THE COMPUTER IN TECHNICAL COMMUNICATION (TC310) 

Spring 2004,  http://courses.washington.edu/tc310 

Instructor:  

Dr. Jennifer Turns

245 Engineering Annex, 206-221-3650, jturns@u.washington.edu
Office hours, By appointment

Teaching Assistants: 

Aaron Stroud, astroud@u.washington.edu, Office hours: TBD

Raina Richart, rrichart@u.washington.edu, Office hours, TBD
COURSE DESCRIPTION
Professionals in technical communication use a wide variety of software tools to accomplish their goals.  Knowledge of such tools makes TC graduates very competitive.   In this course, we will focus on a sample of these tools (e.g., InDesign, Visio, Robohelp), specifically looking at the functionality of the tools, the types of activity the tools support, and how to design effective solutions with the tools.  We will also focus on the TC profession and the nature of design within the profession.
LEARNING OBJECTIVES
This course has been designed to focus jointly on software and design activities common in the TC profession.  As a result of participation in this course, students will be able to:

· Use software tools effectively and professionally.  Use modern software tools to accomplish common TC activities including presentation management, word processing, graphics design, diagram design, page layout, web development, and online help development.  

· Use familiar strategies to learn new software tools.  Use skills developed throughout the course (particularly an understanding of tool functionality and strategies to get oriented in a new software program) to quickly come up to speed on new software tools.   

· Design effective solutions to technical communication challenges.  Analyze communication situations to determine solution requirements.  Generate solutions that satisfy the requirements.  Identify relevant criteria for judging the effectiveness of TC solutions (e.g., document, diagram, etc.) and use these criteria to evaluate and select the most promising solutions.  Incorporate a focus on user/audience needs throughout the design process. 
· Demonstrate knowledge of the TC profession.  Characterize the TC profession in terms of common challenges, common genres, and distinctive concerns (e.g., usability).  Be prepared to educate others about the TC profession, to direct your own future learning, to find a job, and to effectively work in a TC related job.    
ADDITIONAL ANTICIPATED OUTCOMES

Your learning in this class is expected to lead to three additional outcomes.  Participation in this course should also contribute to students’ abilities to a) engage in professional TC discourse - engage in conversations with TC professionals in which a range of conceptual issues, product concerns, and software topics are discussed, b) identify TC learning issues - identify TC related issues that the student wishes to learn more about and the place in the TC curriculum where such learning issues will be addressed, and c) envision to job possibilities - describe a range of activities common to TC professionals and the job contexts in which such activities may occur.

ASSIGNMENTS / DUE DATES / GRADING
In this course, you will complete a variety of assignments designed to help you achieve the course learning objectives.  You will complete these assignments in the context of role playing scenario.  Specifically, you have been hired by the technical communication department of an organization.  You will be working as part of a team of interns, and you will be assigned to a team by the instructor.  Your team will select an organization at the beginning of the term and complete all assignments in the context of that organization.    

The table below provides an overview of the assignments, the due dates, and associated points.  Assignments are due at the beginning of class on the specified day. Assignments not submitted by then will be considered 1 day late. For each day late, 10% will be deducted from the grade.  

	Submission
	Due Date
	Points
(total 100)

	Design assignments (8 total assignments)
	
	

	- Solutions
	Weekly
	40

	- Design rationale
	Weekly
	16

	Debriefing sessions
	
	

	- Presentations
	Periodic
	5

	- Question and answer contributions 
	Weekly
	5

	Culmination
	
	

	- Professional portfolio
	6/02/03
	20

	- Learning portfolio 
	6/08/03
	10

	Participation
	
	

	- General contributions
	Periodic
	4


Design solutions.  Your core assignment in this class will be to use a software tool in order to accomplish a specific goal.  The specific tools, assignments, and their due dates are listed below.  

Assignment description
Due Date

- Design asgn 1:  Poster / PowerPoint 
4/05/03

- Design asgn 2:  Document design / Word
4/12/03

- Design asgn 3:  Graphics / Photoshop 
4/19/03

- Design asgn 4:  Page Layout / InDesign 
4/26/03

- Design asgn 5:  Diagrams / Visio 
5/03/03

- Design asgn 6:  Web / HTML 
5/10/03
- Design asgn 7:  Web / Dreamweaver  
5/17/03

- Design asgn 8:  Online Help / Robohelp
5/24/03

You will complete these assignments in the context of role playing scenario.  Specifically, you have been hired by the technical communication department of an organization.  You will be working as part of a team of interns, and you will be assigned to a team by the instructor.  Your team will select an organization at the beginning of the term and complete all assignments in the context of that organization.    

