Dr. Don Unger

ENGW 3335-01
Technical &
Business
Communication

dunger1@stedwards.edu
(512) 448-8563
Sorin Hall, room 118
Mon 12:30--1:30 pm
Thurs 12:30-1:30 pm

Spring 2017 :: Trustee 205 :: Tues/Thurs 2-3:15 pm

Course Description
This course is designed to prepare students for authoring documents in various workplace genres. Students will compose several types
of workplace communication, such as correspondence, instructions, white papers, business reports, handbooks and oral presentations.
Special emphasis will be placed on analyzing the rhetorical dimensions of the workplace: writing for multiple audiences, communicating
complex and detailed information, and conforming to institutional style and formatting guidelines. Students are not expected to have
prior workplace experience or a specialized technical background to take this course.

Goals
ENGW 4341 aims to help you
become a better professional writer.
A professional writer's work is
characterized by the presentation of
technical material in written and
visual formats that are user
centered; this means that such
writers are keenly aware of purpose,
audience, and context. The course
and its principles are grounded in
rhetorical theory and informed by
current research in professional and
technical communication.

Means
Communication across multiple
audiences and for multiple purposes
continues to be a desired skill set in
technical and professional fields.
Beyond field-specific knowledge and
experience, successful and ethical
communication drives the
professional world. This class, in
content and form, models these
successful communication
practices. Working individually and
in groups, you will learn effective
strategies for communicating about
and with technology. To achieve
success in this course, you must
display the ability to succeed in your
future workplaces by developing a
variety of informative and visually
effective print and electronic
documents.

Outcomes
1. Describe key concepts and
practices in technical and business
communication.
2. Understand the options that
different modes of communication
afford writers and how these modes
affect usability.
3. Develop project management
skills and implement these skills
across multiple genres.
4. Demonstrate the ability to
compose proposals, reports,
technical specifications, and
instructions for a lay audience.
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Course Structure
In many of our class sessions you will be practicing concepts from the readings, engaging in tutorials related to design applications, and
drafting, work shopping, or testing your deliverables. For this course structure to succeed, you must complete all the readings and quizzes
assigned for class on time and to the best of your abilities.

Course Themes

Introduction to Professional Writing

Part 1

Weeks 1 & 2: Locating Professional Writing
Week 3: Workplaces as Rhetorical Situations
Week 4: Workplace Writing Processes

Fake News & the Role of Social Media
Weeks 5 & 6: Introducing the Semester Project
Weeks 7 & 8: Proposal & Report Writing
Weeks 10-13: Specifications & Instructions
Weeks 14 & 15: Usability

Part 2

Course Projects
Career Profile
For the first project of the semester, you will investigate and create a profile for a career that relies on technical and/or business
communication. Our goal for the project is to develop a complex picture of professional writing as a field and to begin to consider the
types of careers that someone with training in technical and business communication might pursue.
Proposal
For the second project, you will write a short proposal that will guide your work for the rest of the semester. In this proposal, you will
develop a plan for all subsequent projects. At the core of your proposal, you will choose one social-media platform to investigate and
develop materials for over the rest of the semester.
White Paper
For the next project, you will create a short, informative report commonly known as a white paper. Your white paper serves to
encapsulate background research on the social-media platform discussed in your proposal. Your research should provide a history
of the platform, discuss how it functions, how it makes a profit, any controversies or concerns with the platform, specific concerns that
relate to "fake news," etc.
Final Deliverables
For your final deliverable, you will develop a multimodal text that teaches a specific audience how the social-media platform that you
addressed in your white paper works. The text must provide a detailed technical description of the application and instructions how to
use the application ethically and effectively. This deliverable may be a webtext, video, podcast, etc.
Quizzes
Throughout the semester, you will complete 12 quizzes on Canvas that relate to the course readings. The quizzes are meant to
ensure that everyone keeps up with the readings and that you are giving particular attention to professional writing concepts and
practices that you will rely on in your major projects.
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Grading Standards
Below are grading standards you should use when evaluating your performance in class and on major projects in
the course.

A

B

C

D

F
Adapted from Doug Hesse’s Language and Composition I Course Guide.
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Course Policies
Attendance

Participation

You are expected to attend every meeting of the
classes for which you are enrolled. I do not differentiate
between excused and unexcused absences. I also
know that life happens, so here is the attendance policy
for all my courses:

You will complete much of your work for this course in
small groups, and I expect you to fulfill your fair share
of group work and interact courteously with your peers
at all times. Our class sessions will be conducted in
seminar format, they cannot be “re-created” outside of
class,. Therefore, regular attendance and active
participation are essential to your success. Active
participation may also include successful completion of
readings, which will be used to assess your
preparedness for a class meeting.

