
eBusiness Communications

Approved 1/28/05

eBusiness Communication is the study of oral, written, and electronic communications in a global society. Components of communication include the sender, the message, the receiver, the feedback, and the channel. The purposes of communication are to build goodwill, persuade, obtain or share information, and build self-esteem.

The course will address the use of Internet developing concepts, particularly those related to Web browsers, navigators, search engines, on-line communication methods, home and Web site design concepts, transfer of data, downloading files, security procedures and Internet navigational tools. The student will choose and use appropriate tools when completing Internet applications using the Internet for research and validation of research data for written and oral business communications. Emphasis will be placed on electronic research, security issues, ethics, business report writing, business correspondence, enhancement of oral presentations with electronic media and communications applying current technology.

Recommended Prerequisite: Keyboarding/Document Formatting
Suggested Prerequisites: Computer Applications, Keyboarding/Document Layout and Design
Grades: 10, 11, 12

Recommended Credit: 1 Credit
Standard 1.0

The student will examine basic communication components and the information processing cycle. (English II, Gateway 3.04)
Standard 2.0

The student will examine and apply the fundamentals of electronic communication. 
Standard 3.0

The student will research and apply knowledge of ethical and legal issues within the industry. 

Standard 4.0

The student will demonstrate the use of a Web browser.

Standard 5.0

The student will use the writing process to create business documents that produce concise, effective and professionally written and oral communications. (English II, Gateway 1.11) 
Standard 6.0

Students will demonstrate the use of communication methods on the Internet/intranet.

Standard 7.0

Students will examine and utilize research tools. (English II, Gateway 3.01, 3.03) 
Standard 8.0

The student will demonstrate the process for transferring (uploading and downloading) data files.

Standard 9.0

The student will examine contemporary issues and styles in business communication.

Standard 10.0

The student will integrate multiple forms of communication in the successful pursuit of a career.

Standard 11.0

The students will demonstrate the ability to organize and maintain files.

Standard 12.0


The student will develop and demonstrate human relations, self-management, organizational, and professional leadership skills.

Course Description

eBusiness Communications is the study of oral, written, and electronic communications in a global society. Components of communication include the sender, the message, the receiver, the feedback, and the channel. The purposes of communication are to build goodwill, persuade, obtain, or share information and build self-esteem.

The course will address the use of Internet developing concepts, particularly those related to Web browsers, navigators, search engines, online communication methods, home and Web site design concepts, transferring data, downloading files, security procedures, and Internet navigational tools. The student will choose and use appropriate tools when completing Internet applications using the Internet for research and validation of research data for written and oral business communications. Emphasis will be placed on electronic research, business report writing, business correspondence, enhancement of oral presentations with electronic media and communications applying current technology. (This course requires access to a computerized workstation for each student with Internet connection and document processing and presentation management software.)

Standard 1.0

The student will examine basic communication components and the information processing cycle.

Learner Expectations

The student will:


1.1
Analyze the various aspects of communication used in business.


1.2
Dramatize the major types of verbal and nonverbal communication.


1.3
Select and use modes of communication appropriate to specific situations.


1.4
Examine and evaluate barriers to different methods of communication.


1.5
Apply rules of grammar, punctuation, and spelling in eBusiness Communications.

1.6
Apply professional layout and design in eBusiness Communications.

Student Performance Indicators: Evidence Standard is Met
The student:

· Analyzes communication and then illustrates the communication process.

· Evaluates ways in which good speaking, listening, and nonverbal skills contribute to effective business communication. (English II. Gateway 4.0)
· Demonstrates communication systems and use the systems to analyze and direct the choice of communication strategies.

· Brainstorm strategies for addressing special concerns related to international relationships and ethical issues in effective business communications.

· Create eBusiness Communications that are grammatically correct and professionally written. (This applies to all problems and activities throughout the course.)

· Create eBusiness Communications using correct layout and design for a professional communication.

Sample Performance Task:

· Student evaluates a speaker’s verbal and nonverbal skills. Play videotape once with sound to judge for pitch, flow, volume, and grammar usage. Play the videotape a second time to judge for nonverbal communications, such as hand gestures and facial expressions.

· Student watches a favorite television show and prepares a written and an oral report on the assessment of verbal and nonverbal communications, as well as, problems resulting from communications barriers. The written report will include a description of the scenes, the communications barriers, and suggested solutions to resolve the barriers.
Integration/Linkages: 
Language Arts, SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Policy Commission for Business and Economic Education, Future Business Leaders of America, Delta Pi Epsilon, Industry Standards, National Educational Technology Standards (NETS)

Standard 2.0

The student will examine and apply the fundamentals of electronic communications.

