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ABSTRACT
.Seventy students in a college business communications

course participated in a study to determine whether there were
significant differences in stu ents' attitudes toward the'course when
the traditional writing method or the 'word processing method was
rased. The study also sought to ascertain whether th traditional
writing method developed a hig level of cognitive achievement in
business communications than t e word processing m hod. The sample
was divided into two sections, with thee, traditional writing group
completing the assignments by hand or typing, and the word prg,Fessing,
group completing 'their assignments by dictating at a word proce4sing
center. Both groups,wer &given the same letter writing. test` problems.
Student attitudes hard the subject were surOyeiin a pretest -and a
posttest; an#,cognitive achievement was measured by,the combined mean
scores of the letter Writing test problems and'by an objective
posttest. No statistical differences between the groups were revealed
by the attitude surveys oethe objective posttest orcognitive
achievement. However, analysis of the mean ddores from the letter
writing'test problems indicated that the word procissinggroupshowed
better. skills, in letter writing. (HTH).
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TEACHING BUSINESS COMMUNICATIONS BY THE TRADITIONAL WRITING

. )01TD THE WORD PROCESSING.METHODS7-A COMPARISON
,

by Mary Grovannini

Word-processing represents chapge, and where*a word processing

system has been implemented, it is a testimonial to a break with the

traditional way of dealing with administrative and correspondence sup-

port. Because word processing isinew to the worlds of.business and

government, the impact for the business comm nicatikrhs class is, unknown.

Word processing, an efficient system of communicatingdone person's

ideat to another person in typewritten form is the nucleus of a new

technological revolution taking place within officed everywhere.

Along with equipment, the words People, rocedures and systems

appear. . Word processing brines about a bette utilization of people,

a company's most important resource. 'The con ept of word processing

developed from an attempt to reduce office cos s by using. dictation

and typing equipment. A system emerged for handling people, procedures,

.

and equipment to improve the efficiency and efn ctiVeness'of business
\_

writing.

Statement of the Prob
7,--

It is generally recognized that word proces ing will be an.inte-

gral pait of, the business world of the 1980's. be effective in the

pb
0. : Dr. Giovannini is Assistant Professor of Bus ness and- Office

Edlication, Northeast Missouri State University, K ksville. This 4
report is based on her doctoral reaprch completed for the Ph.D.

fi

degree in Vocational Education'at University of Mi Auri--Columbia,
under the direction of Dr. Milton Miller.
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business world of the 1980'S, everyone invqlved will need to be knowl-

edgeable about word processng. Since business deals with volumes of

paperwork, it is imierative that this communicatip brocess be fully ,

utilized if business is tp operate more efficiently and cost' effectively'
4.

than at the present. The business communications course is the logical

place for these cognitive achievements to be developed. A positive

attitude toward business communications should be-developed.

A seaich of the literatUre has revealed only two studies which

are somewhat related to this study, but none that indicate the relative

effectiveness of the word processing method of teaching in the business

communications course. This lack of evidence provided the focal point

for this study.

Purpose of the Study

S

The purpose of this study was to ascertain if there'were signifi-

cant differences in'students' attitudes toward the business communi-

cations course when the traditional writing method or the word process-

ing method was used. In additiop.....the study was to ascertain whether

hetraditional writing method develops a higher level of cognitive

achievement in siness communications than the word processing method.

e specifically, the study was designed to answer the following

research questions:
IF

I. What is the relative effect of teaching business communications
by the traditional writing Method and by the word processing.

.method upon the attitude of college students enrolled in a .

Buiiness Communications class?

a
2. What is the relative effect of teaching business communications

by the traditional' writing method and by the word processing,
method upon cognitive achievement of college students -enrolled
in a Business Communications class?

..
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Review of Related Literature

The review of literature revealed no studies Airectly related

1.o the word processing method .of teaching business communications.

An Eric search and a search of Psychological Abttracts revealed no

. studies connecting,word processing and the business communications

class. However, two studies, one by Stephen Lewis and one by John

Melrose are somewhat related to this study.

Stephen Lewis' Study ascertained the relationship of changes

in business getter writing'in organizations using word processing to

selected characteristics of the organization. A two-part questionnaire0

wAs developed to survey word processing center supervisors and-word

processing users. Results indicated that the'direci telephone dictation&

to a word prOcessing center was used to originate business letters to

a greater extent-in large organizations (250 or more administrative

employees) than in medium (25 -249 idministrativeemgoyees) or small

(1-24 administrative employees) organtions. Business letter writers

in organizations that offered in-service training techniques originated,

more ot, their letters by direct telephone dictation to a word processing_,

center than letter writers who had not received training. Thus, business

letter originators who have not had training In dictation techniques

used personal handwriting and personal typewriting to a greater extent

than writers who had training.

