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Virtual Enterprise Class Web Page

Introduction

The purpose of this assignment is multi-faceted.  Teachers can use it as a place to store their lesson plans for all departments, by quarter and by the week.  The assignments can be created as Word or Excel documents and can be easily modified.  The web pages can also be customized for your school and Virtual Enterprise company.  The assignment can also be given to your Information Technology Department.  Second semester when they are not so involved in designing the web page for the company, they can devote their efforts to making the coordinator’s life a little more organized.  Another use of the site can be for promotion purposes.  Students, parents, administrators and counselors can view the site to have a good understanding of Virtual Enterprise, see what is expected of students enrolled in the class, highlight accomplishments by students, honor business partners and promote the program.  When finished, the pages can be placed on the school server or other Internet provider’s site.


Benicia High School, The Cakery, was used as an example of these pages.  Teachers and or students in the Information Technology Department can modify the pages to suit individual school and company needs.

Organization of the Web Pages


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, student assignments, grading policy, business partners, special events, quarter tasks and a photo gallery.

General Information About Web Pages


Web pages can be available for all to see or in a shared folder on the school’s network.  The choice is yours.  Hypertext Markup Language, or HTML is the language of the Web.  It is very easy to learn, not like programming languages.  The way the assignment is organized, all that needs to be done is to modify some of the lines to customize it for your needs. I explain in detail how to change for example, the title of the school, change the color of the background, change font sizes, colors and styles.  Lessons are created as Microsoft Word documents and can be left as is or modified to suit you particular needs.  


There are many tools that are available to create web pages. But when it gets down to it, they all place HTML markers in front of the text to change it.  A very useful tool and free, by the way, is Microsoft’s Notepad found in the accessories section of the programs.  It is a simple text editor and was used to create the web pages in this assignment.  If you have not used it before load it into memory now.  It should look like the one below.
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Here is where you will type your code.  HTML represents a way to take ordinary text and turn it into hypertext, just by adding special elements called markup tags, which let Web browsers see how to display a Web page’s contents.   Some of the early word processing programs utilized these types of tags to show how the text should be formatted.  Applewriter was one such program that ran on the Apple I and Apple IIe computers. Here is an example of markup tags, as they would look in Notepad.  Explanations will be given for each tag and its purpose.  

<Center>

<H1>Virtual Enterprise Class Web Page</H1>

</Center>

<P>

<OL>

<U>Class Assignments</U>

<LI> Fill out a job application

<LI> Submit a resume

<LI> Provide a cover letter

</OL>

This HTML code, <Center>, tells the browser, like Internet Explorer, Netscape, or other browser to center the words “Virtual Enterprise Class Web Page”.  The <H1> tag, instructs the browser to create a level one heading.  This makes the text very large.  The </H1> tag turns off the level one heading. The </Center> tag say to stop centering.  The <P> indicates a new paragraph.  The <OL> tag asks for an ordered list of things to come.  The <LI> tag indicates that this is a list item and places a 1, 2, 3, and 4 in front of the items in the list.  The </OL> tag stops the ordered list.  As you look at the code, you can see some sort of a pattern.  Most HTML tags are paired.  One tells the browser to begin the process, the other tells it to stop.  These are called paired tags.  <Center> and </Center>, <H1> and </H1> are examples.  The purpose of this assignment is not to be a complete primer on HTML, rather a starting out place in the process of learning HTML.  It is suggested to go on line and find a good reference for HTML.  One example is http://www.w3schools.com/html/default.asp a list of all the tags and what they do, is included in the appendix.

The First Page


To make this assignment as realistic and helpful to teachers as possible, Polly Farina of Benicia High School has supplied the needed material used in this assignment.  


By double-clicking on the file called indexlp.html you can see what the web page looks like.  This is the first page.  Notice that it opens in a browser, like Internet Explorer. 
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The links to the other pages are on the left-hand side of the page:  Our Company, Apply on-line for VE Jobs, Student Assignments, Grading Policy, Business Partners, Special Events and Photos will direct you to other parts of the web site.  There is a description of Virtual Enterprise, a company logo and the VE logo.  You can easily substitute a company picture instead of your company logo if you wish.  Underneath each picture is a link to the company web site and the California Virtual Enterprise web site.  Now let’s see how to modify this page to suit your needs.  Below the listing from Notepad shows the HTML markup tags used to create this first page.  Load Notepad now, go to file and open the file called Indexlp.html.    It should be identical to the one below.  It is important to note that web page files have an .html extension at the end of the file name.  If you do not save the file with that extension a browser cannot identify it as a web page file.  The default save format in notepad is .txt extension, so you must type .html at the end to the file name.  Here is what the listing in Notepad looks like for the first page.

<html>

<head>

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

 </head>

<body bgcolor = "antiquewhite">

<Table border=3 width = "100%" bgcolor="antiquewhite">

<TR>

<TD >

<img src="Benicia Logo.jpg"   height=100 width=100 border=0 vspace=10 

></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:pollyfarina@hotmail.com">mailto: Polly Farina</A>

</Center>

</TD>

<TR>

<TD colspan=2>

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

Benicia High School

</Center> 

</TD>

</TR>

</Table>

<Table border= 3 Align=left bgcolor="blanchedalmond" cellpadding=5 

width=100%  >

<TR>

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

 <font face="Times New Roman" size=3>

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

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

<A href="Assignments.html"</A>Student Assignments<P>

<A href="Grading Policy.html"</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

</TD>

<TD align=justify valign=middle>

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

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

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>

<A href="VirtualEnterprise.org"</A>Virtual Enterprise WebSite

<BR>

</Center>

</TD>

</TR>

</Table>

</Body>

</html>

The first tag <html> tells the browser that this is a web-based document.  The next tag, <head> blocks out the document’s heading.  Between the head tags is reserved for the title of the document and any scripting language statements, such as JavaScript.  We will look more on these tags later in this text.  The title is very important.  It tells search engines what the title of your web page is.  It appears on the location bar at the top of your screen on the browser.  Notice that it is a paired tag and that its ending tag has a backslash right after the first bracket.  Ending tags all have this backslash.


The next tag describes the body of the web page. You can use many different colors for the page.  See the Appendix for a list of colors.  Colors can be assigned using the bgcolor attribute of the body tag. You can use the name of the color or the RGB triplet string.   For example, beige can be assigned or your may use F5 F5 DC.  The first F5 is the amount of red in the color.  The second F5 is the amount of green and the DC is the amount of blue in the color.  The triplet is written all together as F5F5DC.  If you wanted the body of your web page to be cadet blue you could key in <Body bgcolor=”cadetblue>   or <Body bgcolor=”5F9EA0”>.  Now it is time to practice changing the color of the web page.  As you can see the current background color of the web page is antique white.  

First select a color from the Appendix. 

 Second Change the <Body> tag color in Notepad.  

Third, save your file.  Remember to add the .html extension. 

 Load the new file into the browser from the File Option at the top of the browser and see how the color changes.  Note:  If you are using the same file, you can just click the Refresh icon on the browser to see your changes.  Remember to save your file after each change before using the Refresh icon.

  The next tag is the <Table> tag.  Tables are handy ways of arranging text, images, presenting financial results, organizing lists and forcing a defined layout of elements on your page.  The basic parts of a table are its opening tag, <Table> and its ending tag, </Table>.  They surround the table.  Other elements can be included inside the opening table tag.  In our example we assigned a background color for the table as antique white.  We also have it print a border of 3 around the table.   The Width attribute, tells the browser to make the table 100% of the browser’s window.  This amount can also be set in pixels.  If you set it as a percentage, remember to include the % sign.  Let’s experiment.  Change the color of the background for the table and make the border either smaller or larger.  A border of 4 is a larger border than a border of 2.  If no border is specified, then you will get no border.  A border of 0 will accomplish the same thing.  Remember after making the changes in Notepad.  Save the file, click the Refresh icon on the browser to see your changes.

Each table has at least one row and one table data cell.  The <TR> tag tells the browser to make a horizontal row in the table. It is a paired tag so to mark the end of a table row, use </TR>. The <TD> tag defines each cell of the table.  Inside the first cell of the table, we want to put a picture of our school’s logo.  We use the <img src> tag to accomplish this.  Notice the name of the picture file is in quotation marks. Next we want to put some vertical space above the image. To do this we use the vspace=12 attribute.  To control the size of the image we use the Height and Width attributes of the image tag.  We assigned these dimensions to 100 pixels each.  Experiment if you like with these numbers to either increase the size of the image or to decrease it.

The next tag tells the browser that this is the end of the data for this table cell, </TD>.  Now we need to create another cell in our table.  To do this we use the beginning table data tag, <TD>. This next section of the table is where we are going to put contact information for the user:  name of school, address, phone number and the contact person’s e-mail address. Within the contents of the <TD> tag we can specify a particular font face, size and color.  To do this we use the <font> tag.  Experiment with changing the font, color and size of the font.  Remember, save the file in Notepad, click on the web page file on the title bar.  Remember, the name will be the one specified in the <Title> tag.  When the web page displays, click on the Refresh icon to see your changes.

 The <Center> tag, will center the name of your school in the table cell.  The <Br> tag is like a carriage return.  We use this tag to put each line of text on a separate line.  Next we put the school’s phone number; another break; the address of the school; city, state and zip code.  The mailto link starts an email program on most servers.  All you have to do is to change the information right after the words mailto:  substitute your email address here and try it out.  The information after the first > is what shows up on your screen.  The </A> is the ending tag for this link.  The </Center> tag is the ending tag and it tells the browser to stop centering text, pictures, etc.  The </TD> tells the browser that this is the end of the table cell.  Now we want to start a new row in our table.  The <TR> tag is what is needed.  Now it is time to format the way the next cell in the table looks.  We start with the <TD> tag, but we want to have the next cell span both columns of the table.  We use the colspan attribute.  The number 2 tells Internet Explorer or other browsers that we want the information to span two cells.  Next we can choose what font color and size of font to use when putting the name of our high school in this cell.  We want to center the title so we use the <Center>, </Center> tags around the name of the school.  Now we end this table cell and row with the </TD>, </TR> tags.  To specify the end of this table, we use the ending table tag, </Table>.  

Now we will organize the links to our company, the job application, assignments, grading policy, business partners, special events and photos and quarter tasks.  Again we are going to use a table.  We want it to have a border of 3, align the information to the left of the table data cell, use a background color of blanched almond and have it utilize 100% of the browser’s window.  This following line accomplishes this. <Table border =3 Align=left bgcolor=”blanchedalmond” width=100%>.  Let’s start the first row of this table by using the <TR> tag.  Now for the first cell of the table.  We want all of the links to other pages to start at the top of the cell, so we use the Valign = top attribute.  We could have specified the vertical alignment as middle bottom or baseline.  We want the horizontal placement of these links to be at the left edge of the cell so we use align=left attribute of the cell.  We want to give this cell a slightly different color from the rest of this table so we specify this using the bgcolor=”oldlace” attribute.  Next we want to use a different font and we are going to use Times New Roman size 5, <font face=”Times New Roman” size=5>.  Now it is time to create the links to the other pages of our web site.  We want the user to click on these links and load these other pages.  To create links in HTML, we use the <A href=””  link.  For the first link we want it to take the user to a page about our company.  It will show an organization chart a company description and links to each department.  The first part of the link, <A href= “company.html” is the URL of the page.  The text following the </A> is what shows up on the screen.  The <P> tag tells the browser to make a new paragraph.  You cannot just leave blank space in Notepad to create this extra space between links.  You need to use the paragraph tag, <P>.  All of the other links are pretty much the same in terms of their purpose and format.  Each link will take the user to a different web page.  After the last link, quarter tasks, we end the table cell, </TD>.
Now we want to make another table cell.  We use the beginning table data cell tag, <TD>.  Next we choose a font, a font color and font size for the information that follows.  We want this next line, “What is Virtual Enterprise?” to be a heading, <H3> and centered, <Center>. The rest of this cell is filled with a description of Virtual Enterprise.  You may wonder what the &#8482 is all about.   As the Internet has grown so has its need for special characters.  These special characters include Greek characters, General punctuation, Letter like characters, Arrows, Mathematical characters, Miscellaneous technical characters and Miscellaneous symbol characters.  The one shown here is the trademark symbol.  We will not go into these many characters at this time.  Searching the Internet for HTML characters should help you find a list if you are interested.  Now it is time to put in the ending </TD> tag to spell the end of this cell.

