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Use of Office Utilities

& Vocabulary Book

make out FRAF, HEAH bulk KAER, KEM
toner ( ¥TEPHIL) A4 projector 5 524X
unreadable ME&H), (%) HELLIA paper towel £ 1f1

H supply room ¥ i {1 55
complicated & 2%V corridor £ Jif
direction 5, WS employee number .5

This Is What You Say

WERS

Can you go and tell John we need some more ink?

VRAE £ VR MR TI0 W 2 — LR /K

We don’t have the goods in supply at the moment.

H arFe A 1A BAFm 524

Don't forget to fill out this supply form.
BT X Gy A it P

You can set up the fax machine to print a completion receipt.
PRAT LABEE & FLALET ER— 3K 58 il 4h

It will also print an error page if the fax does not go through.

QRAL RS RIS, 1 LR 24T th— DU R R I [l A




Please acknowledge receipt of the fax.

W% L iE R

Our printer isn't functioning well.
AT TENHLALF T .

Did you press the print button?
TR¥EATENEE 107

Is it connected to the computer?

S ANUEEL TRA?

PERZH
& Using Stage

Conversation 1

A Could you do me a favor? I was told

that I got a fax, but I see no fax here.

: It might be in the memory of the fax

machine. Let me check if there is
any paper. En...there is no paper to

print.

. | see.

. Just wait a moment and here it is.

Take a look at them.

: These are too light that 1 can’t make

out any of the words. How can that be?

: Don't worry. 1T think the fax machine

is out of toner. 1 can change the

toner cartridge. That should solve

the problem.

. Yes, but it will have to be re-faxed

Look ,

three pages missing! It looks like

as  well. there are about

the fax machine ate half my impor-

tant documents, and the ones that

A:

REREMCNG? AANARK TIER,
B8 A B AT ?
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EIE

s WA T,
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. Yeah.

HEIN

made it through are too light. They
are unreadable.

I'll have someone look at the machine
as soon as possible, and in the
meantime , L'll call them to refax
your documents to our other fax
machine.

: You are a nice secretary.

'
RN T T

R

B: &SRR — FEEL,

[l i, 25 AT HT W i At T4
TEELA SO T A BN AT 04 1%
HAHL L

IR E AL

Conversation 2

A: Let me show you how to operate

some of the office equipment, Terry.
This is the copy machine.

It looks complicated.

: It's easy to use. These directions
show you how to make a bulk of co-
pies, how to make two-sided copies.
. How convenient!

. Yes, and there's a water cooler.
We can stand around and talk while
we make copies.

: Really? Do you make a lot of copies?
. You bet.

this is the fax machine.

It beats working. Now,

: These are the directions here on the
wall?

: Yes. And we can also borrow equip-
ment for presentations here—the slide
projector, the overhead projector,
portable computers, and of course
the small TV.

: Do you use that a lot?

I say it's for presentations,

but actually, 1 just watch soap

A
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A s
. It's easy. I'll show you. First, put

=]

. Yes.

— ] = K 1055 Bl e i Rk

operas in my office.

: You know, Tracy, I am really lear-

ning a lot today.

: Stick with me and you'll be just fine!

B

A:

CEEIASES) — -

NEEIESRM

Franph, RuEn, 45 K2
SIS E

RFH, fRe—DHRE!

Conversation 3

How does this fax work?

Like this, OK?

the letter here.

. OK.
. Next, press this button, the button

with “TEL".

. For telephone.

: Then type in the fax number. What

is 1t?7

: 0235-45679.

: Then, wait for the message “on

And that's it.
[ think so. Can I try it now?

line” here. Got it?

: Of course. Well, this is your last

day of training, Miss Wang. How do

you feel about using this new system?

. | feel pretty comfortable with it. 1

just need to clarify a few things.

: Sure. What do you need to know?

. Well, I'm not very sure how to

input a document or how to overlay a

picture onto a text.

. Never mind. 1'll show you.

A

B

B:

XA FLHLE 2B
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SEARRCIE R, X, WA
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s FE T
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: 0235-45679,,
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Conversation 4

: Hey, Frank.

A

L T



oe)

. It's downstairs,

. Thanks,
x Oh Wait.

- No worry,

. Great,

: Do you need me,

BEIHA

: Yes? What's up?
: We're almost out of paper towels.

: Can you go and pick some up from

the supply room?

. OK. But where's the supply room?

the corridor on the left.

Frank.

Don't forget to fill out
this supply form.

: Oh yeah? But I'm not sure how lo

do it.
let me tell you. First you

write your employee number here.

: OK, and what does Q-N-T-Y mean?
: That stands for quantity,

and you

put how many you need.

. | see.

: Then you put the name of the thing

And the

and “

you need under “item”.

. “ . ” "
same goes with “size color™.

: Should I sign here?

. Yes, and the date here.

I get it now. Thanks, Frank.

at the other end of
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Conversation 5

sir?
es, John,

be the boss here,

I know 1'm supposed to
but I am at a

completely loss now.

: What can I do for you?

: How can you get the copy machine

to work?

A
B:

A
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A: Let me have a look at it. You want A. jEFKFAH, B4R FTEI X 2L 14
the documents printed, don’t you? Fe g9

B: Yes, I thought all T had to do was B JZMl, &L HFHE58E F XD
push the start button here to get it H- b HE L v LAS shl#s .

started.

A: Well, that’s right. But we have A. Mg, HARFEMHCEXTAY, [BIATXIL
two printers here. You must tell the AMEITEINL, 84550485 UF o iR
computer which one you want to use RS AT,
first.

B: So complicated. B: KEX&T.

I TVERH

Working Arrangement

+ Vocabulary Book

>

quota PR, ACLHI priority JlLYEAY, H AL
stationery 3L H., {54

ERS
This Is What You Say

® Sorry, I'm tied up at the moment. ['ve got so much to do.
RAHC, AT R 2 AR

® May | know by what time you need it to be done?
FABRIE VR A B o 27

® You are supposed to finish it by the end of next week.
FORIR T RARTHERX 5B T

e It's urgent, and try to finish it as soon as possible.
R R, Ralfe R it esem 1

e Next Monday is the deadline. You have to finish it by then.

AR AR S IR, AR 255 A



Would you mind taking charge of checking the quality of our new product?

iR TR A TR R P i B R, IR 7

[ don’t mind,

TANE, RERNNLE,

I'm quite willing, on condition that there's no objection.

RSO, HARH B

I am at your disposal, manager.

2B, FRUT AR

as long as you think it necessary.

I'm afraid I am not competent to do that.

R FBEAT RE S AR A TAE

1 have no special training in that field.

Fe WA B SRy T ) el B I

The process should be carried out according to the following procedure.

AR RS IRIEAT

This is done as follows.

X FE T RS REAT

- e
S ETEYLE
Using Stasge

> W > =

. All right.

Conversation 1

. Please pass out these handouts at the

gate of the company.

: Do I need to do all of this?
: Yes, it's your job.
. Then what's my job range?

: As a clerk in the general affairs

you have to do what you're

Understand ?

office ,

asked.

: What a troublesome post!
3 YGS,

isn’t it? But you have no choice
so long as you stay at the post.

I'll try my best.
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