Business Technology Workplace Simulation: Fall 2001

HOLIDAY HAPPENINGS 6th HOUR

EMPLOYEE ORIENTATION AGENDA

Holiday Happenings Description

Holiday Happenings is an order-processing center that uses a number of online vendors to process orders for holiday merchandise, books, toys, and flowers. They also provide services to businesses that wish to order television or radio commercials. Employees process orders, create commercials, bill customers, and mail requested information. 

Equipment/Software Used

· 10-key Calculator: Used to determine product price including 20% markup, 6.5% tax, shipping, discounts, etc.

· Typewriter: Used to typing customer bills and gift cards

· Computer: Microsoft Word is used to print envelopes and to type company information (letters, memos, etc.)

· Internet: Vendors are accessed online through websites

· E-mail: Ureach.com is the email service used for the business

· Scheduling: Ureach.com provides scheduling program and address book

General Employee Information

· Nametags: Required when reporting to workstation each day. Must be on when shift begins.

· Timecards: Must clock in when reporting to work and clock out when leaving; all overtime must be approved by Big Boss

· Employee Work Folders

· Processing orders for merchandise

· Processing orders for commercials

· Chain of command

· Complaints

· Employee Worth: Seriousness, attitude at work, attendance and punctuality, willingness to help others, ability to process orders without assistance, accuracy/neatness of orders, completion (quantity) of orders, knowledge of company procedures and policies, and following protocol.

· Unless otherwise noted, all incoming orders must be processed in no more than three business days.

· Questions should be directed to your manager. The manager may have access to the Big Boss no more than twice per work session. Any employee may e-mail Big Boss with questions at any time at bigboss@ureach.com
Customer:  Smith, John A    Highway 11     Livingston, AL 35470 

John would like to order three books for his daughter, Emily: 

Ashleigh’s Christmas Miracle

How the Grinch Stole Christmas

A Cup of Christmas Tea

He would also like to order a music box of an angel. Please wrap all three books and the music box and include a gift card that reads: 

“Here are some wonderful books for a wonderful daughter. I love you, Emmy!  Love, Dad”  He is getting ready to go out of town and would like this tomorrow at the latest.

Jones, Mary A     1945 W Pima St      Phoenix, AZ 85009

Mary collects Boyd’s Bears. She’d like to add these bears to her collection:

Ginger Snap, Flakey Bearfrost, Francesca LaFlame, Claus Kringlebeary, and Barley & Edmund

Please ship this order out as soon as possible.  She gets discount code A.

Williamson, Roger      2195 Banks Hollow Rd   Greenwood, NY 14839

Roger wants to order two stuffed animals for his daughter, Bailey. He wants a Sleepytime Barney and Sleepytime Baby Bop.  Include a gift card that reads:

“Merry Christmas, Bailey!  From Santa”  Gift wrap both animals. This is needed by Monday.

Customer: DeWana Place  2800 SW 35th Place, Suite 50   Gainesville, FL 32608

Please order two Harry Potter items for DeWana: Nimbus 2000 Electronic Broomstick and the Harry Potter Book of Spells Electronic Encyclopedia.  Both should be gift wrapped. No card is needed.  Use discount code B. This is needed before Christmas.

eToys.com, one of our good vendors, would like to have a television commercial made to advertise some of their best sellers for age 8. Locate some of these items on their webpage and create a commercial for them. They want a 30 second commercial with Christmas music in the background. Be sure to show the products with the advertised prices (do not mark up by 20% as usual since this commercial is for them and not for us) and to come up with something festive. They’d like this as soon as you can get it out.  

 Bill to:  eToys.com  Phil Kiriakis, Supervisor  9 SW Plaza   Chicago, IL 60641

Customer:  Davis, Samuel J   31515 Bridge St   Garden City, MI 48135

Sam would like to purchase some Lenox ornaments for his wife, Angela, who collects them. Please find Sledding Snowpals and The Sweetest Christmas. Gift wrap each ornament. He does not need a card. This is just needed whenever you can get to it.

Customer:   Monica Quincy, 500 Webster Rd Lot 469, Auburn, AL 36832

Monica is looking for Old World Christmas ornaments. She wants three bear ornaments: Nutcracker, Clown, and Jack-in-the-Box.  Use discount code C. She'd like this by Tuesday.