Now we are going to create a cell to put a picture of our company and our company logo.  We specify the height=200 and width =200 for the image size of our company picture.  The information following the s rc = is the name of the picture file.  In our case the image is called 5.jpg.  A border of 3 is also included inside this tag.  A break follows and then we center the words, Our company picture. Stop centering, </Center> and put in a new paragraph, <P>. We want some blank horizontal space between the edge of the cell and the image.  We use the &nbsp; attribute to create this blank space.  As you can see we put in three of these blank spaces. 
 The tag <img height = 200  width =200  src=”Company Logo.jpg”  border=3>  is the size of the image and the name of the image that we want to use.  The file name for the picture file is “Company Logo.jpg”.  We want the image to be 200 pixels wide and 200 pixels tall, with a border of three pixels.   The image must reside in the same folder as the code in notepad for it to properly display.  Many different types of images can be used.  Some of the most common are. Jepgs,. bmp and .gif.  These are file extensions describing the type of image.  As you can see the tag starts with the <img src = “file name.extension”>, and equates it to the name of the picture to load into the table.  Notice that name of the picture or image file must have beginning and ending quotation marks. You could just as easily insert a digital picture of your company here.  Makes use that the file name use matches the one specified in Notepad. .    Sometime you are unable to find an image the size that you want.  By specifying the size of the image, actual size of the image does not matter.  For example, the tag could have just as easily read <img Height = 200  src=”Company Picture” Width =200 >.  See if you can find your school’s logo.  It is probably on your school’s web page.  Once you see the page and find the logo, right-click.  To put the image on the clipboard, go to the folder where this assignment is located, and then paste the image into the same folder.  Once it is pasted you can see the name of the image.  Key this file name inside the Src=””. Part of the tag.  Save your Notepad file.  Click Refresh to see your new image.  If it appears too big, use the height and width attributes to control its size.  Try 200 as the height and width to start with and adjust accordingly.  Now we want the name of our company and its URL to appear below the picture or on the next line.  We use the <BR> tag to do this.  Now we want the name of your company centered under the image.  We use the <Center> tag.  Now we need to supply the location of you company’s web page.  Put it inside the quotation marks in the < A Href=”           “</A> tag.  The name of your company appears right after the </A> tag.  Put in another break, stop centering and then end the table data cell. <BR></Center></TD>.  Put your own company’s URL and name in this cell  

  Save the file.  Refresh the web page to see your results.


The next cell is almost identical to the last one.  This cell, however, is for a link the California Virtual Enterprise Web site.  If you wish, you may just leave this cell’s contents alone.   The tags </TR>, </Table> are the ending tags for this table.

There are two very important tags remaining on this page.  They are the tags that tell the browser that this is the end of the body of the web site, </Body> and the tag, <html> ending the web page

 This concludes the explanation of the first page of your web site.

Company Page


The company page of the web site features a picture of your company’s organization chart, and links to each department.  When you click on company.html, you will see the following.
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To see the listing of the code, load Notepad; then open the file called company.html.  The listing appears below.

<html>

<head>

 <title>Virtual Business Company Page</title>

</head>

<body  bgcolor = "antiquewhite">

<Table border=3  width= 100% bgcolor="oldlace">

<TR>

<TD bgcolor="antiquewhite">

<Center><img  height =125 width=125 border=3 src="Benicia Logo.jpg"  hspace=12>

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

</TD>

</TR>

</Table>

<Table border= 3 width=100% Align=Center bgcolor="blanchedalmond" >

<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="fund.html"</A>Fundraising

<P>

<P>

<P>

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

</TD>

<TD>

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

</TD>

<TD>

</TR>

</TABLE>

<Table border =3 width=100%>

<TR>

<TD>

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

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

</TD> 

</TR></TAble>

</body>

<ADDRESS><FONT face="Helvetica" ><FONT color=black size=2 >Benicia High School<BR>Phone (707) 747-8325<BR>1101 Military West<br>Benicia, CA  94510<BR>

<A href="mailto:pollyfarina@hotmail.com">mailto:polyfarina@hotmail.com</A><BR></ADDRESS>

</html>

Now let’s examine the lines of code used to create this web page.  Many of them will sound familiar since we covered them in the previous home page, or index page of the web site.  The first line, <html>, tells the browser that this is a web-based document.  The <head>…</head> tags are for titles and search engine information.  The title inserted between <title> tags appears on the title bar of the browser.  The <body> tag starts the body of the document and here we specified what color we want the body background to be.  Remember to look thru the glossary to find a list of colors to use for the background.  Experiment as before to find the color that is right for you company.  Remember after changing the color, save the file in Notepad, and then click the Refresh icon on the browser tool bar to see the results. 

Now we are going to create a one-row one-cell table with the <Table> tag.  We want our table to have a border of 3 pixels make it 100% of the browser’s window and use old lace as its background color.  <Table border=3 width=100% bgcolor=”oldlace”>.  Now let’s create the first row of the table using the <TR> tag.  First data cell in the table is created by using the opening<TD bgcolor=”antiquewhite”> tag.  We specify what color we want the background of this cell to be

The next line centers the school logo, sets the size of the picture,  creates a border of 3 pixels and puts some space between it and the text 

<Center><img  height =125 width=125 border=3 src="Benicia Logo.jpg"  hspace=12>

  <Font face=Helvetica><Font color = chocolate size=6>Virtual Business Benicia High School, set the font for the following text, the color and size.  Change the name of the school to your school, save the file and check it in the browser, by using the Refresh icon.  Turn centering off with the ending center tag, </Center>.  End the table data cell, </TD>.  End the table row, </TR>.  End the table </Table>.

Now we will create another table with one row and two table data cells to enclose the links to the different departments and an organization chart.  We want the table to have a border of three, use 100% of the window center the information in the table and use a color of blanched almond. <Table border=3 width=100% Align=Center bgcolor=”blanchedalmond”>.  Experiment and change colors, border and alignment until you get the desired result.  Create a new row, <TR>.  Make a new cell with the department links vertically aligned at the top of the cell, use old lace as the background color and justify the text. <TD Valign=top bgcolor=”oldlace” align=justify>.

Now we want to put the word “Department” in at the top of the column.  The <H3>..</H3> are used to create a heading.  The text will be larger.  Headings can be increased in size by using smaller numbers.  <H1> creates a larger heading than <H3>.  Remember to turn of the heading tag with the </H3> code.

Before we start listing the departments and their links we need to put in a new paragraph, <P>.  The next series of links create links to each department in your company.  If you want to use these departments, you will not need to make any changes here.  To add a new department, just make a line for it following the format and syntax of the existing lines.  To delete a department, just take out the line for the department that you want to eliminate.  Remember what ever you enclose in the quotation marks needs to match a page by that name for the link to work.  Paragraphs separate the department links using the <P> tag.  Even though you can use the back button on the browser to return to a previous page, it is always a good idea to make a link back to the home of index page, <A href=”index.html”</A>Home Page.  After all the links have been included in the table data cell, end the table data cell with the </TD> tag.

Now we are going to make another cell in this table.  It is for the organization chart.  Start the cell with the opening table data cell, <TD>.  There a number of ways to create an organization chart, Microsoft Word, PowerPoint, graphics programs, etc.  Most if not all of these programs have a way to save the file in a picture format.  We used jpegs here.  When you finish your organization chart, also save it as a jpg and call it “Organization Chart.jpg” for it to work in this application.  Of course, you can use any file name you want, but make sure it matches the name of the image file in the html text.  To make the image fit in the window, set the height and width to 720, <img src=”Organization Chart.jpg” height =720 width=720 hpsace=5>.  Now end the table data cell with the ending tag, </TD>.  End the table row, </TR> and end the table, </Table>.

We now create another table for a description of your company.  As we have done before, create a table with the opening table tag, <Table border=3 width=100%> set the border and width.  Start a new row, <TR>.  Start a new table data cell, <TD>.  Set the font color name and size, <Font face=Helvetica><Font color = brown size=2>.  Type a description or any other information about your company in the table data cell.  End with the ending table data tag, </TD>.  End the row, </TR> and end the table, </Table>.

This is the end of the body of text, so end it using the ending body tag, </Body>.


The address tags are used for information on the person creating the web site or contact information, so that users of the site can contact them.  You start this section with the <Address> opening tag.  As has been discussed previously, font face, size and color can be varied if you wish.  Next we type in the name of your school followed by a line break; phone number; followed by a break, <BR> address, city, state and zip code.  The next mailto link is a way of contacting the person in charge of the Virtual Business Program.  You will want to put your coordinator’s email address or company email address here.  Remember to end the link with its ending tag, </A>.  End the Address, </Address> and end the entire page with the ending html tag, </html>.

Accounting Department


By clicking on the accounting department link from the company page you get the following page.
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The bottom part of the page looks like this.
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The format for all department pages is very similar.  The page is made up of two tables.  The first one contains the name of the school and the department.  The second table has three columns.  The first contains links to the home page, an online job application and a link to the accounting tutorial located at http://janetbelch.com. An animated gif of an accountant reading a computer printout is next.  There are links to quarter tasks and a selection box that allows the user to select lessons by the quarter and week.  The next column explains the duties of the department and the third column lists job descriptions of people in the department.

The following is a Notepad listing of the html tags used to create this 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


alert ('Lesson Selected ' + selectedLesson)


if (selectedLesson =="First Quarter"){


document.location="First Quarter.doc"


}


if (selectedLesson=="Forms"){


document.location="accounting forms.doc"


}


if(selectedLesson=="Accounting Beginning Tasks"){


document.location="acc1.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.docl"


}


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


document.location="accq2w4.doc"


}


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


document.location="accq2w5.docl"


}


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="accq3w1doc"


}


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"


}


else{

}


}

</SCRIPT>

</HEAD>

<BODY bgColor=antiquewhite>

<TABLE width="100%" 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>

  <TBODY>

  <TR>

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

      href="index.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 

Tasks

      <P><A href="q2Accounting.doc" </A> Quarter 2 Tasks

      <P><A href="q3Accounting.doc" </A>Quarter 3 Tasks

      <P><A href="q4Accounting.doc" </A> Quarter 4 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>Forms<OPTION>Beginning Tasks<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<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 accounting department is responsible for preparing a portion of the 

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

      cash flow and break-even analysis. 

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

      and a bank reconciliation prepared. 

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

      monthly net income and current fiscal condition of the business. 

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

    <TD vAlign=top>

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

      <P><STRONG>Branch Banker</STRONG> 

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

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

      <P>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></TABLE>

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

School<BR>Phone (707) 747-8325<BR>1101 Military West<BR>Benicia, CA 

94510<BR><A 

href="mailto:pollyfarina@hotmail.com">mailto:Polly 

Farina</A><BR></ADDRESS></FONT></FONT></BODY></HTML>


The lines between the <SCRIPT>…</SCRIPT> tags are Java Script language.  These lines tell the program what links to go to when lessons are selected below.  There is no need for you to modify any of these lines.  If you use the names for your Microsoft Word files for your quarter and weekly lesson plans as listed below no changes are needed.  When creating your own lesson plans for the accounting department, name these files accordingly.