Learner Expectations:

The student will:


2.1
Appraise electronic communications and the impact on a global business community.


2.2
Compare and contrast the evolving impact of electronic communications on business and the consumer.


2.3
Research the development of computer technology.


2.4
Describe the types of voice communications used for personal and business use.


2.5
Analyze the importance of rapid, secure and efficient data access and transmission.


2.6
Examine the features of an electronic communications network.


2.7
Evaluate the potential benefits and problems in the future of electronic communications:

a.
confidentiality


b.
security


c.
legal issues


d.
professionalism


2.8
Identify what the Internet is and its value to the business community.

2.9
Assess the structure of the World Wide Web.


2.10
Determine the impact of electronic communications on education. 
Student Performance Indicators: Evidence Standard is Met
The student:

· Illustrates examples of equipment used in electronic communications.

· Distinguishes the advantages and disadvantages of electronic communications.

· Interprets the impact of electronic communications on society.

· Analyzes and gives examples of telecommunication tools, such as voice dictation, voice mail and cellular technology.

· Researches and reports on the security issues involved with data communications.

· Analyzes the characteristics of a local area network and a wide area network.

· Researches and reports on ethical, legal, and confidentiality issues and applies ethical practices in electronic communications.

· Navigates through the Internet while using effective search techniques.

· Researches and reports on value of technology in providing alternative forms of communication to individuals who experience difficulties in various modalities.
· Applies research and business report writing techniques while using the Internet to locate appropriate sites.

· Researches the trends, issues, and impact of electronic communications on education. (English II, Gateway 3.04)

Sample Performance Task

· Student researches how businesses in their community that use networks and the Internet.

· Discuss the expression, “The world is getting smaller.” How have electronic communications technologies contributed to the “shrinking” world?

Integration/Linkages

All Subject Areas, SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Future Business Leaders of America, Delta Pi Epsilon, National Educational Technology Standards, Industry Standards 

Standard 3.0

The student will research and apply knowledge of ethical and legal issues within the industry. 

Learning Expectations

The student will: 

3.1
Demonstrate work ethics that include integrity, honesty, loyalty, and perseverance that meet industry standards.

3.2
Research benefits and consequences resulting from the practice of business ethics.

3.3
Comprehend copyright laws and their applications to text, visual art, design, music, and photography.

3.4
Research legal responsibilities associated with the use of the Internet as required by federal and state government agencies. 

Student Performance Indicators: Evidence Standard is Met 

The student:

· Applies ethical conduct providing the proper credit to those whose ideas and content has been used in creating interactive multimedia projects.

· Demonstrates ethical behaviors in what is written, spoken, or presented in designing and presenting a multimedia project.

· Applies knowledge of copyrights in seeking formal permission from copyright sources before using materials.

· Recognizes the legal implications of violating federal and state laws in multimedia\digital publishing.

· Demonstrates legal responsibilities using the Internet for interactive multimedia projects.

· Demonstrate skills necessary for safety and environmental protection in digital design and photography

· Develop a virtual presentation on ethical and legal issues that could be posted on the web.

Sample Performance Task

Design and produce an interactive multimedia project on legal and ethical issues, including, issues and penalties for plagiarism, copied data with permission and the process used in obtaining permission. Obtain formal permission for use of a quotations, art form, design, music, and photographs. Develop and present a total team interactive multimedia project utilizing various technology components.

Integration/Linkages

All subject areas, SCANS, National Standards for Business Education, Policy Commission for Business and Economic Education, National Science Education Standards, National Math Standards, National Language Arts Skills Standards, National Educational Technology Standards (NETS), Data Processing Management Association (DPMA), and International Association of Administrative Professionals (IAAP), Gateway Algebra I and Gateway English II 

Standard 4.0

The student will demonstrate the use of a Web browser.

Learning Expectations

The student will:


4.1
Illustrate the terminology used with Web browsers on the Internet.


4.2
Formulate a reliable list of resources while using a Web browser.


4.3
Surf several sites and add sites to a Favorites or a Bookmark list.


4.4
Explain security and ethics of the Internet/intranet environment.


4.5
Examine proper Internet citations used for educational and business reporting.
Student Performance Indicators: Evidence Standard is Met
The student:
· Composes definitions for Web browsing and Internet/Intranet terms.

· Formulates a list of topics relating to an assigned topic while using a Web browser.

· Assess the accuracy and validity of Web based information.

· Compares and contrasts Web browser services.

· Prepares a bookmark list of URLs.