Customer: Daniel Chapman, 1328 Sequoia Dr, Lexington, KY 40517

Daniel needs to order 8 fruit baskets and 8 holiday centerpieces with candles in the middle. These are needed by Friday, so please rush the order. Use discount code A.

Customer:  Spence, Chad and Shelley  2126 N Lyon Ave 

Springfield, MO 65803

Chad is looking for some Christmas lawn ornaments. He is looking for a wooden Mr. & Mrs. Claus kissing and a wooden candy cane set.  Please send these two items as soon as you can.  This is needed tomorrow. 

**

Day 2

Customer:  Quach, Hung    3506 NE 78th St    Kansas City, MO 64119

Hung is looking for some brass ornaments. His father is a music teacher and he wants to send him three ornaments for Christmas.  He wants a cello, a piano, and a french horn. These are needed as soon as possible. They should be giftwrapped.  Ship the items to his dad at: Joe Quach, 900 Park Ave, Kansas City MO 64116. Include a card: "Hope you enjoy the musical instrument ornaments for a great father.  Love always, Hung"

Customer:  Baach, Daniel    1100 Forest Ave    Saint Louis, MO 63139

Daniel has been looking everywhere for Rudolph the Reinbear. If you can find one, please let him know. He will order 10 of them for his grandchildren.  Giftwrap all 10 packages.  These are needed sometime next week.

Customer:  Baalman, Kenneth    1437 Central Ave    Saint Louis, MO 63139

Ken is collecting Christmas ornaments to represent each state and many landmarks. He needs a few ornaments: White House, Washington Monument, Lincoln Memorial, and Golden Gate Bridge. These are needed by Tuesday. Use Discount Code A.

Customer:  Armando Caamano, 4107 N Kilbourn Ave, Chicago, IL 60641

Armando wants to order two gift baskets: a cheese/cracker basket and a holiday champagne basket. Each is needed by Tuesday.

Customer:  Linda Pianowski, 516 S Duncan St, Baltimore, MD 21231

Linda wants to order four Harry Potter books in hardcover: Harry Potter & the Prisoner of Azkaban, Harry Potter & the Chamber of Secrets, Harry Potter & the Goblet of Fire, Harry Potter & the Sorcerer's Stone. Use Discount Code B.

Customer:   Elisa S Poblacion, 1241 33rd St NW, Washington, DC 20007

Elisa wants to order two CDs for her son: Barney's Favorites Volume 1 and Volume 2. These are needed by Wednesday.

Customer:  Edouard Uradiouk, 150 W End Ave, Brooklyn, NY 11235

Ed wants to know if you have any of the New York Ornaments in stock. He wants to order some landmark ornaments: 3 each of--Times Square, Bronx Zoo, and Rockefeller Center.  Please gift wrap all 9 items. These are needed before Christmas.

Customer:  Conrado Uraga, 19 Temple Ct, Staten Island, NY 10314

Conrado wants to order 6 Jack in the Box brass ornaments.  These are needed by next week. 

Customer:  Jingjiang Yin, 64 Preston St, Providence, RI 02906

Jingjiang wants to purchase some Chanukah items advertised with 1800Flowers.  He wants a Star of David Charm Necklace and 2 Mazel Bears. These are needed at your convenience. 

***

Day 3

Customer:  Gary L Willard, 305 31st St W, Charleston, WV 25312

Gary wants to order 2 Dreamsicles collectibles:  Treats for Two and Little Leaguer. Gift wrap each for his wife, Tammy.  Include a card that reads:  "For the woman of my dreams.  Love, Gary." This is needed by Friday.

Donald and Ruth Wyan, 109 Northmoor Dr, Arcanum, OH 45304

Please order 4 of the 22 oz. Yankee candles (Housewarmer Jars)-- Christmas Cookie scent.  This is needed Tuesday.

Hong C Lu, 123 York St, New Haven, CT 06511
Hong wants a Tickle Me Elmo. Please gift wrap. This is needed by Friday.

Bryan Richards, 4870 Uakea Rd, Hana, HI 96713

Order these two books:

Albertina, the Animals & Me

Alphabet Soup: A Feast of Letters

This is needed by Friday.

*Day 3b***

Vito Jiachetti, 2901 Kings View Dr, Augusta, GA 30909

Vito wants to order four collectibles of The Elves Themselves: Jean Claude, Griswald, Camilla, and Eunice. Gift wrap all four. Use discount code A. These are needed by Wednesday.