  Most Virtual Enterprise companies spend the first quarter getting people into their jobs.  It is only after this point that individual departmental quarterly and weekly lessons plans are meaningful.  Follow the information contained in the table below for determining your file names to be linked to this page.  Notice all file names are in lower case.  The .doc is the extension of all Microsoft Word documents.

ASSIGNMENT



FILE NAME TO BE USED

	First Quarter
	First Quarter.doc

	Forms
	Forms.html

	Second Quarter Week 1
	accq2w1.doc

	Second Quarter Week 2
	accq2w2.doc

	Second Quarter Week 3
	accq2w3.doc

	Second Quarter Week 4
	accq2w4.doc

	Second Quarter Week 5
	accq2w5.doc

	Second Quarter Week 6
	accq2w6.doc

	Second Quarter Week 7
	accq2w7.doc

	Second Quarter Week 8
	accq2w8.doc

	Second Quarter Week 9
	accq2w9.doc

	Third Quarter Week 1
	accq3w1.doc

	Third Quarter Week 2
	accq3w2.doc

	Third Quarter Week 3
	accq3w3.doc

	Third Quarter Week 4
	accq3w4.doc

	Third Quarter Week 5
	accq3w5.doc

	Third Quarter Week 6
	accq3w6.doc

	Third Quarter Week 7
	accq3w7.doc

	Third Quarter Week 8
	accq3w8.doc

	Third Quarter Week 9
	accq3w9.doc

	Fourth Quarter Week 1
	accq4w1.doc

	Fourth Quarter Week 2
	accq4w2.doc

	Fourth Quarter Week 3
	accq4w3.doc

	Fourth Quarter Week 4
	accq4w4.doc

	Fourth Quarter Week 5
	accq4w5.doc

	Fourth Quarter Week 6
	accq4w6.doc

	Fourth Quarter Week 7
	accq4w7.doc

	Fourth Quarter Week 8
	accq4w8.doc

	Fourth Quarter Week 9
	accq4w9.doc



This page is the format and design for all department pages.


If do not want to modify this page, it will save you lots of time so that you can concentrate on the development of your lesson plans by the quarter and week.  Sample lesson plans for the accounting department are included.  You are welcome to use these plans or create your own.  Just remember to follow the naming convention for files in the tables above.  Blank templates have been created for all other departments.  Just load in the file, key in your plans and save it.


To change the quarter task for this and all other departments, just click on the link; change the tasks to your liking and save the file using the same name.


There are a few things that need to be changed to customize this page.  We need to change the name of the school.  Load the form, accounting.html into Notepad.  Scroll down until you find the line Virtual Business Benicia High School.  Erase that name and substitute the name of your own school.  Save the file, click the refresh button on the browser to see your change.  If you are happy with the description of the functions of the accounting department then leave those lines alone.  If you want to make modifications or write your own description, find those lines in Notepad, edit or retype any changes or corrections.


If you want to change or add jobs in the department, again, find those lines.  They are on the last page if you have printed out the Notepad file, accounting.html.  Retype or modify these lines.  Save the file.  Use the refresh icon to see the changes.


The last thing that needs to be changed for your school is located between the <address>, </address> tags.  These lines are located at the very end of the document.  Substitute your school’s name; phone number, city, state and zip.  In the line that states <a href=”   “>MailTo:                        </A> substitute the email address that you want inquires to go to.  This line brings up your email program and lets the user send an email.

HUMAN RESOURCES
The Human Resources page is almost identical to the accounting page, with a few exceptions.  The JavaScript Statements in the beginning of the listing reflect the destination file names for the lessons.   If you use the names of the files listed below for the lessons, there is no need to change these statements.  The other slight change has to do with how the department and job responsibilities are listed.  In the accounting page, they are written in paragraph form.  The human resources page makes use of a bulleted list for these tasks.  If you want to make job or department responsibilities appear in this fashion, just use <LI> in front of each item.  One other small change is that the accounting forms link was removed.  The picture is also different. The page should look like the one listed below:
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Virtual Business Benicia High School
Human Resources Department

Home page Department Description Jobs in the Human Resources Department
Apply onvline for VE Jobs (Our Virual Enterpeise Human Resource Depattment has many Vice President of HR
responsibilities. Our department projects include: » Employee evaluations

o Creation of our company Employee Manual
o Maintain our company Personnel Files

o Assist in development of our Company Business Plan

o Create our monthly Company Newsletter

o Create Company ID's for each employee

 Maintain company Attendance and Time Card Records

» Recognition of Erplayee of the Month Assist in Annual Report for
dth Quarter

« Managerment team rep for all meetings
+ Delegation of tasks, responsible timelines and progress checks.

« Responsible for cross-training members of dept.

« Uttimate responsibilty for creation and implementation of employee
manual including training calendar and presentations.

« Responsible for HR component of business plan

Communications Specialist
« Responsible for employee manual
« Newsletter, correspondence editor

Public Relations Specialist
« Press releases; advisory board liaison
« Conflict resolution and adherence o employee policies
Quatter | HR Tasks. Staff Development Specialist
« In charge of 1/mo staff training andfor teambuilding
« Cereating a staff development calendar, take attendance
Quarter 3 HR Tasks « Employee of the month, training on employee evaluation procedures
« Set up employee files with application, resume, job offer letter, W4

Quarter 2 HR Tasks

Quarter 4 HR Tasks

HR Department. Assignments

First Quarter
Second Quarter Week 1 —
Second Quarter Week 2

Second Quarter Week 3 v

Please select a lesson

Benicia High School
Phone (1071 747.3305
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When you create lessons for the Human Relations Department use the file names listed below: Template files have been created for you. The file names are listed below.  All you need to do is to load in the file, key in your lesson plans and save it using the same name. 

ASSIGNMENT



FILE NAME TO BE USED

	First Quarter
	First Quarter.doc

	Second Quarter Week 1
	hrq2w1.doc

	Second Quarter Week 2
	hrq2w2.doc

	Second Quarter Week 3
	hrq2w3.doc

	Second Quarter Week 4
	hrq2w4.doc

	Second Quarter Week 5
	hrq2w5.doc

	Second Quarter Week 6
	hrq2w6.doc

	Second Quarter Week 7
	hrq2w7.doc

	Second Quarter Week 8
	hrq2w8.doc

	Second Quarter Week 9
	hrq2w9.doc

	Third Quarter Week 1
	hrq3w1.doc

	Third Quarter Week 2
	hrq3w2.doc

	Third Quarter Week 3
	hrq3w3.doc

	Third Quarter Week 4
	hrq3w4.doc

	Third Quarter Week 5
	hrq3w5.doc

	Third Quarter Week 6
	hrq3w6.doc

	Third Quarter Week 7
	hrq3w7.doc

	Third Quarter Week 8
	hrq3w8.doc

	Third Quarter Week 9
	hrq3w9.doc

	Fourth Quarter Week 1
	hrq4w1.doc

	Fourth Quarter Week 2
	hrq4w2.doc

	Fourth Quarter Week 3
	hrq4w3.doc

	Fourth Quarter Week 4
	hrq4w4.doc

	Fourth Quarter Week 5
	hrq4w5.doc

	Fourth Quarter Week 6
	hrq4w6.doc

	Fourth Quarter Week 7
	hrq4w7.doc

	Fourth Quarter Week 8
	hrq4w8.doc

	Fourth Quarter Week 9
	hrq4w9.doc


ADMINISTRATION PAGE

This page is designed for the use of the administrators of the company, the CEO and COO.  Here is what it looks like.
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Virtual Business Benicia High School
Administration Department
Home page Department Description Jobs in the Administrative Department
Apply on-line for VE Jobs (The administrative department is responsible for the following : |Chief Executive Officier

o Weekly Staff Meetings
o Delegate Department Responsibilties
 Follow-Up on Delegated Tasks with Departrment

Responsible for setting direction of company
Directs and manages company

Managerert « Leads company meetings
o Conducts Management Progress Reports « Responsible for Business Plan, presentations, Annual Report,
'« Responsible for Business Plan Presentation Management Team evaluations

o Lead the Annual Repor Fresertation
« Maintain Contact vith Business Pariners and Represent our | Chief Operations Officier
Sereanvlealatigtiocteny « Works directly with CEQ to direct and manage company; shares supervisory
duties for managerment team
« Responsible for all competition enies

Administrative Assistant

« Trade Fair binders with rubrics and info for each trade fair

« Agendas for all company meetings, minutes of meetings and maintenance
of comparny calendar.

|Quarter 1 Administrative Tasks « Correspondence, VE task documentation, bulletin board, formatting and
editing of Business Plan, Annual Report etc.

« Responsible for opening and distributing all mail and fases.

Quarter 2 Administrative Tasks
Quarter 3 AdministrativeTasks
Quarter 4 Administrative Tasks

Administrative Depanment Assignments

First Quarter
Second Quarter Week 1 —
Second Quarter Week 2

Second Quarter Week 3 v
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As discussed above the things needed to customize the page relate to the school name, the graphic, department and job descriptions.  No lesson plans have been created for your, we have left it up to you.  To link these assignments to the web page please use the file names listed below. Template files have been created for you. The file names are listed below.  All you need to do is to load in the file, key in your lesson plans and save it using the same name. 

ASSIGNMENT



FILE NAME TO BE USED

	First Quarter
	First Quarter.doc

	Second Quarter Week 1
	admq2w1.doc

	Second Quarter Week 2
	admq2w2.doc

	Second Quarter Week 3
	admq2w3.doc

	Second Quarter Week 4
	admq2w4.doc

	Second Quarter Week 5
	admq2w5.doc

	Second Quarter Week 6
	admq2w6.doc

	Second Quarter Week 7
	admq2w7.doc

	Second Quarter Week 8
	admq2w8.doc

	Second Quarter Week 9
	admq2w9.doc

	Third Quarter Week 1
	admq3w1.doc

	Third Quarter Week 2
	admq3w2.doc

	Third Quarter Week 3
	admq3w3.doc

	Third Quarter Week 4
	admq3w4.doc

	Third Quarter Week 5
	admq3w5.doc

	Third Quarter Week 6
	admq3w6.doc

	Third Quarter Week 7
	admq3w7.doc

	Third Quarter Week 8
	admq3w8.doc

	Third Quarter Week 9
	admq3w9.doc

	Fourth Quarter Week 1
	admq4w1.doc

	Fourth Quarter Week 2
	admq4w2.doc

	Fourth Quarter Week 3
	admq4w3.doc

	Fourth Quarter Week 4
	admq4w4.doc

	Fourth Quarter Week 5
	admq4w5.doc

	Fourth Quarter Week 6
	admq4w6.doc

	Fourth Quarter Week 7
	admq4w7.doc

	Fourth Quarter Week 8
	admq4w8.doc

	Fourth Quarter Week 9
	admq4w9.doc


Sales Department 
The Sales Department page appears below.  As noted above, you can easily change the name of the school, background colors, fonts pictures, job descriptions and department descriptions.  Just follow the instructions as outlined in the Accounting Department’s page.
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Virtual Business Benicia High School
Sales Department
Home page Department Description Jobs in the Sales Department

Apply on-line for VE Jobs

California Victual Enterprise

Quarter 1 Sales Tasks
Quarter 2 Sales Tasks
Quarter 3 Sales Tasks
Quarter 4 Sales Tasks

Sales Deparment Assignments

First Quarter
Second Quarter Week 1 —
Second Quarter Week 2

Second Quarter Week 3 v

The Sales Department is respansitle for the
fallowing
+ Assistin the Developmert ofthe Business |, Eypiovee evaluations

plan Managerment team rep for all meetings
o Assist in the Development an Presantation of |* 9 P g
« Delegation of tasks, responsible fimelines and progress checks

‘the Annual Report
« Develop ProductSenics Line + Responsible for sales component of business plan including sales goals and

Vice President of Sales

Bundle Products or Senices
Trade Fair Booth

Company Catalog

Keep Track of Inventory

projections

« Responsible for cross-training members of dept.