While these assignments will be primarily individual assignments, each will require some coordination with a team.  Effective solutions will fulfill all technical requirements and team/branding requirements, as well as be usable and effective.  For each assignment, you will submit a solution as well as a written rationale (see next section).  These two elements of the assignment will be graded separately

Design rationale:  Professional designers are frequently called on to explain their solutions and the rationale behind the decisions in the solutions.  This is important when sharing a solution with co-workers and clients, when engaging in a design review, and/or when determining how to evaluate the solution.  The design rationale will provide you a place to document the reasoning associated with your solution.  
A complete design rationale will identify the key features of your solution, identify key design decisions represented in the solution, and explain the thinking behind one of more of the design decisions (the alternatives you considered, why you chose the one you did).  An effective design rationale for a TC professional will clearly show the link between the solution features and the user/audience analysis.

The goal of the design rationale is not to exhaustively capture your design reasoning.  Rather, the goal is for you to demonstrate your awareness of the key features of your solution.

Debriefing sessions – Presentations and questions. Each week, we will explore a subset of the “just submitted” solutions.  These sessions will provide students with the opportunity to practice presenting and justifying solutions, recognizing alternative solutions, asking questions about solutions, and thinking critically about solutions.  These sessions will consist of three phases: a) a presentation phase in which three or so students formally present their solutions for consideration by the class, b) a question/answer phase in which non-presenting students pose questions of the presenters, and c) a critical evaluation phase in which all student reflect on the effectiveness of the solutions and strategies for improving the solutions. 

Professional Portfolio.  In the final two assignments (the professional portfolio and the learning portfolio), you will develop portfolios providing a synthesis of your class efforts.   In the professional portfolio assignment, you will be asked to design and develop a custom web-based professional portfolio.  At minimum, a high quality professional portfolio will be one that satisfies standard usability criteria, conforms to standards for effective communication, and succeeds in making and supporting claims about the professional skills of the person who created the portfolio. 

Learning Portfolio. In the final assignment of the course (replacing the role of a final exam), you will be asked to develop a portfolio that demonstrates your achievement relative to the learning objectives of the class and your own experiences.  You will be asked to do this using E-portfolio.  At minimum, a high quality learning portfolio will be one that conforms to standards for effective communication, and succeeds in making and supporting claims about the learning achieved by the person who created the portfolio.
Participation: The structure of this course relies greatly on the contribution of the students.  In addition to completing assignments and contributing the debriefing sessions, you will be called upon to participate in additional class activities and assignments.  

MORE ON GRADING

Work submitted in this class will be graded on a scale from 0-4, as described below.  In this grading scheme, a “4” represents an “A’, a “3” represents a “B”, etc..  .  
4
Top-notch, excellent, extraordinary accomplishment.  Really strong conception and execution.  Minor tinkering at most needed to make this comparable to professional-quality work. 

3
Very strong work.  Everything in order, well conceived and well executed.  Minor problems at most. 


Note:  The differences between a 3 and a 4 have to do with a combination of originality, excellence, thoroughness, and attention to detail in execution.  Although grades of 4 may include comments on detail level, doing this type of revision would not be sufficient to raise a 3 to a 4.

2
Average, but missing some components.  No glaring conceptual or execution problems, but nothing particularly outstanding on either dimension.  Focus may be somewhat limited, or execution may be less than optimal. 

1
Acceptable, but below average work.  Either conception, execution, or both definitely need to be improved.

0
Not of acceptable quality.     

Grading of solutions, rationales, presentations, professional portfolios and learning portfolios:  These course elements will be graded using rubrics based on the general guidelines described above.  For example, design solutions will be based on the technical requirements, the team requirements, the usability of the solution, and the effectiveness of the solution.  The design rationales will be graded on the quality of the communication, the completeness, the level of insight represented, and the user-centeredness.

Resubmitting work:  Students will be permitted to resubmit up to two solutions and two design rationales for re-grading.  Students may resubmit these items at any time prior to the last week of the course.  The revised grade will replace the original grade.  When resubmitting, students should include both the original work as well as the revision, and a brief statement explaining the nature of the revision. 

SCHEDULE

See the table at the end of the syllabus. 
REQUIRED MATERIALS
There are no required textbooks for this course.  There are, however, some required materials and information. These include

· Access to TC Computer Lab.  The computers in the TC computer lab will provide you with access to the software tools for the class.  Please speak to Jesse Bangs or Jeff Babauta to get your personal lab door code.  Please speak to Paul Nortrom to get your computer network logon code. 