John Melrose's study ascertained differences in business,letter

composition 'skill between an experimedtal#group taught to compose
"r

business letters* through machine dictation and a coptrol.group taught

to compose business ietteis through handwriting. The experimental

group received instruction -in machine dictation and actually dictated

I
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letters as part'of the classroom instruction, while the control group

wrote letters by hid No significant difference was found in letter

composition skill between students who dictated letters and students

who wrote letters by hand.

Procedures

Population and Sample. The sample for this study consisted of

70 students, from a Apulation of 250 Audents enrolled in B0ED277,.

Business Communications,,in the business education area of. the Division

of Business at Northeast Missouri-State University, duqng the spring-

semester, 1980. The sections were assigned to the instr uctor as a

part of the regular class load. Business Communications is a three

semester hour course required of all one-'and two-year certgicate.-

students, as well adrtusines.administrat and accounting majors.

The sample consisted of two intact groups: one taught by the

k
re-searcher at 8:30 a.m. on Monday, Wednesday,and Friday; and the other

caretaught by the researcher at 10:30 a.m. on Monday, cWednesday, and

Friday.

Statement of Hyp2ptses. The general research hypothesis of -this

study was that significant differences exist in attitude and cognitive
111.

achievement among'studeftts having experience with the traditional writing

melhodsand the word processing method.

Stated in the null forth for the purpose of statistical analysis,

the following null hypotheses were tested at.the .05 level:of-signifi-
,

cance:

Ho
1' No statistically signifidant difference exists between the

scores on an attitude scale administered at the end
.

of the semester for treatment - (Group AYand treatment
(Group B).

,
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Ho No statisticall'y significant difference exista between the
means of the combined scores on the letter writing test
problems colpleted.at the end of the-eighth; tenth, and
twelfth weeks-of the semester for treatment (Group A) and
treatment (Group B).

Ho3: No statistically significant difference exists between the
scores on an objective posttest administered at the end
of the semester for treatment (Group A) and treatment
(Group B).

'PO

Definition of Terms. "Attitude" is student disposition toward'
R

and reaction to business communications as revealed by responses on

Remmers' Attitude Scale. Form A was used as a pretest. Form B was

used as a posttest.

"Tr'iditiorial Writing Method" involves classroom prodedures using

lectures; evaluating letters, memos, and reports; and producing mail-.

able copy either inq.ypeliritten or in handwritten form by each student.

"WOrd,processing method" involves c- lassoom procedures using

lectures; evaluating letters, memos, and reports.; and originating letters',
.

memos, and reports by dictation.
o

° e

1

Treatments. Both treatment groups were taught by the researcher.

Each 'occupied identical classrooms At different times during the

morning for instructional.sessions.

The same textbook, entitled Effottive Communication in business,

was utilized for both treatment groups'. The same a ignments were

given to'both groups of students, but the treatmen --mathod'of each

group.was different. The students taught by the traditional writing

method completed each assignment-by handwriting or typewriting. The

letter writing test problems which were handwritten by the student

were typewritten by the researcher before being evaluated. This was

to facilitate evaluation on an equal basis. The students who expe-

rienced the word_prOcessing method went to the word processing center

1
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to dictatq all letters; memos, and re rts.. These were transcribed by

the word processing center and,retur d to th%students for corrections,

or o be handed in.

Initial Status of Groups. Since it was not possible to obtain''

reatment'groups for this study by completely random methods, it was

'necessary to ascertain the initial status of all eight sections of

Business Communications being taught the spring semester, 1980. The

status of the groups was.determined by pretesting, for cognitive

achievement iq business'communications. Analysis of variance was used

to ascertain whether the two groups selected differed significantly from

the other sections on This measure. Finding no signiV.cant.differences,

there was n need V6-'djust statistically by the analysis, of'covariance

technique.
.

The following information was obtained'about the students in

sectionsthe control and experimental sections only: (1) A pretest was
.

.
._,

administered(to ascertain attitudes held by the student toward the

subject'matter. (2) Academia achiei/ement as evidenced by grade point

average, and (3) year in.school were obtained from the-student and

verified in the registrar's office. (4) Age' was obtained from the .

student. Correlations were computed between cognitive achieve-

ment in business communications and academic achievement, year in

school, and age.

Pilot Study. An administrative'pqnt study was conducted during

.q.he fall semester, 1979, to evaluate the materials for the.study.

The tests"were.assembled-, procedures were tested, ,and timelines were

established to make certain that the various units to be studied

coincided with-the appropriate letter writing test.problem.