« Uttimate responsibilty for product development, sales and customer service.

« Develop business contracts and give copy to Branch Banker for revenue deposit

Please select a lesson

Benicia High School
Phone (1071 747.3305

Product Developer

« Determination of product line, product research, cost research, wholesale sourcing,
retail pricing, product sales tracking and data analysis

« Maintain product inventory and D assignment

Salles Director

« Responsible for working in coordination with Event Coordinator for planning Grand
Opening and Trade Fairs

« Mustirain ALL employees in sales techniques

« Staffing for all sales events

« Creation of sales log database.

« Responsible for selling to company visitors and monitoring company email account for
sales

« Also responsible for processing orders and sending on to bookkeeper.

« Responsible for all customer support issues.

Eloone

3y Computer





Template files have been created for you. The file names are listed below.  All you need to do is to load in the file, key in your lesson plans and save it using the same name. 

ASSIGNMENT



FILE NAME TO BE USED

	First Quarter
	First Quarter.doc

	Second Quarter Week 1
	salesq2w1.doc

	Second Quarter Week 2
	salesq2w2.doc

	Second Quarter Week 3
	salesq2w3.doc

	Second Quarter Week 4
	salesq2w4.doc

	Second Quarter Week 5
	salesq2w5.doc

	Second Quarter Week 6
	salesq2w6.doc

	Second Quarter Week 7
	salesq2w7.doc

	Second Quarter Week 8
	salesq2w8.doc

	Second Quarter Week 9
	salesq2w9.doc

	Third Quarter Week 1
	salesq3w1.doc

	Third Quarter Week 2
	salesq3w2.doc

	Third Quarter Week 3
	salesq3w3.doc

	Third Quarter Week 4
	salesq3w4.doc

	Third Quarter Week 5
	salesq3w5.doc

	Third Quarter Week 6
	salesq3w6.doc

	Third Quarter Week 7
	salesq3w7.doc

	Third Quarter Week 8
	salesq3w8.doc

	Third Quarter Week 9
	salesq3w9.doc

	Fourth Quarter Week 1
	salesq4w1.doc

	Fourth Quarter Week 2
	salesq4w2.doc

	Fourth Quarter Week 3
	salesq4w3.doc

	Fourth Quarter Week 4
	salesq4w4.doc

	Fourth Quarter Week 5
	salesq4w5.doc

	Fourth Quarter Week 6
	salesq4w6.doc

	Fourth Quarter Week 7
	salesq4w7.doc

	Fourth Quarter Week 8
	salesq4w8.doc

	Fourth Quarter Week 9
	salesq4w9.doc


MARKETING

The Marketing Department page appears below.  As noted above, you can easily change the name of the school, background colors, fonts pictures, job descriptions and department descriptions.  Just follow the instructions as outlined in the Accounting Department’s page
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Virtual Business Benicia High School
Marketing Department
|Home page Department Jobs in the Marketing Department
ly on-line for VE Jobs Description

Wariecing Department

Quarter 1 Marketing Tasks
Quarter 2 Marketing Tasks
Quarter 3 Marketing Tasks
Quarter 4 Marketing Tasks

Marketing Department Assignments

First Quarter
Second Quarter Week 1 —
Second Quarter Week 2

Second Quarter Week 3 v

Please select a lesson

Benicia High School
Phone (1071 747.3305

The marketing departrment is responsitle for
the following

o Assist in Preparation of the Business Plan
o Assist in the development and presentaion
of the Anrual Report

Vice President ofMarketing
« Employee evaluations

« Managerment team rep for all meetings

« Responsible for cross-training members of dept.

« Uttimate responsibilty for marketing component of business plan

« Developing marketing plan and promo materials and marketing plan competitions at trade

o Implement the marketing strategy specified fairs,

in the Business Plan
o Conduct Marketing Research on a regular
basis

» Determine Product or Senice to be
featured in advertisernents

o Create ads featured in Web Site

o Analyze Sales Records on a regular basis

Marketing Director
« Responsible for catalog layout, catalog production and seasonal revisions, brochure
design and production Promotional Assistant

« Responsible for flyers, bi-weekly advertisements, trade fair giveaways

« Also works with digital image specialist to create video commercial

Event Coordinator
« Responsible for planning and implementation of Grand Opening, Trade Fair booth design
and implementation, Open House and any other promotional events

« Must create budget, do cost and travel research for Trade Fairs, collect all permission
slips

Eloone
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Template files have been created for you. The file names are listed below.  All you need to do is to load in the file, key in your lesson plans and save it using the same name. 

ASSIGNMENT



FILE NAME TO BE USED

	First Quarter
	First Quarter.doc

	Second Quarter Week 1
	marketingq2w1.doc

	Second Quarter Week 2
	marketingq2w2.doc

	Second Quarter Week 3
	marketingq2w3.doc

	Second Quarter Week 4
	marketingq2w4.doc

	Second Quarter Week 5
	marketingq2w5.doc

	Second Quarter Week 6
	marketingq2w6.doc

	Second Quarter Week 7
	marketingq2w7.doc

	Second Quarter Week 8
	marketingq2w8.doc

	Second Quarter Week 9
	marketingq2w9.doc

	Third Quarter Week 1
	marketingq3w1.doc

	Third Quarter Week 2
	marketingq3w2.doc

	Third Quarter Week 3
	marketingq3w3.doc

	Third Quarter Week 4
	marketingq3w4.doc

	Third Quarter Week 5
	marketingq3w5.doc

	Third Quarter Week 6
	marketingq3w6.doc

	Third Quarter Week 7
	marketingq3w7.doc

	Third Quarter Week 8
	marketingq3w8.doc

	Third Quarter Week 9
	marketingq3w9.doc

	Fourth Quarter Week 1
	marketingq4w1.doc

	Fourth Quarter Week 2
	marketingq4w2.doc

	Fourth Quarter Week 3
	marketingq4w3.doc

	Fourth Quarter Week 4
	marketingq4w4.doc

	Fourth Quarter Week 5
	marketingq4w5.doc

	Fourth Quarter Week 6
	marketingq4w6.doc

	Fourth Quarter Week 7
	marketingq4w7.doc

	Fourth Quarter Week 8
	marketingq4w8.doc

	Fourth Quarter Week 9
	marketingq4w9.doc


INFORMATION TECHNOLOGY

The Information Technology Department page appears below.  As noted above, you can easily change the name of the school, background colors, fonts pictures, job descriptions and department descriptions.  Just follow the instructions as outlined in the Accounting Department’s page
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Virtual Business Benicia High School
Information Technology Department

Home page Department Jobs in the Information Technology Department
Apply on-line for VE Jobs Description

Chief Information Technology Officer

The infarmaton Technology
dspatiment is responcile | EMployee evaluations, Management team rep for all meetings, delegation of tasks, responsible for

for the following fimelines and progress checks, Responsible for cross-training members of dept. Setting up and
o Create the Company'’s E- maintaining electronic filng system on shared folder, ultimately responsible for website theme, style,
Commerce Website appropriateness, grammar and speling, and consistency. Must train employees on email systemn

o Upload Biweekly Ads
 Troubleshoot
Technmolagy Issues
 Produce Company Video
Cormmercial

Responsible for computer support (i.e. how to put business card paper in, refil paper and ink, etc.)
Responsible for creation with collaboration from appropriate department of all electronic forms including
company letterhead, fax cover sheets, memorandums, business cards, name tags, invoices, thank you
notes and other forms as needed.

‘Web Master
Design, creation and maintenance of user-friendly web site. ‘Whitten website documentation to include

screen-shot, source code, fling schematic and naming convention. Responsible for working shopping cart,
seasonal banner ads, web promos, and web competitions

|Quarter 1 IT Tasks Digital Image Specialist Responsible for employee pictures, digital documentation of events, digital

photo library, PowerPoint specilist, videographer and video commercial competition in cooperation with

Quarter 2 IT Tasks
promotional assistant. Maintain company logo.

Quarter 3 1T Tasks
Quarter 4 1T Tasks

IT Dep. Assignments

First Quarter
Second Quarter Week 1 —
Second Quarter Week 2

Second Quarter Week 3 v

Please select a lesson

Benicia High School
Phone (1071 747.3305
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Template files have been created for you. The file names are listed below.  All you need to do is to load in the file, key in your lesson plans and save it using the same name. 

ASSIGNMENT



FILE NAME TO BE USED

	First Quarter
	First Quarter.doc

	Second Quarter Week 1
	itq2w1.doc

	Second Quarter Week 2
	itq2w2.doc

	Second Quarter Week 3
	itq2w3.doc

	Second Quarter Week 4
	itq2w4.doc

	Second Quarter Week 5
	itq2w5.doc

	Second Quarter Week 6
	itq2w6.doc

	Second Quarter Week 7
	itq2w7.doc

	Second Quarter Week 8
	itq2w8.doc

	Second Quarter Week 9
	itq2w9.doc

	Third Quarter Week 1
	itq3w1.doc

	Third Quarter Week 2
	itq3w2.doc

	Third Quarter Week 3
	itq3w3.doc

	Third Quarter Week 4
	itq3w4.doc

	Third Quarter Week 5
	itq3w5.doc

	Third Quarter Week 6
	itq3w6.doc

	Third Quarter Week 7
	itq3w7.doc

	Third Quarter Week 8
	itq3w8.doc

	Third Quarter Week 9
	itq3w9.doc

	Fourth Quarter Week 1
	itq4w1.doc

	Fourth Quarter Week 2
	itq4w2.doc

	Fourth Quarter Week 3
	itq4w3.doc

	Fourth Quarter Week 4
	itq4w4.doc

	Fourth Quarter Week 5
	itq4w5.doc

	Fourth Quarter Week 6
	itq4w6.doc

	Fourth Quarter Week 7
	itq4w7.doc

	Fourth Quarter Week 8
	itq4w8.doc

	Fourth Quarter Week 9
	itq4w9.doc


FUNDRAISING

The Fundraising Department page appears below.  As noted above, you can easily change the name of the school, background colors, fonts pictures, job descriptions and department descriptions.  Just follow the instructions as outlined in the Accounting Department’s page.  Not all schools have this department.  It was included in case some VE programs included it.  There are no quarter tasks listed since each one would be unique. 
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v Wi
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Template files have been created for you. The file names are listed below.  All you need to do is to load in the file, key in your lesson plans and save it using the same name. 

ASSIGNMENT



FILE NAME TO BE USED

	First Quarter
	First Quarter.doc

	Second Quarter Week 1
	fundq2w1.doc

	Second Quarter Week 2
	fundq2w2.doc

	Second Quarter Week 3
	fundq2w3.doc

	Second Quarter Week 4
	fundq2w4.doc

	Second Quarter Week 5
	fundq2w5.doc

	Second Quarter Week 6
	fundq2w6.doc

	Second Quarter Week 7
	fundq2w7.doc

	Second Quarter Week 8
	fundq2w8.doc

	Second Quarter Week 9
	fundq2w9.doc

	Third Quarter Week 1
	fundq3w1.doc

	Third Quarter Week 2
	fundq3w2.doc

	Third Quarter Week 3
	fundq3w3.doc

	Third Quarter Week 4
	fundq3w4.doc

	Third Quarter Week 5
	fundq3w5.doc

	Third Quarter Week 6
	fundq3w6.doc

	Third Quarter Week 7
	fundq3w7.doc

	Third Quarter Week 8
	fundq3w8.doc

	Third Quarter Week 9
	fundq3w9.doc

	Fourth Quarter Week 1
	fundq4w1.doc

	Fourth Quarter Week 2
	fundq4w2.doc

	Fourth Quarter Week 3
	fundq4w3.doc

	Fourth Quarter Week 4
	fundq4w4.doc

	Fourth Quarter Week 5
	fundq4w5.doc

	Fourth Quarter Week 6
	fundq4w6.doc

	Fourth Quarter Week 7
	fundq4w7.doc

	Fourth Quarter Week 8
	fundq4w8.doc

	Fourth Quarter Week 9
	fundq4w9.doc


On-line Job application form

The on-line job application form is a link on this page and all other department pages, for your students to use to see how to apply for a job in your Virtual Enterprise Company.  