· Access to the Internet.  We will use a variety of web-based tools as part of this course.  You will be required to access course materials via the course website, submit your assignments through the web, and participate in online discussions.  As a result, you will need Internet access and your UWNetID.  The specific Internet-based resources are listed below
Course website:  http://courses.washington.edu/tc310
E-Portfolio:  https://catalyst.washington.edu/webtools2/secure/portfolio/participant/
Bulletin Board:   http://catalyst.washington.edu/webtools/epost/register.cgi?owner=jturns&id=7629 
· Note on Books/Course packs:  There are no required books or required course packs for this course.  Instead, I have made almost all materials available through the course website.  I plan to provide physical copies of materials on a very limited basis.  I invite students who wish to have materials in hard copy form to print these materials.  To facilitate this printing, I will indicate, in advance, which materials will be used in upcoming course sessions.  Occasionally, I will distribute materials in class.  If you miss class, it is your responsibility to coordinate with other students to get copies of these materials.  
TEACHING PHILOSOPHY AND STYLE

The design of this section of TC 310 is a reflection of my teaching philosophy and style.  In designing a class, I strive to create a successful learning experience for the students.  I make choices based on my philosophy of teaching, which is tied to my knowledge about how learning occurs. In this course, I rely heavily on the following elements of my teaching philosophy.    

1. Create a learning community.   People learn from each other.  Students learn from other students as well as teachers.  Anyone with knowledge can represent a teacher.  Further, as students become more advanced, they often have knowledge that is relevant to other students.  Given these issues, I actively try to transform a group of students into a learning community – a group of people who learn from each other, are willing to turn to one another with questions, and feel comfortable contributing their knowledge. 

2. Use a variety of learning and assessment activities.  Learning is an active process and also an individual process.  In order to learn, students need to be engaged in activities.  Yet, different learners benefit from different types of activities.  Thus, I strive to use a variety of activity types in my teaching, in order to provide many different opportunities for students to test and demonstrate their understanding.  I consider lecturing to be one type of activity, and one that I prefer to not use exclusively.  Rather, I prefer to stimulate a topic with some other type of activity and then use lecture and discussion to bring out important elements of activity.

3. Relate topics to a broader knowledge context.  Learning of one topic is facilitated when one understands how the topic relates to a wide variety of other topics. In other words, making connections is important for learning.  In the context of professional education, I work to help students relate specific class topics to (a) other topics in the professional curriculum, (b) the practice of the professional (e.g., Technical Communications) and (c) issues of professional practice in general (e.g., to ethical issues, to teamwork issues). 

STUDENT RESPONSIBILITIES 

· Attendance:  You are expected to participate in class sessions and conferences as scheduled.  Consider this class as part of your professional life and keep in mind that you would not fail to report to work without giving appropriate notice. 

· Catching up after missed class sessions.  If you miss a class session, it is your responsibility to get caught up on missed materials.  Contacting other students and checking the course website are the most effective strategies for this.  If you feel that you need information from the instructor, please attend regularly scheduled office hours or make an appointment.  
· Meeting deadlines:  Meeting deadlines is a professional responsibility.  Therefore, all written assignments must be submitted on the due date.  You can receive an extension only if you meet two conditions: 1) contact the course instructors before the date on which the assignment is due to explain why you need an extension, and receive written (or e-mail) approval.  Then 2) submit the assignment within one week of the original due date.  Using these procedures, you may submit one late paper during the semester with no penalty.

· Being personally responsible for learning:  Because individual experiences are so different, the only person who may truly understand what works for you is you.  As a result, students need to be their own self-advocates.  If something in the class is not working for you, please raise it with the instructor while there is still time to make a correction.  It is frustrating to learn of problems only when there is no longer the possibility of fixing them.  

· Plagiarism.  It is your professional responsibility to ensure that all submitted work is your own.  Please read Department of Technical Communication (TC) policy for students registered in TC courses regarding plagiarism.  This information is located at: 
http://www.uwtc.washington.edu/resources/docdepot/plagiarism.htm.

· Student Rights.  You have rights as a student.  To learn about these rights, please read Department of Technical Communication (TC) policy for students registered in TC courses regarding student rights. This information is located at:
http://www.uwtc.washington.edu/resources/docdepot/studentrights.htm
· Participation in Research.  Students registered in TC courses are part of the TC Human Subjects Pool. This means that students may be asked to participate in a research study. Participation in research studies is voluntary; students who do not wish to participate will be offered an alternative assignment. Please read the department policy at 
http://www.uwtc.washington.edu/resources/docdepot/humansubjects.htm.