1. You may miss a maximum of three class sessions
without penalty. However, you still must turn in your
work on time and keep up with the course.
2. Each additional absence will lower your final course
grade by half a letter grade, regardless of how well you
otherwise perform. If you miss five (5) or more class
meetings, I reserve the right (but do not take on the
obligation) to drop you from the course with a grade of
“WA.” If you remain on the roster after the drop
deadline and “disappear,” you will likely earn a grade of
“F.”
ProTip: The tl:dr Version
1. Absent is absent: there is no difference in
excused or unexcused.
2. You may miss 3 class sessions without your
grade being affected.
3. In-class assignments or activities cannot be
made up.
4. If you “disappear” (stop attending) but do not
officially drop the course, you will likely earn a WA
or an F.
5. If you have a legitimate reason to leave early or
arrive late, please talk to me in advance.

Late Work
I deduct 10 points from your final grade for each day
your final projects are late unless you make
arrangements with me prior to the due date. Problems
can arise, but the key to their successful resolution is
communication. Keep me informed; avoid simply not
turning in projects or assignments.

I recommend that you save absences for when you are
sick or have an emergency. If you find that an
unavoidable problem prevents you from attending
class, please discuss the problem with me as soon as
possible. If you plan to be absent for a religious or holy
day, please plan with me in advance.
ProTip: How to Deal with an Absence
1. Email/upload any work due that day in class.
2. Email a classmate for notes & changes to
assignments so you are prepared the next day.
3. Check the syllabus and course website, and
complete the work assigned in class

Communicating with Me & Office Hours
The best way to contact me is by email. Please email
me whenever you have questions. I also will email you
regularly with reminders, instructions, and late
breaking information. Therefore, a requirement of this
class is that you check your SEU email & the course
site daily, especially the day before and morning of
class. Also, I am happy to meet with you by
appointment if you cannot make it to office hours.
Email me about setting up an appointment.
If you have an emergency, email me at
dunger1@stedwards.edu.

Learning Software vs.
Learning How to Learn Software
Experience tells me that the most frustrating part of this course is going to be our use of software to complete the major projects. I
understand this: however, software can allow us to communicate in ways that we simply can’t in older media. There is a benefit to
working with, rather than against, technology. But, technology changes. Rapidly. Our focus in this class is not on you all becoming
expert users of particular software. I want you to gain more experience in learning how to learn software. Why? Because when you get
into a professional setting, you’re likely going to be asked to use software that is unfamiliar or didn't exist when you were in college. I
want you to have your own methods for dealing with this experience.
What does that mean for this class?
To help you learn how to work with the different kinds of software we’ll be using this semester, I have arranged for Instructional
Technology to come into our class to offer tailored workshops for our major projects. We’re going to start with the “human assets” we
have on campus, and let the experts from OIT guide us through some basic concepts.
When you ask me a question, my first question will most likely be, “Did you Google it?” I am not doing this to deflect your question. I
will ask what steps you took to learn something because experts aren’t always going to be available (and there will be times when you
don’t want someone to know what you don’t know). So, I’ll be asking you to use all those free, online resources to help you find
answers because googling just might help you land a job one day. How much you learn and how quickly will be determined by you and
what you hope to get out of this class. Just know that your grade will always be determined by how well you work with the principles
and concepts we discuss in class, not how well you use the software.
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Course Policies
Challenges & Accomdations

(cont'd)

Academic Integrity

Course Policies
(continued)
The Student Handbook states, “St. Edward's University

If you have a confirmed medical, psychiatric, or
learning disability that I need to accommodate in
teaching you, please see me right away. I want to help
you succeed, so please come see during office hours
or make an appointment, preferably during the first
week of classes. You will need to prove your disability
by submitting certain documents to Student Disability
Services in Moody Hall 155. Please note that I cannot
accommodate any disability without a “504 letter,” nor
can I accommodate disabilities retroactively. If you do
have a 504 letter to submit, my preference would be for
you to come by during my office hours. This will give
you and I some privacy, and it will allow me to make a
copy of your letter for my files.
Please also remember that a 504 letter entitles you to
reasonable accommodations, not to an easier course.
You should read the reverse side of the 504 letter for
information about your duties and responsibilities. I will
ask you to sign the reverse side of the letter.
In addition, if you are under a great deal of stress or
you just want someone to talk to confidentially, see the
staff in the Health & Counseling Center (Lady Bird
Johnson Hall, Suite 100). They can help you develop
strategies for personal success and coping with
challenges.