The top half of the forms appears below:
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APPLICANT INFORMATION.

Last Name

Address

City State
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Are youa U.S, citizen? Yes O Mo O Tfno, are you authorized to work in the U.5.7 Yes O Mo O

‘Have you ever worked for this company? Yes O Mo O I so, when?

Convicted of a felony? Yes O No O Tyes, Explain
EDUCATION
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There just a few changes needed to customize this form.  You will need to change the name of the high school and where the form is sent when the user clicks the submit button.  You may want to change the logo as well. A complete listing to the application.html Notepad file is listed below.

<HTML>

<HEAD>

<TITLE>Job Application</TITLE>

<SCRIPT LANGUAGE ="JavaScript">

function validateRadio(form)

{


if (form.ApplicantCitizen[0].checked == true)


{



return true;


}


if (form.ApplicantAuthorizedToWork[0].checked == true)


{



return true;


}


if (form.ApplicantWorkedThisCompany[0].checked ==true)


{



return true;


}


if(form.ApplicantFelon[0].checked==true)


{



return true;


}


if (form.ApplicantHighSchoolGraduate[0].checked == true)


{



return true;


}


if (form.CollegeGraduate[0].checked == true)


{



return true;


}


If (form.GraduateOtherEducation[0].checked == true)


{



return true;


}


if (form.PreviousEmployment1ContactSupervisor[0].checked == true)


{



return true;


}


if (form.PreviousEmployment2.ContactSupervisor[0].checked == true)


{



return true;


}


If (form.PreviousEmployment3.ContactSupervisor[0].checked=true)


{



return true;


}


If (form.CertifyAnswers[0].checked==true)


{



return true;


}


If(form.ResultInMyRelease[0].checked=true)


{



return true;


}



return false;

}

function checkOut()

  {

   var themessage = "You are required to complete the following fields: ";

   if(document.form.ApplicantLastName.value == "") {

   themessage = themessage + " - Last Name";

   }

   if(document.form.ApplicantFirstName.value == "") {


themessage = themessage + " -First Name";

   }


if(document.form.ApplicantEmail.value == "") {


themessage = themessage + " - e-mail";

   }


if(document.form.ApplicantStudentId.value == "") {


themessage = themessage + " - Student I.D.Number";

   }

        if (themessage == "You are required to complete the following fields: ") {

        if (confirm('Is this application correct?'))

       document.form.submit();

       }

  else {

  alert(themessage);

  return false;

  }

}      

</SCRIPT>

</HEAD>

<BODY bgColor=ffebcd>

<FONT face=impact>

<font color=deb887>

<font size=6>

<Strong>Benicia High School Virtual Business</Strong><P>

<font size=4>Employment Application<img src="VE logo.gif" hspace=525 width=75 height=75 border=5 Align=top ><P>

</font>

<Font face="Times New Roman" size=2 color=red>

 APPLICANT INFORMATION.

<FORM name="form" method="post" action="mailto:jerrybelch@cox.net ?subject=Virtual Enterprise Job Application"  enctype="text/plain">

<!--Form Name="form" ACTION=http://www.janetbelch.com/cgi-pub/FormMail/  method=post-->

<TABLE BORDER=1 Cellpadding=2 cellspacing=2 width=90% >

<TR>

<TD  ALIGN="left"  > Last Name&nbsp; <input  TYPE="TEXT" Size= "20"  MAXLENGTH ="20" Name="ApplicantLastName"></TD>

<TD ALIGN="left" nowrap>First &nbsp;<input TYPE="TEXT"  Size =10 MAXLENGTH ="10" NAME="ApplicantFirstName" ></TD>

<TD ALIGN="left">M.I.&nbsp;<input TYPE="TEXT"  Size =1 MAXLENGTH ="1" NAME="ApplicantMiddleIniitial" ></TD>

<TD ALIGN="left">Date&nbsp;<input TYPE="TEXT"  Size =10 MAXLENGTH ="10" NAME="DateOfApplication" ></TD>

</TR>

<TR>

<TD colspan=3 ALIGN="left">Address&nbsp;<input TYPE="TEXT"  Size =28 MAXLENGTH ="28" NAME="ApplicantAddress" ></TD>

<TD ALIGN="right">Apt/unit #&nbsp;<input TYPE="TEXT"  Size =2 MAXLENGTH ="2" NAME="ApplicantAptNumber" ></TD>

</TR>

<TR>

<TD ALIGN="left">City&nbsp;<input TYPE="TEXT"  Size =30 MAXLENGTH ="30" NAME="ApplicantCity" ></TD>

<TD ALIGN="left">State&nbsp;<input TYPE="TEXT"  Size =2 MAXLENGTH ="2" NAME="ApplicantState" ></TD>

<TD colspan =2 ALIGN="left">ZIP&nbsp;<input TYPE="TEXT"  Size =10 MAXLENGTH ="10" NAME="ApplicantZipCode" ></TD>

</TR>

<TR>

<TD ALIGN="left">Phone&nbsp;<input TYPE="TEXT"  Size =12 MAXLENGTH ="12" NAME="ApplicantPhone" ></TD>

<TD colspan =3 ALIGN="left">E-mail Address:&nbsp;<input NAME="ApplicantEmail" TYPE="TEXT" SIZE="30" MAXLENGTH ="30"></TD>

</TR>

<TR>

<TD ALIGN="left">Date Available:&nbsp;<input NAME="ApplicantDateAvailable" TYPE="TEXT" SIZE="8" MAXLENGTH ="8"></TD>

<TD colspan=2 ALIGN="left">Stu. ID&nbsp;<input NAME="ApplicantStudentId" TYPE="TEXT" SIZE="10" MAXLENGTH ="10"></TD>

<TD colspan=2 ALIGN="left" nowrap>Salary Req&nbsp;<input NAME="ApplicantDesiredSalary" TYPE="TEXT" SIZE="7" MAXLENGTH ="7"></TD>

</TR>

<TR>

<TD colspan=4  ALIGN="left">Position Applied for&nbsp;<input NAME="ApplicantPositionAppliedFor" TYPE="TEXT" SIZE="70" MAXLENGTH ="70"></TD>

</TR>

<TR>

<TD ALIGN="left" nowrap>Are you a U.S. citizen?&nbsp;Yes<input TYPE="radio" NAME="ApplicantCitizen" Value="Yes"  >

&nbsp;

No <input Type="radio" NAME="ApplicantCitizen" Value="No"> </TD>

<TD Colspan =3 ALIGN="left" nowrap>If no, are you authorized to work in the U.S.?&nbsp;Yes<input NAME="ApplicantAuthorizedToWork" TYPE="radio" Value="Yes">

&nbsp;No <input NAME="ApplicantAuthorizedToWork" TYPE="radio" Value="No"</TD>

</TR>

<TR>

<TD colspan=2 ALIGN="left">Have you ever worked for this company?&nbsp;Yes<input NAME="ApplicantWorkedThisCompany" TYPE="radio" Value="Yes">

&nbsp;No <input NAME="ApplicantWorkedThis Company" TYPE="radio" Value="No"</TD>

<TD colspan=2 Align="left" nowrap>If so, when?&nbsp;<Input Type="Text" name="ApplicantWorkedThisCompanyWhen" maxlength=20 size=20></TD>

</TR>

<TR>

<TD align="left">Convicted of a felony?&nbsp;Yes<Input type="Radio" name ="ApplicantFelon" value="Yes">&nbsp;No<Input Type="radio" name="ApplicantFelon" value="No"></TD>

<TD colspan= 3 align="left">&nbsp;If yes, Explain &nbsp;<input type="text" maxlength=40 size=40 name="ApplicantFelonyExplain"></TD>

</TR>

<TR>

</TABLE>

<Font face="Times New Roman" size=2 color=red>

EDUCATION

<Table border= 1 cellpadding=2 cellspacing =2 width=90% >

<TR>

<TD align=left nowrap>High School &nbsp;<input type ="text" maxlength=38 size=38 name="HighSchool" </TD>

<TD align=left nowrap>Address &nbsp;<input type="text" maxlength=34 size =34 name ="HighSchoolAddress"></TD>

</TR>

</TABLE>

<Table border= 1 cellpadding=2 cellspacing =2 width=90%>

<TR>

<TD align=left nowrap>From &nbsp;<input type="text" maxlength=8 size=8 name="BeginDateHighSchool">

To &nbsp;<input type="text" maxlength =8 size ="8" name ="EndDateHighSchool"</TD>

<TD align=left nowrap>Graduate?&nbsp;Yes<input type="Radio" name ="HighSchoolGraduate" value="Yes"

 <BR>&nbsp; No <input type = "Radio"  name ="HighSchoolGraduate" value="No"</TD>

<TD align=left nowrap>Degree&nbsp;<input type="Text" maxlength=25 size=25 name="HighSchoolDegree"</TD>

</TR>

</TAble>

<TAble border=1 cellspacing=2 cellpadding=2 width=90%>

<TR>

<TD align=left nowrap>College &nbsp;<input type="text" name="College" maxlength=38 size=38</TD>

<TD align=left nowrap>Address &nbsp;<input type=text maxlength=39 size=39 name="CollegeAddress"</TD>

</TR>

</TABLE>

<Table border= 1 cellpadding=2 cellspacing =2 width=90%>

<TR>

<TD align=left nowrap>From &nbsp;<input type="text" maxlength=8 size=8 name="BeginDateCollege">

To &nbsp;<input type="text" maxlength =8 size ="8" name ="EndDateCollege"</TD>

<TD align=left nowrap>Graduate?&nbsp;Yes<input type="Radio" name ="CollegeGraduate" value="Yes"

 <BR>&nbsp; No <input type = "Radio"  name ="CollegeGraduate" value="No"</TD>

<TD>Degree&nbsp;<input type="Text" maxlength=25 size=25 name="CollegeDegree"</TD>

</TR>

</TAble>

<TAble border=1 cellspacing=2 cellpadding=2 width=90%>

<TR>

<TD align=left nowrap>Other &nbsp;<input type="text" name="OtherEducation" maxlength=40 size=40</TD>

<TD align=left nowrap>Address &nbsp;<input type=text maxlength=39 size=39 name="OtherEducationAddress"</TD>

</TR>

</TABLE>

<TAble border=1 cellpadding=2 cellspacing=2 width=90%>

<TR>

<TD align=left nowrap>From &nbsp;<input type="text" maxlength=8 size=8 name="BeginDateOtherEducation">

To &nbsp;<input type="text" maxlength =8 size ="8" name ="EndDateOtherEducation"</TD>

<TD align=left nowrap>Graduate?&nbsp;Yes<input type="Radio" name ="GraduateOtherEducation" value="Yes"

 <BR>&nbsp; No <input type = "Radio"  name ="GraduateOtherEducation" value="No"</TD>

<TD align=left nowrap>Degree&nbsp;<input type="Text" maxlength=25 size=25 name="OtherEducationDegree"</TD>

</TR>

</TAble>

<Font face="Times New Roman" size=2 color=red>

REFERENCES

<br>

<Font face="Arial" size=1 color ="green">

Please list three professional references

<BR>

</Font>

<!--font face= "Times New Roman" size=2 color ="black"-->

<TABLE BORDER=1 cellspacing=2 cellpadding=2 width=90%>

<TR>

<TD align=left  nowrap>Full Name &nbsp;<input type="text" maxlength=35 size=35 name="NameOfReference1"</TD>