· Appraises the needs for stringent personal and business measures in Web site security.

· Interprets the ethical and legal issues related to World Wide Web.

· Creates a concise report relating to a specific topic, including proper Internet citations.
Sample Performance Task

Surf the Web and locate five sites relating to a hobby or topic of interest. Add these five sites to their Favorites/Bookmarks folder.  Print a list of sites included in their Favorites folder or their Bookmarks.

Integration/Linkages

Language Arts, Mathematics, Computer Science, WC3 Users Interface Domain, SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Policy Commission for Business and Economic Education, Future Business Leaders of America, Delta Pi Epsilon, National Educational Technology Standards, Industry Standards 

Standard 5.0
The student will use the writing process to create business documents to produce concise, effective and professionally written and oral communications.

Learner Expectations

The student will:


5.1
Interpret the four basic activities in the pre-writing process (defining purpose, identifying audience, gathering information and organizing information).


5.2
Establish a process for preparing business documents that includes a planning stage, writing stage, revising stage and proofreading stage.


5.3
Write and design a document in a format (letter, memorandum, report, e-mail) that is appropriate for the type of correspondence.


5.4
Write to inform, request, respond, sell and report.


5.5
Develop a presentation on the pre-writing and writing process. Prepare and give an electronic presentation research completed on the pre-writing and writing process.

Student Performance Indicators: Evidence the Standard is Met

The student:

· Analyzes the four activities in the pre-writing step of the writing process. (English, Gateway 1.03, 1.05, 1.06)
· Completes documents following the steps in the writing process.

· Creates business documents using proper business format and mailable standards. (English, Gateway 1.11)
· Creates flyers, request letters and business reports.

· Prepares an electronic presentation and delivers an oral report using on research completed on the pre-writing and writing process.

Sample Performance Task

· Organize students in small work groups. Have each group brainstorm and debate the pros and cons of a specific assigned topic. 
· Research, outline, and write a joint report on debated topic.

· Develop a storyboard on the topic outlines. Using the storyboard, each group will then prepare an electronic presentation, with joint participation in the oral presentation, and respond to questions regarding the findings in the presented. 
· Create a press release expressing the opinions of peers regarding a current event or an issue.

· Write a one-page report that summarizes current job opportunities in the computer field.
· Research examples of different business documents. Create an example of an ecommerce design, a web page design, a new letter format, a letter style, a memo style, a technical, a business report styles, an agenda, an itinerary, an e-mail style and a set of minutes.

Integration/Linkages
Language Arts, SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Policy Commission for Business and Economic Education, Future Business Leaders of America, Delta Pi Epsilon, National Educational Technology Standards, Industry Standards, Industry Standards, Business Professional of America Chapter Management Reference and/or Future Business Leaders of America Chapter Handbook

Standard 6.0

Students will demonstrate the use of communication methods on the Internet/intranet.

Learning Expectations
The student will:


6.1
Operate an e-mail account while using folders and address books.


6.2
Examine the terminology related to various communication methods.


6.3
Examine proper use of e-mail and other appropriate Internet/intranet communication capabilities, including business related terminology and language.

6.4
Design electronic greetings formats.


6.5
Research, evaluate and synthesize data from a variety of sources.

Student Performance Indicators: Evidence Standard is Met
The student:
· Constructs and transmits e-mail messages to a local, state and/or national career and technical student organization or a company requesting information. Response and original message will be printed and evaluated for grammar and content.

· Examines the safety and value of the information gained from Internet/intranet communication tools, such as, newsgroups.
· Evaluates a situation to determine an appropriate communication tool.

· Using different search engines, reads and evaluates a wide range of Internet presentations.

Sample Performance Task

Students prepare electronic messages, using correct grammar, sentence structure, and punctuation, in an appropriate format for the Internet/intranet communication tool. After completion, students will provide printed topics of edited messages.

Integration/Linkages

Language Arts, Mathematics, Computer Science, WC3 Users Interface domain, SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Policy Commission for Business and Economic Education, Future Business Leaders of America, Delta Pi Epsilon, National Educational Technology Standards, Industry Standards 

Standard 7.0

Students will examine and utilize research tools.

Learning Expectations

The student will


7.1
Use various Internet search engine resources and methodologies.


7.2
Use online reference information sources.


7.3
Use search engines to locate sites related to science, math, history, government and language topics.


7.4
Search the Internet for occupational information sites.


7.5
Search the Internet for various types of business and personal services.


7.6
Assess the quality of information located and the websites.

Student Performance Indicators: Evidence Standard is Met
The student:

· Evaluates the reliability, validity and ethics of information obtained through research compiled from the Web.