Academic Counseling and Exploration (ACE), located
in Moody Hall 155, also offers services to help students
develop and use effective skills for successful
academic performance, including low-cost tutoring for
most subjects.

Note: This syllabus is subject to change.
Students will be notified on the course
website and/or by email of changes made
to the policies or syllabus.

expects academic honesty from all members of the
community, and it is our policy that academic integrity
be fostered to the highest degree possible.
Consequently, all work submitted for grading in a
course must be created as a result of your own
thought and effort. Representing work as your own
when it is not a result of such thought and effort is a
violation of our code of academic integrity. Whenever it
is established that academic dishonesty has occurred,
the course instructor shall impose a penalty upon the
offending individual(s). It is recognized that some
offenses are more egregious than others and that,
therefore, a range of penalties should be available.
Whenever possible, it would also be important to try to
determine the intent of the offender, since the error
could be a result of careless work rather than an intent
to deceive. The maximum penalty for a first offense is
failure in the course, and if that penalty is imposed, the
student does not have the option of withdrawing from
the course. In cases of mitigating circumstance, the
instructor has the option of assigning a lesser penalty.”
The St. Edward’s University Undergraduate Bulletin
and the Student Handbook state that a student who is
dishonest in any work may receive the maximum
penalty of an F for that course. SEU does not allow
students to withdraw from a course where an F in the
course for academic dishonesty has been imposed.
Students caught committing academic dishonesty in
this course will be subject to the full range of penalties
as described in the bulletin and handbook.
At St. Edward’s, plagiarism includes turning in as your
own work any drafts, papers, journals, or homework
that incorporates any ideas or actual writing done by
others (or from the internet) without acknowledging the
source you used.

Smartphones, Tablets & Computers
Smartphones are unavoidable, but please respect the classroom. If I observe you texting or answering the phone, then I will ask you to
leave class. This results in an absence. Please treat the classroom as you would any other space where you are expected to act
professionally. There will be some days during the semester where you might need to use your smartphone or other mobile device to
look something up. If it pertains to class, that's fine. In general, show up to class on time, be polite, stay on task, and use digital
technology smartly and professionally.
Generally, we will not have long-winded lectures in the course where you need to take copious notes, but if we do and you want to
take notes, I ask that you stay on task when using technology during class (whether pen and paper, laptop, tablet, etc.) .

University Non-Discrimnation Policy
Title IX makes it clear that violence, harassment, and discrimination based on sex and gender are Civil Rights offenses subject to the
same kinds of accountability and the same kinds of support applied to offenses against other protected categories such as race,
national origin, etc. If you or someone you know has been harassed or assaulted, you can find the appropriate resources, both on and
off campus, at http://think.stedwards.edu/titleix/.
As a faculty member, I am also required by our university to report incidents of sexual misconduct and thus cannot guarantee
confidentiality. I must provide our Title IX coordinator with relevant details such as the names of those involved in the incident. Please
know that you can seek confidential resources at the Health & Counseling Center in Johnson Hall, 512-448-8538. To make a formal
report, you can contact the Dean of Students Office in Main Building, Suite 108, 512-448-8408, or go to
http://think.stedwards.edu/titleix/filing-complaint. You can also make a police report to the St. Edward’s University Police in the
Woodward Office Building (WOB), Room 114, 512-448-8444.
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ENGW 3335 Technical & Business Communication
Week Date