<TD align=left  nowrap>Relationship &nbsp;<input type="text" name="Reference1Relationship" maxlength=35 size=35</TD>

</TR>

<TR>

<TD align=left  nowrap>Company &nbsp;<input type="text" name="Reference1Company" maxlength=30 size=30</TD>

<TD align=left  nowrap>Phone &nbsp;<input type="text" maxlength=30 size=30 name="Reference1Phone"</TD>

</TR>

<TR>

<TD align=left  nowrap colspan=2>Address&nbsp;<input type="Text" maxlength=80 size=80 name="Reference1Address"</TD> 

</TR>

<TR>

<TD align=left  nowrap>Full Name &nbsp;<input type="text" maxlength=30 size=30 name="NameOfReference2"</TD>

<Td align=left  nowrap>Relationship &nbsp;<input type="text" name="Reference2Relationship" maxlength=35 size=35</TD>

</TR>

<TR>

<TD align=left  nowrap>Company &nbsp;<input type="text" name="Reference2Company" maxlength=30 size=30</TD>

<TD align=left  nowrap>Phone &nbsp;<input type="text" maxlength=30 size=30 name="Reference2Phone"</TD>

</TR>

<TR>

<TD align=left  nowrap colspan=2>Address&nbsp;<input type="Text" maxlength=80 size=80 name=Reference2Address</TD> 

</TR>

<TR>

<TD align=left  nowrap>Full Name &nbsp;<input type="text" maxlength=30 size=30 name="NameofReference3"</TD>

<Td align=left  nowrap>Relationship &nbsp;<input type="text" name="Reference3Relationship" maxlength=30 size=30</TD>

</TR>

<TR>

<TD align=left  nowrap>Company &nbsp;<input type="text" name="Reference3Company" maxlength=30 size=30</TD>

<TD align=left  nowrap>Phone &nbsp;<input type="text" maxlength=30 size=30 name="Reference3Phone"</TD>

</TR>

<TR>

<TD align=left  nowrap colspan=2>Address&nbsp;<input type="Text" maxlength=80 size=80 name=Reference3Address</TD> 

</TR>

</TABLE>

<Font face="Times New Roman" size=2 color=red>

PREVIOUS EMPLOYMENT

<Font face= "Times New Roman" size=2 color =black>

<Table border=1 cols= 3 cellspacing=2 cellpadding =2 width=90%>

<TR>

<TD align=left  nowrap>Company &nbsp;<input type="text" maxlength=30 size=30 name="PreviousEmployment1Company"</TD>

<TD align=left  nowrap>Phone &nbsp;<Input type="text" maxlength=20 size=20 name="PreviousEmployment1Phone"</TD>

</TR>

<TR>

<TD align=left nowrap>Address&nbsp;<input type="Text" name="PreviousEmploymentCompany1Address"maxlength=30 size=30</TD>

<TD align=left nowrap>Supervisor&nbsp;<input type="Text" name= "Previous Employment1Supervisor" Maxlength=30 size=30</TD>

</TR>

<TR>

<TD align=left nowrap>Job Title&nbsp;<input type="text" name="PreviousEmployment1JobTitle" maxlength=20 size=20</TD>

<TD align=left nowrap>Start Salary&nbsp;<input type="text" name="Previous Employment1StartingSalary" maxlength=7 size=7>

&nbsp;End Salary&nbsp;<input type="Text" name="PreviousEmployment1Ending Salary" maxlength=7 size=7</TD>

</TR>

<TR>

<TD colspan="2" align=left nowrap >Responsibilities&nbsp;<input type="Text" name="PreviousEmploymennt1Responsibilities" maxlength=87 size=87</TD>

</TR>

<TR>

<TD align=left nowrap>From&nbsp;<input type="Text" name="PreviousEmployment1BeginDate" maxlength=10 size=10 >&nbsp;To&nbsp;<input type="Text" name="PreviousEmployment1EndDate" maxlength=10 size=10</TD>

<TD align=left nowrap>Reason for Leaving&nbsp;<input type="Text" maxlength=30 size=30 name="PreviousEmployment1ReasonForLeaving"</TD>

</TR>

<TR>

<TD align=left nowrap colspan=2>May we contact your previous supervisor for a reference?&nbsp;Yes&nbsp;<input type="Radio" name="PreviousEmployment1ContactSupervisor" Value="Yes"> &nbsp;No&nbsp;<Input type="Radio" name="PreviousEmployment1ContactSupervisor" Value="No"></TD>

</TR>

<TR>

<!-- previous employmnent 2 -->

<TD align=left  nowrap>Company &nbsp;<input type="text" maxlength=30 size=30 name="PreviousEmployment2Company"</TD>

<TD align=left  nowrap>Phone &nbsp;<Input type="text" maxlength=20 size=20 name="PreviousEmployment2Phone"</TD>

</TR>

<TR>

<TD align=left nowrap>Address&nbsp;<input type="Text" name="PreviousEmploymentCompanyAddress2"maxlength=30 size=30</TD>

<TD align=left nowrap>Supervisor&nbsp;<input type="Text" name= "Previous Employment2Supervisor" Maxlength=30 size=30</TD>

</TR>

<TR>

<TD align=left nowrap>Job Title&nbsp;<input type="text" name="PreviousEmployment2JobTitle" maxlength=20 size=20</TD>

<TD align=left nowrap>Start Salary&nbsp;<input type="text" name="Previous Employment2StartingSalary" maxlength=7 size=7>

&nbsp;End Salary&nbsp;<input type="Text" name="PreviousEmployment2Ending Salary" maxlength=7 size=7</TD>

</TR>

<TR>

<TD colspan="2" align=left nowrap >Responsibilities&nbsp;<input type="Text" name="PreviousEmployment2Responsibilities" maxlength=87 size=87</TD>

</TR>

<TR>

<TD align=left nowrap>From&nbsp;<input type="Text" name="PreviousEmployment2BeginDate" maxlength=10 size=10 >&nbsp;To&nbsp;<input type="Text" name="PreviousEmployment2EndDate" maxlength=10 size=10</TD>

<TD align=left nowrap>Reason for Leaving&nbsp;<input type="Text" maxlength=30 size=30 name="PreviousEmployment2ReasonForLeaving"</TD>

</TR>

<TR>

<TD align=left nowrap colspan=2>May we contact your previous supervisor for a reference?&nbsp;Yes&nbsp;<input type="Radio" name="PreviousEmployment1ContactSupervisor" Value="Yes"> &nbsp;No&nbsp;<Input type="Radio" name="PreviousEmployment1ContactSupervisor" Value="No"></TD>

</TR>

<TR>

<! previous employment 3 -->

<TD align=left  nowrap>Company &nbsp;<input type="text" maxlength=30 size=30 name="PreviousEmployment3Company"</TD>

<TD align=left  nowrap>Phone &nbsp;<Input type="text" maxlength=20 size=20 name="PreviousEmployment3Phone"</TD>

</TR>

<TR>

<TD align=left nowrap>Address&nbsp;<input type="Text" name="PreviousEmploymentCompany3Address"maxlength=30 size=30</TD>

<TD align=left nowrap>Supervisor&nbsp;<input type="Text" name= "Previous Employment3Supervisor" Maxlength=30 size=30</TD>

</TR>

<TR>

<TD align=left nowrap>Job Title&nbsp;<input type="text" name="PreviousEmployment3JobTitle" maxlength=20 size=20</TD>

<TD align=left nowrap>Start Salary&nbsp;<input type="text" name="Previous Employment3StartingSalary" maxlength=7 size=7>

&nbsp;End Salary&nbsp;<input type="Text" name="PreviousEmployment3Ending Salary" maxlength=7 size=7</TD>

</TR>

<TR>

<TD colspan="2" align=left nowrap >Responsibilities&nbsp;<input type="Text" name="PreviousEmploymennt3Responsibilities" maxlength=87 size=87</TD>

</TR>

<TR>

<TD align=left nowrap>From&nbsp;<input type="Text" name="PreviousEmployment3BeginDate" maxlength=10 size=10 >&nbsp;To&nbsp;<input type="Text" name="PreviousEmployment3EndDate" maxlength=10 size=10</TD>

<TD align=left nowrap>Reason for Leaving&nbsp;<input type="Text" maxlength=30 size=30 name="PreviousEmployment3ReasonForLeaving"</TD>

</TR>

<TR>

<TD align=left nowrap colspan=2>May we contact your previous supervisor for a reference?&nbsp;Yes&nbsp;<input type="Radio" name="PreviousEmployment3ContactSupervisor" Value="Yes"> &nbsp;No&nbsp;<Input type="Radio" name="PreviousEmployment3ContactSupervisor" Value="No"></TD>

</TR>

<TR>

</TR>

</TABLE>

<!--military service -->

<Font face="Times New Roman" size=2 color=red>

MILITARY SERVICE

<Font face= "Times New Roman" size=2 color =black>

<Table border=1 cols= 2 cellspacing=2 cellpadding =2 width=90%>

<TR>

<TD align=left  nowrap>Branch &nbsp;<input type="text" maxlength=22 size=22 name="MilitaryBranch"</TD>

<TD align=left nowrap>From&nbsp;<input Type="Text" size=10 maxlength=10 name="MilitaryBeginDate">&nbsp;<BR>To&nbsp;&nbsp&nbsp&nbsp&nbsp<input Type="text" maxlength=10 size=10 name="Military EndDate"></TD?

</TR>

<TR>

<TD align=left nowrap>Rank at Discharge&nbsp;<Input Type="Text" maxlength=25 size=25 name="MilitaryRankAtDischarge"></TD>

<TD align=left nowrap>Type&nbsp;<input type="text" maxlength=10 size=10 name="TypeOfMilitaryDischarge"></TD>

</TR>

<TR>

<TD align=left nowrap colspan=2>If other than honorable, explain&nbsp;<input type=text maxlength = 70 size=70 name="ExplainMilitaryDischarge"</TD>

</TR>

<TR>

<TD align =left nowrap>I certify that my answers are true and complete to the best of my knowledge.</TD>

<TD align =left nowrap>&nbsp;Yes<input type="Radio" name="CertifyAnswers" value="Yes">&nbsp;No<input Type="Radio" name="CertifyAnswers" value="No"></TD>

</TR>

<TR>

<TD align =left nowrap>If this application leads to employment, I understand that false or<BR> misleading information may result in my release.</TD>

<TD align =left nowrap>&nbsp;Yes<input type="Radio" name="ResultInMyRelease" value="Yes">&nbsp;No<input Type="Radio" name="ResultInMyRelease" value="No"></TD>

</TR>

</Table>

<Input type="button" NAME="button" VAlue="Submit Application" onClick="checkOut()"> 

<Input type="reset" name ="ResetButton" Value="Reset">

<!--input type=hidden value=janet@janetbelch.com name= recipient-->

</Form>

</BODY>

</HTML>


To make these changes, first locate where the words, Benicia High School, are located.  It is right after the ending </SCRIPT> tag   The <STRONG> tag precedes it.  Retype your school’s name.  Save the file, click on the browser’s refresh icon to see the change.


The following lines are the ones responsible for displaying the logo on the application form.  If you have a company logo or school logo, just substitute the name of your file in between the quotation marks.


