
eBusiness Communications - 1

	Business Technology
School Year

eBusiness Communications
Course Code # ____3704
Term: ____Fall____Spring
1 Credit

Recommended Prerequisites:  Keyboarding/Document Formatting
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Standard 1.0
The student will examine basic communication components and the information processing cycle. (English II, Gateway 3.04)
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	1
	· 
	Analyzes communication and then illustrates the communication process. 
	
	

	2
	· 
	Evaluates ways in which good speaking, listening, and nonverbal skills contribute to effective business communication. (English II. Gateway 4.0) 
	
	

	3
	· 
	Demonstrates communication systems and use the systems to analyze and direct the choice of communication strategies. 
	
	

	4
	· 
	Brainstorm strategies for addressing special concerns related to international relationships and ethical issues in effective business communications. 
	
	

	5
	· 
	Create eBusiness Communications that are grammatically correct and professionally written. (This applies to all problems and activities throughout the course.) 
	
	

	6
	· 
	Create eBusiness Communications using correct layout and design for a professional communication.
	
	


Standard 2.0
The student will examine and apply the fundamentals of electronic communication.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	7
	· 
	Illustrates examples of equipment used in electronic communications. 
	
	

	8
	· 
	Distinguishes the advantages and disadvantages of electronic communications. 
	
	

	9
	· 
	Interprets the impact of electronic communications on society. 
	
	

	10
	· 
	Analyzes and gives examples of telecommunication tools, such as voice dictation, voice mail and cellular technology. 
	
	

	11
	· 
	Researches and reports on the security issues involved with data communications. 
	
	

	12
	· 
	Analyzes the characteristics of a local area network and a wide area network.
	
	

	13
	· 
	Researches and reports on ethical, legal, and confidentiality issues and applies ethical practices in electronic communications.
	
	

	14
	· 
	Navigates through the Internet while using effective search techniques
	
	

	15
	· 
	Researches and reports on value of technology in providing alternative forms of communication to individuals who experience difficulties in various modalities. 
	
	

	16
	· 
	Applies research and business report writing techniques while using the Internet to locate appropriate sites
	
	

	17
	· 
	Researches the trends, issues, and impact of electronic communications on education. (English II, Gateway 3.04) 
	
	


Standard 3.0
The student will research and apply knowledge of ethical and legal issues within the industry.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	18
	· 
	Applies ethical conduct providing the proper credit to those whose ideas and content has been used in creating interactive multimedia projects.
	
	

	19
	· 
	Demonstrates ethical behaviors in what is written, spoken, or presented in designing and presenting a multimedia project
	
	

	20
	· 
	Applies knowledge of copyrights in seeking formal permission from copyright sources before using materials. 
	
	

	21
	· 
	Recognizes the legal implications of violating federal and state laws in multimedia\digital publishing.
	
	

	22
	· 
	Demonstrates legal responsibilities using the Internet for interactive multimedia projects.
	
	

	23
	· 
	Demonstrate skills necessary for safety and environmental protection in digital design and photography.
	
	

	24
	· 
	Develop a virtual presentation on ethical and legal issues that could be posted on the web
	
	


Standard 4.0
 The student will demonstrate the use of a Web browser.

	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	25
	· 
	Composes definitions for Web browsing and Internet/Intranet terms. 
	
	

	26
	· 
	Formulates a list of topics relating to an assigned topic while using a Web browser. 
	
	

	27
	· 
	Assess the accuracy and validity of Web based information. 
	
	

	28
	· 
	Compares and contrasts Web browser services. 
	
	

	29
	· 
	Prepares a bookmark list of URLs. 
	
	

	30
	· 
	Appraises the needs for stringent personal and business measures in Web site security. 
	
	

	31
	· 
	Interprets the ethical and legal issues related to World Wide Web. 
	
	

	32
	· 
	Creates a concise report relating to a specific topic, including proper Internet citations.
	
	


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)
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	33
	· 
	Analyzes the four activities in the pre-writing step of the writing process. (English, Gateway 1.03, 1.05, 1.06) 
	
	

	34
	· 
	Completes documents following the steps in the writing process. 
	
	

	35
	· 
	Creates business documents using proper business format and mailable standards. (English, Gateway 1.11) 
	
	

	36
	· 
	Creates flyers, request letters and business reports. 
	
	

	37
	· 
	Prepares an electronic presentation and delivers an oral report using on research completed on the pre-writing and writing process. 
	