Class Work

1.17

Course Intro

1.19

Locating Professional Writing, Day 1
Career Profile Assignment Intro

1

2

1.24

Locating Professional Writing, Day 2

1.26
3

4

1.31

Workplaces as Rhetorical Situations
Profile Draft Peer Review

2.2

Workplace Writing Processes

2.7

InDesign Tutorial

2.9

Designing Successful Documents

2.14

Semester Project Intro

2.16

Fake News and the Role of Social Media, Day 1

5

Homework
Read Sullivan & Porter, "Remapping Curricular Geography: Professional Writing in/and
English" (Week1CurricularGeography.PDF)
Complete Quiz 1
Work on Research for Profile Draft
Read Successful Writing at Work, Ch. 1 Getting Started: Writing and Your Career
(Week2GettingStarted.PDF)
Complete Quiz 2
Profile Draft Due 1.31
No Class
Read Successful Writing at Work, Ch. 2 The Writing Process and Collaboration at Work
(Week3WritingProcess.PDF)
Complete Quiz 3
Revise Profile Draft
Read Successful Writing at Work, Ch. 6 Designing Successful Documents, Visuals, and
Websites (Week4DesigningDocuments.PDF)
Complete Quiz 4
Profile Final Draft Due 2.14
Finish Profile Final Draft
Read Buzzfeed: “This Analysis Shows How Fake Election News Stories Outperformed Real
News On Facebook” https://www.buzzfeed.com/craigsilverman/viral-fake-electionnews-outperformed-real-news-on-facebook?utm_term=.lhY5KVMZ1#.yjeR4ZBK6
Read NY Times: “How Fake News Goes Viral: A Case Study”
http://www.nytimes.com/2016/11/20/business/media/how-fake-newsspreads.html?mc=aud_dev&mcid=fb-nytimes&mccr=NovHighMC&mcdt=201611&subid=NovHighMC&ad-keywords=AudDevGate&_r=0
Read NY Times: “Inside the Fake News Sausage Factory”
http://www.nytimes.com/2016/11/25/world/europe/fake-news-donald-trumphillary-clinton-georgia.html
Read Points: “Fake News Is Not the Only Problem” https://points.datasociety.net/fakenews-is-not-the-problem-f00ec8cdfcb#.p5v9sgsxf
Read The Guardian: “Google, Democracy, and the Truth about Internet Search”
https://www.theguardian.com/technology/2016/dec/04/google-democracy-truthinternet-search-facebook?CMP=share_btn_link
Read The Guardian: “Facebook Announces New Push Against Fake News After Obama
Comments” https://www.theguardian.com/technology/2016/nov/19/facebook-fakenews-mark-zuckerberg
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7

8

9

10

11

12

13

14
15

2.21

Fake News and the Role of Social Media, Day 2

2.23
2.28

Proposal Writing
Peer Review Proposal Drafts

3.2

InDesign Tutorial 2

3.7

Report Writing

3.9

Report Writing, Day 2

3.14
3.16

Read NPR: “Fake Or Real? How To Self-Check The News And Get The Facts”
http://www.npr.org/sections/alltechconsidered/2016/12/05/503581220/fake-orreal-how-to-self-check-the-news-and-get-thefacts?utm_campaign=storyshare&utm_source=facebook.com&utm_medium=social
Watch The Incitement: “With Fact Checking/Without Fact Checking”
https://www.facebook.com/theincitement/videos/1451715818191603/
Complete Quiz 5
Read Technical Communication Today, Ch. 8 Proposals (Week6Proposals.PDF)
Complete Quiz 6
Proposal Draft Due 2.28
Revise Proposal
Read Technical Communication Today, Ch. 10 Analytical Reports (Week7Reports.PDF)
Complete Quiz 7
Final Proposal Due 3.9
Read Technical Communication Today, Ch. 14 Researching & Research Methods
(Week8Research.PDF)
Complete Quiz 8
Spring Break

3.21

On Research in Workplace Writing

3.23

On Using Sources in Workplace Documents

3.28

Peer Review Reports

3.30

On Writing Technical Descriptions

4.4

On Semester-Project Deliverables

4.6

Screen Capture & Video Tutorials

4.11

Workshop

4.13
4.18
4.20
4.25
4.27

On Usability Testing
Usability Testing Deliverables
Usability Testing Deliverables

Read Technical Communication Today, Ch.15 Using Sources & Managing Information
(Week10UsingSources.PDF)
Complete Quiz 9
Report Draft Due 3.28
Read Technical Communication Today, Ch. 6 Technical Descriptions & Specifications
(Week 11TechDescriptions.PDF)
Complete Quiz 10
Final Report Due 4.4
Read Technical Communication Today, Ch. 7 Instructions & Documentation
(Week11Instructions.PDF)
Complete Quiz 11
Work on Deliverable Drafts
Read Technical Communication Today, Ch. 20 Revising & Editing for Usability
(Week13Usability.PDF)
Complete Quiz 12
No Class
Draft Deliverables Due 4.20
Revise Deliverables Based on Testing Feedback
Revise Deliverables Based on Testing Feedback
No Class

16

5.2
5.4

Finals

5.8

Workshop
Course Recap

Revise Deliverables Based on Testing Feedback
Revise Deliverables Based on Testing Feedback

Final Deliverables Due by 11:59 pm via Box