<img src="VE logo.gif" hspace=525 width=75 height=75 border=5 Align=top ><P>


The next change that is necessary is to direct the form to the correct person in your organization whether it is your instructor or the head of the Human Resources department.  Find the line that states:

 <FORM name="form" method="post" action="mailto:jerrybelch@cox.net ?subject=Virtual Enterprise Job Application"  enctype="text/plain"> 

 All that is needed is to replace the information after the words mailto: Substitute the correct e-mail address, save the file; refresh the browser to see you changes.    There are a number of ways of submitting a form thru the Internet.  The one illustrated here is the mailto approach.  On most major commercial servers, there is a CGI script available for the form to be submitted.  If a server hosts your site with CGI scripts for form mail, you may want to use their service.  Ask them want the lines need to say.  The one listed below the mail to tag is just such an example.  The website janetbelch.com is hosted by Prohosting.com.  This is the script that would be used to send this form to Janet Belch’s email account.  Most school servers cannot process forms in this way, that is why the, mailto tag approach is utilized.  To make this line ignored by the browser, comment tags are used., <!-- ….  -- >  The following lines are commented out and would only be used if we use the server’s form mail CGI scripts.  If you are a beginner, just ignore these lines.
<!--Form Name="form" ACTION=http://www.janetbelch.com/cgi-pub/FormMail/  method=post-->

<!--input type=hidden value=janet@janetbelch.com name= recipient-->

Now it is time to try out the form.  Fill in all the information and click on the Submit Application button.  The information within the <FORM> …</FORM> tags is sent to the specified email address.  To see if it is working, check the email of the person receiving the form.  It should say Virtual Enterprise Job Application.  This is the information inside the subject line of the <FORM> tag and should look something like the sample below.  Note all fields were not filled in and consequently no information appears after the equal signs for those fields.

ApplicantLastName=Belch

ApplicantFirstName=Jerry

ApplicantMiddleIniitial=A

DateOfApplication=1/08

ApplicantAddress=7266 Alameda Avenue

ApplicantAptNumber=

ApplicantCity=Goleta

ApplicantState=CA

ApplicantZipCode=93117

ApplicantPhone=805 968-2541

ApplicantEmail=jerrybelch@cox.net

ApplicantDateAvailable=1/30

ApplicantStudentId=123456

ApplicantDesiredSalary=95,000

ApplicantPositionAppliedFor=VP of Accounting

ApplicantCitizen=Yes

ApplicantWorkedThis Company=No

ApplicantWorkedThisCompanyWhen=

ApplicantFelon=No

ApplicantFelonyExplain=

HighSchool=Santa Barbara High School

HighSchoolAddress=7266 Alameda Avenue SB California

BeginDateHighSchool=9/01/196

EndDateHighSchool=06/15/19

HighSchoolGraduate=Yes

HighSchoolDegree=Diploma

College=San Diego State University

CollegeAddress=222 College Avenue San Diego CA

BeginDateCollege=9/01/63

EndDateCollege=6/30/67

CollegeGraduate=Yes

CollegeDegree=BS degree Business Admin

OtherEducation=Cal State Long Beach

OtherEducationAddress=888 College Avenue

BeginDateOtherEducation=9/01/76

EndDateOtherEducation=9/01/77

GraduateOtherEducation=Yes

OtherEducationDegree=Master's in Education

NameOfReference1=

Reference1Relationship=

Reference1Company=

Reference1Phone=

Reference1Address=

NameOfReference2=

Reference2Relationship=

Reference2Company=

Reference2Phone=

Reference2Address=

NameofReference3=

Reference3Relationship=

Reference3Company=

Reference3Phone=

Reference3Address=

PreviousEmployment1Company=

PreviousEmployment1Phone=

PreviousEmploymentCompany1Address=

Previous Employment1Supervisor=

PreviousEmployment1JobTitle=

Previous Employment1StartingSalary=

PreviousEmployment1Ending Salary=

PreviousEmploymennt1Responsibilities=

PreviousEmployment1BeginDate=

PreviousEmployment1EndDate=

PreviousEmployment1ReasonForLeaving=

PreviousEmployment2Company=

PreviousEmployment2Phone=

PreviousEmploymentCompanyAddress2=

Previous Employment2Supervisor=

PreviousEmployment2JobTitle=

Previous Employment2StartingSalary=

PreviousEmployment2Ending Salary=

PreviousEmployment2Responsibilities=

PreviousEmployment2BeginDate=

PreviousEmployment2EndDate=

PreviousEmployment2ReasonForLeaving=

PreviousEmployment3Company=

PreviousEmployment3Phone=

PreviousEmploymentCompany3Address=

Previous Employment3Supervisor=

PreviousEmployment3JobTitle=

Previous Employment3StartingSalary=

PreviousEmployment3Ending Salary=

PreviousEmploymennt3Responsibilities=

PreviousEmployment3BeginDate=

PreviousEmployment3EndDate=

PreviousEmployment3ReasonForLeaving=

MilitaryBranch=

MilitaryBeginDate=

Military EndDate=

MilitaryRankAtDischarge=

TypeOfMilitaryDischarge=

ExplainMilitaryDischarge=

Certain fields are required for the form to be processed.  These are the JavaScript statements listed in the beginning of the file. Their purpose is to catch missing and necessary information.  Try out the form again and leave off first name, last name, email address or student Id. These lines of Java Script catch the fact that the user omitted important details and show a box with a message about the missing data.


To make a copy of the job application for yourself, follow the steps listed below.

1. Drag the whole application, using the mouse.  Make sure that you start at the top and go all the way down to the bottom.  You can leave out the Submit and Reset buttons.  Hold down the control key along with the letter C or click on Edit and select Copy.

2. Open Microsoft Word.

3. Use either Control-V or select Edit and Paste.  This process takes a while so be patient.  Sometime copying and pasting fro web pages to Word documents brings unwanted table lines and symbols.  These can be edited out in Microsoft Word 

4. You may edit the document if you wish, print and save.

PHOTO PAGE


This page allows the teacher to display photos of the class, trade fair booths, grand openings, etc.  The page is set up to handle 12 photos.  Photos should be in the  jpg format and saved under the following file names.1.jpg, 2.jpg, 3.jpg, 4.jpg, 5.jpg,6.jpg, 7.jpg, 8.jpg, 9.jpg, 10.jpg, 11.jpg, 12.jpg.   The following depicts how this page might look.  There only one photo used in this page.  Of course, more can be added.  
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The Notepad listing appears below.

<html>

<Head>

<Title>Company Photos</Title>

</Head>

<Body bgcolor="c0c0c0">

<H2><Center>Virtual Business Photo Gallery </H2></Center>

<P>

<Table border =3 cellpadding=3 cellspacing=3 width=100%>

<TR>

<TD>

<img src="photographer.gif" height=250 width =520>

</TD>

<TD><img src="Benicia Logo.jpg" height=200 width=200 align=center</TD>

<TD><Font face="Comic Sans" size=4 color ="cyan">Benicia High School </TD>

</TR>

</Table>

<Table border = 3 cellpadding =3 cellspacing=3 width=100% bgcolor="white">

<TR>

<TD>

<img src="1.jpg" width=300 height=300 alt="This picture is of our CEO, John 

Smith. He is making a sale at the Bakersfield Trade Fair"

</TD>

<TD>

<img src="2.jpg" width=300 height=300 alt="This picture is at our grand opening"

</TD>

<TD>

<img src="3.jpg" width=300 height=300 alt="This picture is of our principal at the 

open house"

</TD>

</TR>

<TR>

<TD><img src="4.jpg" width=300 height=300 alt="Description of this picture 

"</TD>

<TD><img src="5.jpg" width=300 height=300 alt="Description of this picture 

"</TD>

<TD><img src="6.jpg" width=300 height=300 alt="Description of this picture 

"</TD>

</TR>

<TR>

<TD><img src="7.jpg" width=300 height=300 alt="Description of this picture 

"</TD>

<TD><img src="8.jpg" width=300 height=300 alt="Description of this picture 

"</TD>

<TD><img src="9.jpg" width=300 height=300 alt="Description of this picture 

"</TD>

</TR>

<TR>

<TD><img src="10.jpg" width=300 height=300 alt="Description of this picture 

"</TD>

<TD><img src="11.jpg" width=300 height=300 alt="Description of this picture 

"</TD>

<TD><img src="12.jpg" width=300 height=300 alt="Description of this picture 

"</TD>

</TAble>

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

</Body>

</Html>

 
This page has many of the same elements as previously discussed pages.  The title is Company Photos.  The background is silver.  The heading of the page is enclosed in a table with a border of 3, cell padding of 3 and cell spacing of 3.  We want the table to be 100% of the browser’s window. The background of the animated gif of the photographer is also silver.  A height of 250 with a width of 520 was specified for the picture called photographer.gif.  The animated character occupies the first table data cell of the table.  Remember that the <TR> stands for a new row of the table. The animation was created in Flash.  There are web sites that feature animated gifs.  Some are free others charge for the image.  If you do not like the image, just remove the line that makes it appear on the web page, <img src="photographer.gif" height=250 width =520>.  You may want to substitute one of your own here.  The next cell in the table contains the logo for our school.  The height and width are specified as well as alignment in the cell.  The next table data cell contains the name of our school.  As you can see Comic Sans was specified as the font size 4 and color cyan.  Next we tell the browser that this is the end of our table row, </TR> and the end of this table, </Table>.


The next table is to enclose all of the twelve pictures that we want to display. The following line begins this table. <Table border = 3 cellpadding =3 cellspacing=3 width=100% bgcolor="white">.  There are three pictures across the screen.  Each picture is inside a table data cell.  Remember <TR> starts a new row and </TR> ends a row.  Each image is numbered, like 1.jpg, 2.jgp, 3.jpg, etc.  You can change the file names of the pictures, but they must match the ones you have saved under a different name.  These pictures must also be in the same folder as the photo web page.  Each picture is set at 300 width and height.  These numbers can, of course, be adjusted to any size that looks good.  The Alt tag stands for alternative text.  When you pass the mouse pointer over the image, text can displayed.  I used, for example, a description of a fictitious CEO named John Smith .  You may put any text you want here to describe each picture.  If picture does not appear, check the coding in notepad carefully and match it with the exact name of the picture file. It is case sensitive and spacing counts. Remember there is room for twelve pictures.  More could be used if you wish, but remember picture files load a lot slower than text and too many pictures is not a great idea.  Just rotate the pictures on the page as you get new ones.  There is a link back to the home page at the bottom of the page, <A Href=”index.html”</A>Home page.

Business Partners
This link is easy to modify.  You just have to retype it using Microsoft Word.  Links to the business partner’s web pages can be included if you wish.  Just choose insert hyperlink from the menu, key in what you want displayed and then the actual URL of your business partner. Remember to save the file as Business Partners.doc to get it to link to the index or home page.  A link at the bottom is also useful so the user can return easily to the home page.

Appendix A

HTML Categories and Their Tags

	Tags
	Tag Names
	Explanation

	<!DOCTYPE>
	Document Type
	Specifies version of HTML Used in the document

	<A> … </A>
	Anchor tag
	Used to create links to other pages or web sited

	<ABBR> …</ABBR>
	Abbreviation tag
	Marks the enclosed text as an abbreviation

	<ADDRESS> … </ADDRESS>
	Address tag
	Credit and reference information

	<APPLET> …</APPLET>
	Applet
	Used to include a Java applet within an HTML document

	<AREA>
	Client side image map
	Specifies a single-key stroke to activate the defined hot spot

	<B> … </B>
	Bold text
	Indicates that enclosed text is in bold face

	<BASE>
	Basis for relative addressing
	Occurs within <HEAD> tag

Good starting point of other references

	<BASEFONT>
	Base Font
	Sets the base font parameters to be used as default

	<BIG>…</BIG>
	Big text
	Makes text font size one size larger

	<BLOCKQUOTE>… </BLOCKQUOTE>
	Quote style
	Sets off large chunks of material

	<BODY> … </BODY>
	Document Body
	Identifies the body of an HTML document

	<BR>
	Force Line Break
	Forces a line break in HTML

	<BUTTON>…</BUTTON>
	Form Button
	Creates a submission input element similar to standard “Submit” and “Reset” buttons

	<CAPTION>…<CAPTION>
	Table Caption
	Used to put a caption in a table

	<CENTER>…</CENTER>
	Centered Text
	Indicates that the text should be centered horizontally

	<CITE>…</CITE>
	Citation Markup
	Used to highlight external resource citations

	<CODE>…</CODE>
	Program Code Text
	Used to enclose programs or samples of code

	<COL>
	Column properties
	Sets the properties of a column

	<COLGROUP>
	Column Group
	Sets the properties of one or more columns.