· Evaluates the use of search engine/search methods, such as query, metasearch, operators, filtering, Boolean logic and operators, phrase searching, and natural language searching, and then formulates an example of each method.

· Formulates a list of on-line resources, such as libraries, encyclopedias, phone books, people finders, map finders, museums and e-publishers.

· Assembles a list of Internet resources applied to one of the following areas: science, math, history, government and language. (Examples: NASA, weather-related sites, CDC, Virtual Frog, the National Institutes of Health, The Why Files, probabilities in the game of Monopoly, ThinkQuest, Dictionary.com, This is Mega Mathematics!). (English, Gateway 3.03, 3.04)
· Applies search engine procedures to locate or evaluate search sites relating to Dictionary of Occupational Titles, career information, labor regulations, labor laws, postsecondary schools, financial aid, resumes, applications and on-line portfolios. The student then prepares a list containing two sites for each topic. 

· Applies search engine procedures to locate information on business travel, international housing, commercial office space, office equipment, office supplies, stock markets, and real estate. Prepare a list containing two sites for each topic.

· Applies search engine procedures to locate personal health services, such as, physicians, prescription information, immunization schedules, and insurance providers. Prepares a list containing two sites for each topic.

· Applies search engine procedures to locate topics relating to arts and music and prepares a list containing two sites for each topic.

Sample Performance Task

Students will utilize search engine procedures to plan the Future Business Leaders of America CEO’s travel and agenda for one domestic and one international business trip. Information relating to airline schedule, hotel accommodations, auto rental and points of interest, as appropriate, for the itineraries should be provided in printed form. Provide information on currency exchange.

Integration/Linkages

Language Arts, Mathematics, Computer Science, WC3 Users Interface domain, SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Policy Commission for Business and Economic Education, Future Business Leaders of America, Delta Pi Epsilon, National Educational Technology Standards, Industry Standards 

Standard 8.0

The student will demonstrate the process for transferring (uploading and downloading) data files.

Learning Expectations

The student will:


8.1
Differentiate between downloading and uploading procedures.


8.2
Compare and contrast shareware, freeware and limited use products.


8.3
Recognize the types of files such as compression, decompression and selfextracting.


8.4
Define how files are transferred between computers (file transfer protocol - ftp)


8.5
Distinguish between copyrighted and non-copyrighted resources on the Web.

Student Performance Indicators: Evidence Standard is Met
The student:
· Transfer data from station-to-station while using prepared information according to specific teacher guidelines/instructions.

· Assess and describe three shareware, freeware and limited use sites.

· Download compressed files from the Internet and then unzip (decompress) the file to an approved drive or electronic media.

· Upload a graphic to the Web site or to another station on the network.

· Evaluate resource files (text, music and design software) or other information as to copyright stipulations.

Sample Performance Task

Students will locate an approved shareware program revealant to the class activity. Students should then submit a listing of files to be downloaded and the cost for use of the shareware with payment procedures before download and install file on their computers. 

Integration/Linkages

Language Arts, Mathematics, Computer Science, WC3 Users Interface domain, SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Policy Commission for Business and Economic Education, Future Business Leaders of America, Delta Pi Epsilon, National Educational Technology Standards, Industry Standards 

Standard 9.0

The student will examine contemporary issues in business communication. Learning Expectations

The student will:


9.1
Analyze factors involved in considering different or various points of view.


9.2
Examine the nature of human need and its relationship to the communication process in an audience of two or more.


9.3
Appraise ways a worker’s interests and values relate to communication on the job.


9.4
Evaluate the effect of ethics and value of etiquette on communication in the workplace.

Student Performance Indicators: Evidence Standard is Met
The student:
· Compares and contrasts strategies for communication across cultures.

· Analyzes audience needs and then formulates ways to meet those needs.

· Categorizes the types of small groups that typically operate in an organization.

· Interprets the legal and ethical dimensions of communicating while using correct business etiquette.
Sample Performance Task

· Assign students to groups of two or three to choose, plan and act out as role players who address the needs of a particular audience. Analyze the nature and effectiveness of the communicator. (English, Gateway 2.10, 2.14)
· Students will analyze case studies involving ethics and complete a sample ethics evaluation.

Integration/Linkages

Language Arts, SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Policy Commission for Business and Economic Education, Future Business Leaders of America, Delta Pi Epsilon, Industry Standards, Work Keys and National Educational Technology Standards (NETS)

Standard 10.0

The student will integrate multiple all forms of communication in the successful pursuit of a career.

