtual Business Benicia High School <BR>Administration

      Department</CENTER></FONT></FONT></TD></TR></TBODY></TABLE>

<TABLE align=top bgColor=blanchedalmond border=3 width=980 cellpadding=15 cellspacing=15>

  <TBODY>

  <TR>

    <TD vAlign=top align=left bgColor=oldlace><A 

      href="indexlp.html" </A> Home page 

      </P>

      </P>

      </P>

      </P>

      <//P><A href="application.html" </A>Apply 

      on-line for VE Jobs

      </P>

      </P>

      </P>

      </P>

      </P>

      </P>

      </P>

      </P>

      </P>

      </P>

      </P>

      </P><IMG height=250 hspace=22 src="adm.gif" width=250 

      align=bottom vspace=12 border=3> 

      </P>

</P><FONT face=Helvetica><FONT color=white size=2>
  

       <A href="q1adm.doc" </A>Quarter 1 Administrative Tasks

      </P><A href="q2adm.doc" </A> Quarter 2 Administrative Tasks

      </P><A href="q3adm.doc" </A>Quarter 3 AdministrativeTasks

      </P><A href="q4adm.doc" </A> Quarter 4 Administrative Tasks

      </P>

      </P>

</P>

</P>

      <CENTER>

      <P><FONT face=Arial color=red size=2></P>

      <FIELDSET><LEGEND>

      <CENTER>Administrative Department Assignments<P></LEGEND><SELECT 

      onchange=getLesson(this) multiple name=lesson> <OPTION>First 

        Quarter

      <OPTION>Second Quarter Week 

        1<OPTION>Second Quarter Week 2<OPTION>Second Quarter Week 

        3<OPTION>Second Quarter Week 4<OPTION>Second Quarter Week 

        5<OPTION>Second Quarter Week 6<OPTION>Second Quarter Week 

        7<OPTION>Second Quarter Week 8<OPTION>Second Quarter Week 9<OPTION>Third 

        Quarter Week 1<OPTION>Third Quarter Week 2<OPTION>Third Quarter Week 

        3<OPTION>Third Quarter Week 4<OPTION>Third Quarter Week 5<OPTION>Third 

        Quarter Week 6<OPTION>Third Quarter Week 7<OPTION>Third Quarter Week 

        8<OPTION>Third Quarter Week 9<OPTION>Fourth Quarter Week 1<OPTION>Fourth 

        Quarter Week 2<OPTION>Fourth Quarter Week 3<OPTION>Fourth Quarter Week 

        4<OPTION>Fourth Quarter Week 5<OPTION>Fourth Quarter Week 

        6<OPTION>Fourth Quarter Week 7<OPTION>Fourth Quarter Week 

        8<OPTION>Fourth Quarter Week 9</OPTION></SELECT> 

      <P>Please select a lesson from the scroll box above<BR></P></FIELDSET> 

      <P></CENTER></P></FONT></CENTER></A></FONT></FONT></TD>

    <TD vAlign=top align=top><FONT face=Helvetica><FONT color=brown size=2>

      <Center><H2>Department Description</H2></Center>

<P>The administrative department is responsible for the following:

</P>

<UL class="A">

<LI>Weekly Staff Meetings</P>

<LI>Delegate Department Responsibilities</P>

<LI> Follow-Up on Delegated Tasks with Department Management</P>

<LI>Conducts Management Progress Reports</P>

<LI>Responsible for Business Plan Presentation</P>

<LI>Lead the Annual Report Presentation</P>

<LI>Maintain Contact with Business Partners and Represent our Company at all public functions</p>

</UL>

  </OL>    </P></FONT></FONT></TD>

    <TD vAlign=top>

      <H2>Jobs in the Administrative Department</H2>

      <P><STRONG>Chief Executive Officier</STRONG> 

</P>

<LI>Responsible for setting direction of company

<LI> Directs and manages company

<LI>Leads company meetings

<LI>Responsible for Business Plan,  presentations, Annual Report, Management Team evaluations

<P>

<STRONG>Chief Operations Officier</STRONG>

<LI>Works directly with CEO to direct and manage company; shares supervisory duties for management team. 

<LI> Responsible for all competition entries.

<P>

<Strong>Administrative Assistant</Strong>

<LI>Trade Fair binders with rubrics and info for each trade fair.

<LI> Agendas for all company meetings, minutes of meetings and maintenance of company calendar.

<LI> Correspondence, VE task documentation, bulletin board, formatting and editing of Business Plan, Annual Report etc.

<LI>  Responsible for opening and distributing all mail and faxes.

</P></TD></TR></TBODY></TABLE>

<TAble border=3 width=980px>

<TR>

<TD align=center><ADDRESS><FONT face=Helvetica><FONT color=black size=2>Benicia High 

School&nbsp;&nbsp;Phone (707) 747-8325&nbsp;&nbsp;1101 Military West&nbsp;&nbsp;Benicia, CA 94510&nbsp;&nbsp;

<A href="mailto:veteacher@gmail.com">mailto: VE Teacher</A></A>&nbsp;&nbsp;</ADDRESS></FONT></FONT></TD></TR>

<TR><TD>

<div id="footer">

</div></TD>

</TR>

</Table>

</Body>

</Html>

· Select all the text above

· CTRL C for Copy

· Get into your student folder

· Open Notepad

· CTRL V to paste document into Notepad
· Save the file as “adm.html”
· You need to change the name of the school.  This line is just below the header.

· If you wish change Department Descriptions and Jobs in the Administrative Department.  Ask your instructor.

· Change contact information about school.  It is located on the bottom of this page

· Save your web page.  Keep the name the same "adm.html"

· Go back to the top of the template next to day 1 and click the link for the administrative page.  We need to copy the quarter tasks and assignments into our student folder.

· To copy the Administrative tasks

1. Click on the link for Quarter 1 Administrative Tasks.  Either use Save AS in Windows 7 or Open it and then use Save As

2. Remember keep the same file name and save them into your student folder.

3. Try the links out in your student folder to make sure that they all work.

· Administrative Department Assignments

· Click on the link and use either :Save As: into student folder or Open the file and Save As in student folder.

· Follow the same procedure to copy all assignments into student folder.

· Check out the links in your student folder.
1