Henry Yu,  3165 N Atlantic Ave  Cocoa Beach, FL 32931

Henry wants to order an i-Cybie Robotic Dog - Gold for his son for Christmas. Please giftwrap the item.  Include a card that reads:  "Junior… Since you're allergic to dogs, here's one you can take care of and have lots of fun with. Merry Christmas, Dad"  Get this out when you can get to it.

**

Day 4

Sarah Spicci,  902 N Meridian St Indianapolis, IN 46204

Sarah wants to order two gifts for her teenage son: the Voit Table Soccer table and the Monopoly Pinball Machine. Use discount code B. She'd like this as soon as you can get to it.

Alexander Riley, Jr    2908 W Adams St   Chicago, IL 60612

Alex wants to order 4 each of these two brass ornaments: Santa's Whirlybird and Mistletoe. These are needed by Tuesday.  Use discount code C.

Donald L Wagar, 8420 Heather Cir, Anchorage, AK 99502

Don wants to order 3 ink pens, the fancy kind: Carene Deluxe Rollerball Pens to give as gifts to his employees. He needs these for a party on Thursday.  Use discount code A. 

***

Tuesday 

Ae Chi, 15685 La Subida Dr Hacienda Heights, CA 91745 

Ae wants to order a nice Christmas wreath, something very fancy and expensive. He wants this by Thursday. Ben Chi, 2393 Castillejo Way Fremont, CA 94539 Ben wants to order two Christmas lawn ornaments: Ginger Dog House and Ginger Church. These are needed by tomorrow. Use discount code B. 

San Francisco Music Box Company wants a Christmas radio commercial by tomorrow. It should feature some of their products, have Christmas music in the background, and be about Santa delivering gifts to some children. They want a 30 second radio spot.

 Casita Mi, 5470 Koloa Rd Apt C Koloa, HI 96756 

Needs four hardcover books: Asher & the Capmakers: A Hanukkah Story, Borrowed Hanukkah Latkes, By the Hanukkah Light, Celebrating Hanukkah 

He also wants two music CDs: A Child's Hanukkah Festival Of Light 2 Use discount code A. This is needed by Thursday. 

Norman Bor, 80447 Hwy 41 Bush, LA 70431 

Wants 3 Fields of Europe Christmas Flower arrangements. They are needed by Thursday. Ming Mi Shi Nee, 7524 Manulele Pl Honolulu, HI 96825 Wants a Christmas Stocking and Roses and the Snowman Set of Four Mugs. These are needed by Wednesday. Use discount code B. 

Vura, Srinivas 

1235 Wildwood Ave Apt 378 

Sunnyvale, CA 94089

Srinivas wants to order 10 fruit baskets. These are needed today.

John Smith would like to order a large spread of holiday goodies for a party. Please write him a letter letting him know what you could do for him in the way of candle centerpieces, holiday tins, and small Christmas trees.  He wants about 20 of each to decorate with. He needs this info ASAP so he has time to make an order. He is a repeat customer, so let's give him a discount code B.

I need another Holiday Happenings TV commercial advertising some of our gifts and toys. Select some very nice ones. I want the pictures of the items overlaid over two people talking and having fun, wearing Santa hats, talking about Christmas. If I don't get this by tomorrow, some one will pay!  BIG BOSS

***

Wed

NOTE: If no zip code is listed, please look up the zip code at http://www.zipaddress.com/tryit.htm 

Ann Fish, 4071 University Pl Detroit, MI 48224 Ann wants a Deluxe Cherry Wood Tea Chest and a Lenox Butterfly Meadow teapot. Both are needed by Thursday and should be gift wrapped. Use discount code B. 

Diante Bit, 17017 N 12th St Phoenix , AZ Diante wants a Kalanchoe Window Box and a 14 kt teddy bear charm. These are gifts, and he would like to have them both gift wrapped. These are needed by Thursday. 

Arthur Williams 1227 E Olive St Decatur , IL Arthur wants 4 snowman cookie tins and a snowman tower of baked goods. These are needed today. Use discount code A. 

Charles Smith 1020 Merritt Dr Henderson , KY Charles needs 2 Tyco R/C TMH Xtreme Tony Hawk Skateboards, 2 Aggressive Skateboard Helmets - Medium, and 6 Ramptech Kicker 2's. These are needed ASAP, preferably today. Please use discount code B 

***

Thurs

Janet Skinner, Turtle Creek Circle, Oldsmar, FL 34677 

Janet wants to order two music boxes: The Animated Lighted Mouse Village and the Merry Mouse Animated Mouse Train.  These are needed by Friday. Use discount code A.