Learner Expectations

The student will:


10.1
Analyze personal interests, strengths and weaknesses as the first step in choosing a career.


10.2
Research possible professions, demographic trends, industries and prospective employers.

10.3
Appraise the value of networking during job evaluation and research.

10.4
Assemble an on-line career portfolio including, but not limited to an application letter and resume.

10.5
Communicates in employment related situations in a businesslike fashion by electronic and traditional means.

Student Performance Indicators: Evidence Standard is Met
The student:

· Completes systematic self, career and job analyses. (English, Gateway 3.01)
· Uses available sources to determine employers in the local or regional area.

· Assesses the importance of a personal network in the job search situation.

· Writes a formal resume for a specific job and constructs an effective letter of application in electronic format.
· Communicates in employment-related situations in a businesslike fashion by electronic and traditional means.
Sample Performance Task:

· Students participate in and analyze mock interviews, emphasizing critical times at the beginning and ending of an interview.

· Students invite an employment specialist to meet with their class and discuss alternative sources for job placement (career centers, employment agencies, etc). After discussion with the employment specialist, students research different careers via the Internet using the Source and other Web Sites. The student will write a report in appropriate format on a specific career.

· Analyze and demonstrate importance of appropriate dress and behavior in an interview situation.

Integration/Linkages:

Language Arts, Mathematics, SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Future Business Leaders of America, Delta Pi Epsilon, National Educational Technology Standards, Industry Standards 

Standard 11.0

The students will demonstrate the ability to organize and maintain files.

Learning Expectations

The student will:


11.1
Identify drives, folders, directories and files (including network).


11.2
Organize computer storage (floppy disk or electronic media) by using several file management functions, such as sharing, moving, saving and deleting files.

Student Performance Indicators: Evidence Standard is Met
The student:
· Opens folders, accesses, moves and deletes files; shares files and prints files while using prepared information according to specific teacher guidelines and instructions.

· Assembles files already on the desktop and from a shared source into a folder and then prints a listing of files in the folder.

· Creates a file that can be shared by others on the network.

Sample Performance Task
Students will create a new folder called practice. Five files should be moved to practice folder. A listing of files in the folder should be printed.

Integration/Linkages
Language Arts, Mathematics, Computer Science, WC3 Users Interface domain, SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Policy Commission for Business and Economic Education, Future Business Leaders of America, Delta Pi Epsilon, National Educational Technology Standards, Industry Standards 

Standard 12.0


The student will develop and demonstrate human relations, self-management, organizational and professional leadership skills.

Learning Expectations

The student will:


12.1
Demonstrate self-initiative through group projects.


12.2
Examine the value of leadership skills.


12.3
Illustrate image building and public relations techniques.


12.4
Assess decision-making skills.


12.5
Demonstrate effective teamwork and critical analysis applying conflict resolution techniques.


12.6
Examine the value of leadership skills and confidence through personal reflection.


12.7
Demonstrate parliamentary procedure skills through team activities.


12.8
Analyze the goals and applies the principles of Future Business Leaders of America.

Student Performance Indicators: Evidence Standard is Met

The student:

· Analyzes leadership and confidence through professional development activities.

· Researches, analyzes, composes, keys, formats, and prints the attributes of a leader.

· Researches at least four-student organization Web pages and develops a report that compares and contrasts the different types of information found in each.

· Dramatizes leadership and confidence through professional development activities and constructs a leadership appraisal list.

· Applies effective image-building and public relations techniques.

· Composes, keys, and formats informative articles for publication in local and/or state publications.

· Researches, analyzes, composes, keys, formats, and prints the attributes of a leader.

· Organizes and manages a team presentation on leadership. (Gateway English II Standards 4.0).
· Demonstrates parliamentary procedure skills through team activities.

· Makes a two-minute report on an assigned keyboarding topic.

· Participates in Future Business Leaders of America-related activities.

· Designs a program that illustrates effective image building techniques.

Sample Performance Task

· Research, design and lay out a membership recruitment bulletin for the Future Business Leaders of America that is appropriate for the school Web page.

· Using the Internet researches and critiques a Future Business Leaders of America corporate annual report. Consider type of information included, the writing styles and presentation formatted.

· Complete a written analysis of findings and conclusions.

· Prepare and deliver a presentation on the findings.

Integration/Linkages

Language Arts, Mathematics, Computer Science, WC3 Users Interface domain, SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Policy Commission for Business and Economic Education, Future Business Leaders of America, Delta Pi Epsilon, National Educational Technology Standards, Industry Standards, Business Professional of America Chapter Management Reference and/or Future Business Leaders of America Chapter Handbook[image: image1.png]
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