Teacher Assignment Web Site - Week 2

Day 1: Sales  Department Page
· Now we are going to use the template for the sales department and modify if for our own school.

· Go back to day one, Click on the template, select company Link, then select the Sales Department Link

· This page, as you can see, is very much like the Administration Department and Accounting Department pages.

· You need to change the school name in the box just below the header.

· The contact information needs to be changed.

· It is located just above the header.

· The quarter tasks need to be saved into your student folder

· The assignments need to be saved into your school folder

· Follow the same instructions as demonstrated above for Accounting and Administration Departments.

1. Click on quarter task

2. Click Save As and put it into student folder

3. Use the same procedure for assignments.

4. Remember when these documents are open, your instructor may want to modify them

5. Just make the changes, use the same file name and save them into your student folder.

· Change job descriptions and titles if you wish

· Save and test
Day 2: Marketing Department

· Now we are going to use the template for the marketing department and modify if for our own school.

· Go back to day one, Click on the template, select company Link, then select the Marketing Department Link

· This page, as you can see, is very much like the Administration Department and Accounting Department pages.

· You need to change the school name in the box just below the header.

· The contact information needs to be changed.

· It is located just above the header.

· The quarter tasks need to be saved into your student folder

· The assignments need to be saved into your school folder

· Follow the same instructions as demonstrated above for Accounting and Administration Departments.

1. Click on quarter task

2. Click Save As and put it into student folder

3. Use the same procedure for assignments.

4. Remember when these documents are open, your instructor may want to modify them

5. Just make the changes, use the same file name and save them into your student folder.

· Change job descriptions and titles if you wish

· Save and test

Day 3: Human Resources Department

· Now we are going to use the template for the human resources department and modify if for our own school.

· Go back to day one, Click on the template, select company Link, then select the Human Resources Department Link

· This page, as you can see, is very much like the Administration Department and Accounting Department pages.

· You need to change the school name in the box just below the header.

· The contact information needs to be changed.

· It is located just above the header.

· The quarter tasks need to be saved into your student folder

· The assignments need to be saved into your school folder

· Follow the same instructions as demonstrated above for Accounting and Administration Departments.

1. Click on quarter task

2. Click Save As and put it into student folder

3. Use the same procedure for assignments.

4. Remember when these documents are open, your instructor may want to modify them

5. Just make the changes, use the same file name and save them into your student folder.

· Change job descriptions and titles if you wish

· Save and test

Day 4: Information Technology Department

· Now we are going to use the template for the information technology department and modify if for our own school.

· Go back to day one, Click on the template, select company Link, then select the Human Resources Department Link

· This page, as you can see, is very much like the Administration Department and Accounting Department pages.

· You need to change the school name in the box just below the header.

· The contact information needs to be changed.
· It is located just above the header.

· The quarter tasks need to be saved into your student folder

· The assignments need to be saved into your school folder

· Follow the same instructions as demonstrated above for Accounting and Administration Departments.

1. Click on quarter task

2. Click Save As and put it into student folder

3. Use the same procedure for assignments.

4. Remember when these documents are open, your instructor may want to modify them

5. Just make the changes, use the same file name and save them into your student folder.

· Change job descriptions and titles if you wish

· Save and test

Day 5: Fundraising Department

· Now we are going to use the template for the fundraising department and modify if for our own school.

· Go back to day one, Click on the template, select company Link, then select the Fundraising Department Link

· This page, as you can see, is very much like the Administration Department and Accounting Department pages.

· You need to change the school name in the box just below the header.

· The contact information needs to be changed.

· It is located just above the header.

· The quarter tasks need to be saved into your student folder

· The assignments need to be saved into your school folder

· Follow the same instructions as demonstrated above for Accounting and Administration Departments.

1. Click on quarter task

2. Click Save As and put it into student folder

3. Use the same procedure for assignments.

4. Remember when these documents are open, your instructor may want to modify them

5. Just make the changes, use the same file name and save them into your student folder.

· Change job descriptions and titles if you wish

· Save and test
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