	<DD>
	Definition Description
	The descriptive or definition part of a definition list element.  This element is displayed indented

	<DFN>
	Definition of a term
	Used to mark terms that appear for the first time in a web document.

	<DIR>…</DIR>
	Directory list
	A style typically used for lists made up short elements, such as file names

	<DIV>…</DIV>
	Logical Division
	Indicates divisions in a document

	<DL>…</DL>
	Definition list
	Encloses a collection definition terms

	<DT>
	Definition Term
	The term part of a definition entry

	<EM>…</EM>
	Emphasis
	Provides typographic emphasis, usually rendered as italics

	<FIELDSET>…</FIELDSET>
	Sets of Fields
	Groups similar form elements and controls.

	<FONT>…</FONT>
	Font appearance
	Sets the size, font and color of enclosed text.

	<FORM>…</FORM>
	User input form
	Defines an area that contains objects soliciting user input.

	<FRAME>
	Frame definition
	Defines a single frame in a <FRAMESET>

	<FRAMESET>…</FRAMESET>
	Frame group definition
	Hosts the <FRAME,<FRAMESET> and <NOFRAMES> elements

	<H*>…</H*>
	Heading Level
	Headers 1,2,3

	<HEAD>…</HEAD>
	Document head block
	Defines information about an HTML document, including title, meta-information

	<HR>
	Horizontal rule
	Draws a horizontal line across the page.

	<HTML>…</HTML>
	HTML document
	Should enclose an entire HTML document

	<I>…</I>
	Italic text
	Italicizes all enclosed text

	<IFRAME>…</IFRAME>
	Inline frame
	Defines an inline or floating frame

	IIMG>…</IMG>
	Inline image
	Supplies image source, placement, and behavior.  Used to place a graphic on a page.

	<INPUT>…</INPUT>
	Input object
	Defines an object within a form. Type = text, radio buttons, checkboxes, etc.

	<INS>…</INS>
	Inserted text
	Marks text that you have inserted since a previous version of the Web page.

	<ISINDEX>…</ISINDEX>
	Single line input
	Prompts the user for a single line of input

	<LABEL>…</LABEL>
	Control label
	Assigns a label to a form control.

	<LEGEND>…</LEGED>
	Fieldset caption
	Provides a caption for a FIELDSET

	<LI>
	List Item
	An element belonging to one of the HTML list styles.

	<LINK>
	Link
	Provides information that links the current document to others

	<MENU>…</MENU>
	Menu list
	Enclosed a menu list

	<META>
	Meta information
	Used within the <Head> tag to give information about the document.

	<NOFRAMES>…<NOFRAMES>
	Frames alternative
	Content only viewable by browsers that do not support frames.

	<NOSCRIPT>…</NOSCRIPT>
	No script
	Specifies alternative content for browsers that do not support script languages

	<OBJECT>…</OBJECT>
	Object embedding
	Inserts an object, like an image, document, etc. 

	<OL>…<.OL>
	Ordered list
	Numbers the elements in order of occurrence.

	<OPTION>…</OPTION>
	Selectable item
	Defines various options within the <Select> tag

	<P>…</P>
	Paragraph
	Defines paragraph boundaries for text

	<PRE>…</PRE>
	Preformatted text
	Forces browser to display exact formatting.

	<Q>…</Q>
	Quotation markup
	Used to highlight short quotations form outside sources.

	<S>…</S>
	Strikethrough
	Renders enclosed text in a strikethrough style

	<SCRIPT>…</SCRIPT>
	Inline script
	Specifies inclusion of a script.

	</SELECT>…</SELECT>
	Select input object
	Allows user to pick one or more options

	<STRONG>…</STRONG>
	Strong emphasis
	Provides strong emphasis for key words

	<STYLE>…</STYLE>
	Style information
	Cascading style sheets

	<SUB>…</SUB>
	Subscript
	Specifies enclosed text should appear in subscript.

	<SUP>…</SUP>
	Superscript
	Specifies enclosed text should appear in superscript

	<TABLE>…</TABLE>
	Table
	Creates a table that is empty unless you crate rows and cells.

	<TBODY>…</TBODY>
	Table body
	Used to distinguish the rows in the table header or footer from those in the main body of the table.

	<TD>…</TD>
	Table cell
	Creates a cell in a table.

	<TEXTAREA>…</TEXTAREA>
	Text input area
	Defines the text input area .  Used to enter multiple lines of text.

	<TFOOT>…</TFOOT>
	Table footer
	Defines a table footer

	<TH>…</TH>
	Table header
	Creates a row or column heading

	<THEAD>…</THEAD>
	Table header
	Defines the table header

	<TR>…</TR>
	Table row
	Creates a new row in a table

	<U>…</U>
	Underlined text
	Enclosed text will be underlined.

	<UL>…</UL
	Unordered list
	Produces bulleted lists


Appendix B

JavaScript Color Values

Color


Red

Green
Blue

Triplet

aliceblue

F0

F8

FF

F0F8FF


antiquewhite

FA

EB

D7

FAEBD7

aqua


00

FF

FF

00FFFF

aquamarine

7F

FF

D4

7FFFD4

azure
F0
FF
FF
F0FFFF

beige
F5
F5
DC
F5F5DC

bisque
FF
E4
C4
FFE4C4

black
00
00
00
000000

blanchedalmond
FF
EB
CD
FFEBCD

blue
00
00
FF
0000FF

blueviolet
8A
2B
E2
8A2BE2

brown
A5
2A
2A
A52A2A

burlywood
DE
B8
87
DEB887

cadetblue
5F
9E
A0
5F92A0

chartreuse
7F
FF
00
7FFF00

chocolate
D2
69
1E
D2691E

coral
FF
7F
50
FF7F50

cornflowerblue
64
95
ED
6495ED

cornsilk
FF
F8
DC
FFF8DC

crimson
DC
14
3C
DC143C

cyan
00
FF
FF
00FFFF

darkblue
00
00
8B
00008B

darkcyan
00
8B
8B
008B00

darkgoldenrod
B8
86
0B
B8860B

darkgray
A9
A9
A9
A9A9A9

darkgreen
00
64
00
006400

darkkhaki
BD
B7
6B
BDB76B

darkmagenta
8B
00
8B
8B008B

darkolive
55
6B
2F
556B2F

darkorange
FF
8C
00
FF8C00

darkorchid
99
32
CC
9932CC

darkred
8B
00
00
8B0000

darksalmon
E9
96
7A
E9967A

darkseagreen
8F
BC
8F
8FBC8F

darkslateblue
48
3D
8B
483D8B

darkslategray
2F
4F
4F
2F4F4F

darkturquoise
00
CE
D1
00CED1

darkviolet
94
00
D3
9400D3

deeppink
FF
14
93
FF1493

deepskyblue
00
BF
FF
00BFFF

dimgray
69
69
69
696969

dodgerblue
1E
90
FF
1E90FF

firebrick
B2
22
22
B22222

floralwhite
FF
FA
F0
FFFAF0

forestgreen
22
8B
22
228B22

fuchsia
FF
00
FF
FF00FF

gainsboro
DC
DC
DC
DCDCDC

ghostwhite
F8
F8
FF
F8F8FF

gold
FF
D7
00
FFD700

goldenrod
DA
A5
20
DAA520

gray
80
80
80
808080

green
00
80
00
008000

greenyellow
AD
FF
2F
ADFF2F

honeydew
F0
FF
F0
F0FFF0

hotpink
FF
69
B4
FF69B4

indianred
CD
5C
5C
CD5C5C

indigo
4B
00
82
4B0082

ivory
FF
FF
F0
FFFFF0

khaki
F0
E6
8C
F0E68C

lavender
E6
E6
FA
E6E6FA

lavenderblush
FF
F0
F5
FFF0F5

lawngreen
7C
FC
00
7CFC00

lemonchiffon
FF
FA
CD
FFFACD

lightblue
AD
D8
E6
ADD8E6

lightcoral
F0
80
80
F08080

lightcyan
E0
FF
FF
E0FFFF

lightgoldenrod
FA
FA
D2
FAFAD2

lightgreen
90
EE
90
90EE90

lightgray
D3
D3
D3
D3D3D3

lightpink
FF
B6
C1
FFB6C1

lightsalmon
FF
A0
7A
FFA07A

lightseagreen
20
B2
AA
20B2AA

lightskyblue
87
CE
FA
87CEFA

lightslategray
77
88
99
778899

lightsteelblue
B0
C4
DE
B0C4DE

lightyellow
FF
FF
E0
FFFFE0

lime
00
FF
00
00FF00

limegreen
32
CD
32
32CD32

linen
FA
F0
E6
FAF0E6

magenta
FF
00
FF
FF00FF

maroon
80
00
00
800000

mediumaquamarine
66
CD
AA
66CDAA

mediumblue
00
00
CD
0000CD

mediumorchid
BA
55
D3
BA55D3

mediumpurple
93
70
DB
9370DB

mediumseagreen
3C
B3
71
3CB371

mediumslateblue
7B
68
EE
7B68EE

mediumspringgreen
00
FA
9A
00FA9A

mediumturquoise
48
D1
CC
48D1CC

mediumvioletred
C7
15
85
C71585

midnightblue
19
19
70
191970

mintcream
F5
FF
FA
F5FFFA

mistyrose
FF
E4
E1
FFE4E1

moccasin
FF
E4
B5
FFE4B5

navajowhite
FF
DE
AD
FFDEAD

navy
00
00
80
000080

oldlace
FD
F5
E6
FDF5E6

olive
80
80
00
808000

olivedrab
6B
8E 
23
6B8E23

orange
FF
A5
00
FFA500

orangered
FF
45
00
FF4500

orchid
DA
70
D6
DA70D6

palegoldenrod
EE
E8
AA
EEE8AA

palegreen
98
FB
98
90FB98

paleturquoise
AF
EE
EE
AFEEEE

paleviolet
DB
70
93
DB7093

papaywhip
FF
EF
D5
FFEFD5

peachpuff
FF
DA
B9
FFDAB9

peru
CD
85
3F
CD853F

pink
FF
C0
CB
FFC0CB

plum
DD
A0
DD
DDA0DD

powderblue
B0
E0
E6
B0E0E6

purple
80
00
80
800080

red
FF
00
00
FF0000

rosybrown
BC
8F
8F
BC8F8F

royalblue
41
69
E1
4169E1

saddlebrown
8B
45
13
8B4513

salmon
FA
80
72
FA8072

sandybrown
F4
A4
60
F4A460

seagreen
2E
8B
57
2E8B57

seashell
FF
F5
EE
FFF5EE

sienna
A0
52
2D
A0522D

silver
C0
C0
C0
C0C0C0

skyblue
87
CE
EB
87CEEB

slateblue
6A
5A
CD
6A5ACD

slategray
70
80
90
708090

snow
FF
FA
FA
FFFAFA

springgreen
00
FF
7F
00FF7F

steelblue
46
82
B4
4682B4

tan
D2
B4
8C
DWB48C

teal
00
80
80
008080

thistle
D8
BF
D8
D8BFD8

tomato
FF
63
47
FF6347

turquoise
40
E0
D0
40E0D0

violet
EE
82
EE
EE82EE

wheat
F5
DE
B3
F5DEB3

white
FF
FF
FF
FFFFFF

whitesmoke
F5
F5
F5
F5F5F5

yellow
FF
FF
00
FFFF00

yellogreen
9A
CD
32
9ACD32
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