Penny Johnson, S Main St, Twin Bridges, MT 59754-0148 

Penny needs to order the movie Pearl Harbor on DVD. She wants it gift-wrapped and a card that reads: "Enjoy the show! Love, Penny."  This is needed by Thursday. 

Ron Pigman, S 5th St, Hamilton, MT 59840 

Ron wants to order some brass ornaments:

4 of Elegant Giftbox, 10 of the Ball Ornament, and 3 of the Christmas Window.

These are needed by Thursday and should be gift wrapped.  Use discount code B.

Michele Popaden, Bickel Court, Sterling, VA 20165 

Michele wants 4 Elf Riding Deer and 1 Santa Riding Deer lawn ornaments. These are needed by Friday.

Thurs PT 2

Karen Clapp, East 24th Street, Texarkana, AR 71854 

Karen wants to order an Xbox (bundled with Dead or Alive 3, Halo, Project Gotham Racing and a Controller), and extra Xbox controller, and the game Mad Dash Racing. These are needed by Friday.

Ken Box, W 9th St., Austin, TX 78703 

Ken wants the following Old World Christmas ornaments:

4 of the Panda Bear, 4 Baby Elephant, and 10 Small Swans. Use discount code B. Needed today.

Tracey Square, 12th St N, Bessemer, AL 35020 

Tracey wants to order a Pokemon Bean Bag Chair and a Pokemon Sleeping Bag. These are needed ASAP.

Sophoeun Ouch, W 51st St, Long Beach, CA 90805 

Sophoeun wants the Lee Middleton collectible doll, Dolly and Me.  This is a gift and should be wrapped.  Include a card that reads: "For my baby doll.. Love, Mom"

Copia Corner, Perdido Beach Blvd, Orange Beach, AL 36561 

Copia wants to order a Leapfrog Imagination Desk, Barbie Magi-Key House, Barbie Take-along Doll Trunk, Rapunzel Barbie Doll, Dream Glow Barbie, Ballet Star Barbie, and Cool Clips Barbie. Gift wrap all of these, and use discount code A.

Radio Commercial:

Etoys.com wants a radio commercial advertising some of their great Harry Potter merchandise. Mention prices of some items.  Include a conversation with a parent and their little kid about the Harry Potter stuff they want and include some Christmas music.  Make commercial 20-30 seconds long. Needed ASAP.

**

Friday

BIG BOSS:  Please create a cute jingle (radio commercial) for our business. Do this quickly and email to me in real player format. Include sound effects and be creative.

Miroslaw Tuna, N Kilkea Dr, Los Angeles, CA 90046 

Miro wants to order the Sheri's Berries with the Serving Platter and a Fondue for Two basket. Use discount code C.  Needed today.

Chad Anglebrandt, N 6th St 3, Grand Forks, ND 58203

Chad wants a 2.0 ct. t.w. Pavé Diamond Bracelet and a Bulova Women's Bracelet Watch. Both should be gift wrapped. Use discount code A. Needed today.

Jonathon Pickle, Chucky River Road None, Morristown, TN 37814 

Jon wants a famous place ornament (old fashioned ornaments) for Paris, Rome, and London.  Please order 2 of each. Use discount code B.  Needed today.

Elva Picklesimer, Amanda Drive, Hurricane, WV 25526-8733 

Elva needs the following toys:

SwingAlong Climber, Calico Critters of Cloverleaf Corners: "Kitchen Set", and the Family Kitchen. Use discount code A. Needed ASAP. 

Dale Tongue, S Homestead Rd, Sierra Vista, AZ 85635 

Dale wants to order a My Real Baby, BABY born Deluxe Doll Stroller, and BABY born Deluxe Rain Set. Gift wrap all three items.

Amy Craparo, 12th St N, Naples, FL 34102 

Amy wants the biggest rose arrangement you can find. Price is no object. Needed ASAP. 

Ryan Butt, Spring Lake Boulevard #211, Granger, IN 46530 

Ryan wants to order the book The Legend of the Christmas Rose and the Mariah Carey CD, Merry Christmas. Use discount code B.

Yoshikazu Nose, Santa Cruz Ave, Menlo Park, CA 94025 

Karin Earhart, P.O.Box 221, Eldorado, IL 62930 