	


Standard 6.0
Students will demonstrate the use of communication methods on the Internet/intranet.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	38
	· 
	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. 
	
	

	39
	· 
	Examines the safety and value of the information gained from Internet/intranet communication tools, such as, newsgroups. 
	
	

	40
	· 
	Evaluates a situation to determine an appropriate communication tool. 
	
	

	41
	· 
	Using different search engines, reads and evaluates a wide range of Internet presentations. 
	
	


Standard 7.0
The student will examine and utilize research tools.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	42
	· 
	Evaluates the reliability, validity and ethics of information obtained through research compiled from the Web.


	
	

	43
	· 
	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.


	
	

	44
	· 
	Formulates a list of on-line resources, such as libraries, encyclopedias, phone books, people finders, map finders, museums and e-publishers. 
	
	

	45
	· 
	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) 
	
	

	46
	· 
	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. 
	
	

	47
	· 
	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. 
	
	

	48
	· 
	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. 
	
	

	49
	· 
	Applies search engine procedures to locate topics relating to arts and music and prepares a list containing two sites for each topic. 
	
	


Standard 8.0
The student will demonstrate the process for transferring (uploading and downloading) data files.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	50
	· 
	Transfer data from station-to-station while using prepared information according to specific teacher guidelines/instructions.
	
	

	51
	· 
	Assess and describe three shareware, freeware and limited use sites. 
	
	

	52
	· 
	Download compressed files from the Internet and then unzip (decompress) the file to an approved drive or electronic media. 
	
	

	53
	· 
	Upload a graphic to the Web site or to another station on the network. 
	
	

	54
	· 
	Evaluate resource files (text, music and design software) or other information as to copyright stipulations. 
	
	


Standard 9.0
The student will examine contemporary issues and styles in business communication. 
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	55
	· 
	Compares and contrasts strategies for communication across cultures. 
	
	

	56
	· 
	Analyzes audience needs and then formulates ways to meet those needs. 
	
	

	57
	· 
	Categorizes the types of small groups that typically operate in an organization. 
	
	

	58
	· 
	Interprets the legal and ethical dimensions of communicating while using correct business etiquette. 
	
	


Standard 10.0
The student will integrate multiple forms of communication in the successful pursuit of a career.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	59
	· 
	Completes systematic self, career and job analyses. (English, Gateway 3.01) 
	
	

	60
	· 
	Uses available sources to determine employers in the local or regional area. 
	
	

	61
	· 
	Assesses the importance of a personal network in the job search situation. 
	
	

	62
	· 
	Writes a formal resume for a specific job and constructs an effective letter of application in electronic format
	
	

	63
	· 
	Communicates in employment-related situations in a businesslike fashion by electronic and traditional means
	
	


Standard 11.0
The students will demonstrate the ability to organize and maintain files. 
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	64
	· 
	Opens folders, accesses, moves and deletes files; shares files and prints files while using prepared information according to specific teacher guidelines and instructions. 
	
	

	65
	· 
	Assembles files already on the desktop and from a shared source into a folder and then prints a listing of files in the folder. 
	
	

	66
	· 
	Creates a file that can be shared by others on the network.
	
	


Standard 12.0
 The student will develop and demonstrate human relations, self-management, organizational, and professional leadership skills.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	67
	· 
	Analyzes leadership and confidence through professional development activities.
	
	

	68
	· 
	Researches, analyzes, composes, keys, formats, and prints the attributes of a leader.
	
	

	69
	· 
	Researches at least four-student organization Web pages and develops a report that compares and contrasts the different types of information found in each.
	
	

	70
	· 
	Dramatizes leadership and confidence through professional development activities and constructs a leadership appraisal list.
	
	

	71
	· 
	Applies effective image-building and public relations techniques. 
	
	

	72
	· 
	Composes, keys, and formats informative articles for publication in local and/or state publications. 
	
	

	73
	· 
	Researches, analyzes, composes, keys, formats, and prints the attributes of a leader.
	
	

	74
	· 
	Organizes and manages a team presentation on leadership. (Gateway English II Standards 4.0).
	
	

	75
	· 
	Demonstrates parliamentary procedure skills through team activities.
	
	

	76
	· 
	Makes a two-minute report on an assigned keyboarding topic.
	
	

	77
	· 
	Participates in Business Professionals of America and/or Future Business Leaders of America-related activities.
	
	

	78
	· 
	Designs a program that illustrates effective image building techniques.
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