INSTRUCTOR RESPONSIBILITIES
Instructors have a number of responsibilities.  The instructors of this course are committed to the responsibilities shown in the list below.  If you believe the instructors should have a responsibility that is not already mentioned in the list, please raise this issue.  
· Providing clear expectations and instructions

· Timely turnaround of submitted materials

· Providing justification of grades and constructive feedback for improvement

· Sharing knowledge and expertise

· Recognizing and balancing the needs of each of the students in the class

· Helping students development excitement and interest in the topic

SCHEDULE:

	Week
	Date
	Class Focus

	1
	3/29
	Introduction to the course

Introduction, Assignment 1 (PowerPoint, Presentations)

	
	3/31
	Introduction, Assignment 1 (PowerPoint, Posters)

Software tutorials, PowerPoint

	2
	4/5
	Due, Assignment 1 (PowerPoint, Presentations and Posters)
Debriefing, Assignment 1 (PowerPoint, Presentations and Posters)
Introduction, Assignment 2 (Word, Formatting and Editing)

	
	4/7
	Software tutorials, Word

	3
	4/12
	Due, Assignment 2 (Word, Formatting and Editing)

Debriefing, Assignment 2 (Word, Formatting and Editing)
Introduction, Assignment 3 (Photoshop, Storyboards)

	
	4/14
	Software tutorials, Photoshop

	4
	4/19
	Due, Assignment 3 (Photoshop, Storyboards)

Debriefing, Assignment 3 (Photoshop, Storyboards)

Introduction, Assignment 4 (InDesign, Fact sheets)

	
	4/21
	Software tutorials, InDesign

	5
	4/26
	Due, Assignment 4 (InDesign, Fact sheets)

Debriefing, Assignment 4 (InDesign, Fact sheets)

Introduction, Assignment 5 (Visio, Site Maps)

	
	4/28
	Software tutorials, Visio
In-class assignment, Professional statement, Revisiting learning objectives

	6
	5/3
	Due, Assignment 5 (Visio, Site Maps)

Debriefing, Assignment 5 (Visio, Site Maps)
Introduction, Assignment 6 (HTML, Web pages)

	
	5/5
	Software tutorials, HTML

	7
	5/10
	Due, Assignment 6 (HTML, Web pages)

Debriefing, Assignment 6 (HTML, Web pages)
Introduction, Assignment 7 (Dreamweaver, Web sites)

	
	5/12
	Software tutorials, Dreamweaver

	8
	5/17
	Due, Assignment 7 (Dreamweaver, Web sites)

Debriefing, Assignment 7 (Dreamweaver, Web sites)
Introduction, Assignment 8 (Robohelp, Online help)

	
	5/19
	Software tutorials, Robohelp

	9
	5/24
	Due, Assignment 8 (Robohelp, Online help)

Debriefing, Assignment 8 (Robohelp, Online help)

Introduction, Assignment 9 (Professional Portfolio)

Introduction, Assignment 10 (Learning Portfolio)

	
	5/26
	??

	10
	5/31
	Holiday, Memorial Day, No Class

	
	6/2
	Due, Assignment 9 (Professional Portfolio)
TC OPEN HOUSE – Presentations of professional portfolios

	11
	6/8
	Due, Assignment 10 (Learning Portfolio)


Jennifer Turns, Ph.D.

Director, TC 310 Internship Program
TBD, Inc.

Seattle, WA 98195

(206) 221-3650

Mr./Ms. T.C. Student
100 Main Street

Seattle, WA 98195

(206) 555-5555

29 March 2004
We are pleased to offer you an internship position with our department of technical communication.  We are looking forward to having you as part of our team.  We were impressed with your credentials and hope that you will be impressed with us.  In the past, we have been able to offer our interns a wide variety of experiences and expect the same for you. 

Your job will be to create solutions to in-house technical communication problems as they arise during your 2.5 month internship.  As with most work situations, you will be working as part of a team of professionals (in this case, a team of interns).  I will distribute most of the work across your team.  I will also frequently ask your team to ensure that the individual solutions are coordinated across the team. 

In keeping with the training nature of this internship, we will require you to annotate each of your solutions with three statements – a description of key features, a design rationale, and a professional activity statement.  These annotations will help both us and your department understand what you are learning.  We expect that these annotations will be very helpful for your final required activities – the development of a professional portfolio (we want to ensure that you get a good job after your internship) and a learning portfolio (in which you evaluate your own performance).   

I am genuinely excited to have you on board.  Please let me know if you have any questions,

Sincerely,

Jennifer Turns
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