Variables. The study investigated .two dependent vafiables:MI
A

First, attitude difference4, based upon Remme'rs' Attitude Scale.
3

Form A was 'adminea iistereas a pretest. Form B was administered as a

posttest on the, last class period of the semester.

Second, cognitive achievement,based upon combined mean scores

of the letter Writing test problems completed at the end of the eighth,

tenth, and twelfth weeks of the semester. A letter writing test prob-

lem. is any activity of a problem-solving nature which involves writing

or dictating on the part of the student. This activity w/s completed

in a testing situation and evaluated according to theevaluation.scale

developed by Perkins. Each letter was evaluated by three graders,

'after training sessions were held. The raters were faculty members

at Northeast Missouri State University who were teaching Business

2

Communications.

Cognitive achievement was also me asured by the scores of an-Objec-4

tive posttest administered on the last class period of the semester.

Inman's Printiples of Business-Wq

O

ting- Test washused for the mess-

ure. The same test was. administered a§,a pretest.

The independent variables were the treatments:administered to

each group. Group Ayeseived the traditional writing method, and

Group B received the word processing.method of inqtruction.

c Findings

At the conclusion of the semester a posttest; Remmers' Attitude

Scale, Form B, was ad *nistered to ascertain attitude. A posttest,
4

Inman's,Cognitive'AChi vement Test, was administered to ascertain

cognitive achievement.

7
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Data 'from the posttests were.analyzed using the qv-way analysis

of variance.technique., No statistically significant differences

between the treatment groups were revealed on the ariables of at-

titude toward'the course and cognitive achievement on the objective

postUst in bu'siness communications. -Therefore, two of the null

hypotheses, Hol and Hop could not be rejectedras a result of the

effects of the experimental treatment.
9

Mean scoresfrom the letter writing test problems were analyzed

using the one -way analysis of rariance technique. A statilical

significance was revealed in that Treatment Group'8,-using the word

processing method, showed better letteP`writing skills; -Thereeore,

theuull hypothesis, Hot wps rejected as a.) result of the experi-
.p

.

mental treatment:,
,

Conclusions

To the extent that the data and findings/resuling from this

research sudy are valid and representative of students enrolled in

a college level Business Communications course, the following con-

clualions may be drawn.

Since there was no significant.difference.between treatment

groups relatiVe to attitude toward. the course, it may be concluded

that there will nof-be a differential effect upon the. attitude towardj
the course by students as a result of being taught business communi-.

cations by tla,:e traditional writing method or the word processing methO'd.

Since there, Was a significant 'difference between treatment' groups

on the combined mean scores of the letter WDiting test problems, tit may

be concluded that teaching the word processing method results in higher

cognitive, achievement on letter.wriQng tests than teaching by the

writing method.

)
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Since there was no significant difference between'treatment

groups relative to the cognitive achievement objective pbsttest,

it may be concluded'that there will not be a differential effect

upon the cognitive achievement on an objective, test as a result of

being tauga,business communications by the traditional writing method

or by the word processing method.

: Recommendations
(

In view of tA findings and conckusions of this study, the

--'1ollowing recommendation is presented:

The the word processng method, should be offered more in the

.classroom to teach writing in business communications because this

is the method which brings about the most cognitive achievement

on letter writing tests.

Discussion

The word processing method should be.offered mole

//in

the class-

room to teach ,business communications because this is ah important

cognitive achievement for students going into the busi.ness world.

Students .could be permitted to select the method they Oefer

to use in the classroom, the traditional writing method or the word

processing method.

There possibly was a differente in attitude, but the i t u-

went was not capable of measuring that difference.

9,
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4 Problems for Further Study

Suggestions fOr further study,of business communications have

presented themselves to the researcher during this investigation.

These include:

1. The study could be\repIicaed to ascertain whether the results

Would be the same.
.

2. Further studies could be conducted to ascertain differeht

)procedures for teaching thecword processing method...
4

V
3. Further studies dould'be conducted,to develop better procedures, '

methods, or processes for evaluatipn of the letter writing test problems

to increase precision. ,

?4. Furthers dy -of the possibility of evaluating the actual

dictation...from' recorded media might prove tp, be. more economical for

an institution, since transcription of -the communications is either
-

expensive or time - consuming for a transcription tlas.s.

5. Follow up studies could be conducted tooscertain

studVnts using which method iind,the course in business communica-.

tions to be most helpful in the job sitd4tion.

6. Further study couldobe conducted-to measure efficiency

. of instruction (teaching both business writing principles and dicta-,
A

tion) gained by teaching he word praessing method.

7. Further study cowl e conducted to refine a test for

attitude.

10
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