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P Typing and Photocopying
< AL

B Key Sentence Patterns

Ay | think I've got the copier running. But it doesn't work.
RRBRELRZ TR, AIEHREAELE,
2} Copy this report for me.
HRAEXBMEENT
Qj Would you like to give me a hand, please?
WRA G2
4j | want to have these documents copied.
BB FEPIX
153 Would you mind re-typing this document for me?
- RN REHRITX 3G
&7 Will it be printed in a formal style?
) EREXMEAITE?
#j She has to spend more than half an hour to type up one piece of report.
AT — TS B LA Z/heT,
8] How can you get the copy machine to work?
B AR EAPLERER?
97 | thought all | had to do was to push the Start button here to get it started.
BLU AR BE T XA IR W LS 3hhLas .

B Pop Conversations

» Conversation 1

Susan, please come in.

What can I do for you, sir?
Copy this report for me.

OK. But which size should I use?
The A4 paper is all right.
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I see. Should I have it stapled?
It’s unnecessary.
All right.

A, HiEER—TF,
HAEARBEIAF L, 242
BRPEXGRERFT,

oG, K EIZAIRAE R TR
B AL EHTIAT,

RET . KERITEITHD?
LT

ARHFeL

Conversation 2

Hello, Jane. Would you like to give me a hand, please?
Of course. What'’s the matter?

I want to have these documents copied.

OK. Just a piece of cake.

And I think it is a little small. Can you make it any bigger?
Yes. What about the rest?

They are just right. Please give me five copies.

No problem. They are finished. Here you are.

Thanks for your patience.

R, B, HBERAMEFD?

LRTRA, ELT?

RBP4,

ey, DE—Z

BA, REFEAF LD, FRikte s 55 K EILD7
e, AH THXEEZLPR?

AR K ELE, HHREPEY,

A, LPRT, %k,

BARBRBRAT o

Conversation 3

You buzzed, sir?

Yes. Would you mind re-typing this document for me?
I don’t mind, as long as you think it necessary.

Can you finish that before 12 o’clock? It’s urgent.

No problem. I'll do it right now.

And after you finish the typing, please print it out.
Will it be printed in a formal style?

Formal style is good.

Chapter 1 Office Work hAET/E ==
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Is there anything else, sir?
No, thank you very much.

B &, £A?

Ry, REARENI X HG?
Y, REBEIRAH BT,

12 & Z AT heb i £? IARE S,
AR, RIALREHR,

ZA, TR THBREIGPE .,
2R EX XI5

¥4y,

ZEAMNGFD, kA7

EAT, EEBM,

PRI >O>O> D>

Conversation 4

Have you met the newcomer?

You mean Lily?

Yes, that doltish girl.

Why do you say so?

She has to spend more than half an hour to type up one piece of report.
Oh, that’s terrible. Doesn’t she know how to type?

Well, she can type, but that she has to look at those keys slows her down.
Did our boss know that?

I don’t think so. Our boss hates low efficiency.

You’re right. That poor little girl really needs practice.

AL ARG ARAIREA T 7

RABLA A7

RE, HAMAMRE AR,

R A A 23 2 HRT

AT —AREERALFA S D,

TOARRKMET . BERR LT F G2

R, WA, BRETEESSF, AHRQEEHIRT,
# B So i X F LG

REFERT oo, RMERTRIKHKE,

BT, MATREG I ERAGEE%TT,

PREZODPIPOI> D>V >T>O>D>Y

Conversation 5
Do you need me, sir?

o>y

Yes, John. I know I'm supposed to be the boss here, but I am at a complete loss
now.

b

What can I do for you?

w

How can you get the copy machine to work?

e 4.
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B Word Service Station

DRPD>D>D> WO
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Let me have a look at it. You want the documents printed, don’t you?

Yes, I thought all I had to do was to push the Start button here to get it started.
Well, that’s right. But we have two printers here. You must tell the computer which
one you want to use first.

So complicated.

RE, FE2EAFIEG?

A8, B, Bl EZXILER L, RAXLOINALLIELEGT.

TR A G 2B

RE LA F P pLiEdbAe £

BAAK, HCAITP 4R

R, RBEAAREZHTEMNREBELAATALHIMNE,

R, B, BEANZIUARHETAITFPEMNE, SEELFLBRERARS 447,
KEXT,

press &, #, H , button #:4n

staple J 47+ 4r471% unnecessary Rab-245, %44
document 23, A, Xk patience wfit, &wtH, wfs
urgency ks, i, %2 necessary s- 45, %54
formal AL L4, # X, k&4 efficiency # %, # 4t
practice %431, %3 completely % %, % 4,

complicated %= # # 24 ¢4




E-mail Sending

il 171 1%

B Key Sentence Patterns

4} Does your office have e-mail boxes?
AT A E A BT ERAE 7
2§ Most of them are safe and the safety depends on sites.

REFIHRES, BEMEBRTM,

3} A virus has got into my computer and corrupted all my files.

ARBEEARKER, BREFLBIRT!

fy Did you get an e-mail with an attachment and did you open the attachment?

REANRWESHM0ER, 3 BIFR T

8} How do you plan to distribute the information about last week’s meeting?

R E A ERAKSUER?

#6} It shouldn't be too complicated, I'm sure.

BB REZRN,

@} Do you think you call e-mail the details to me?
REESE TR AR 5L & BE R 44 TR 7

87 Does your computer have the software to unzip files?

YR 64 ¥R A 408 P SR AP 2

B Pop Conversations

P Conversation 1

A: I have a question about e-business. I wonder if they have a special stamp for business.

B: Are you referring to an electronic signature?

A: It might be. And what is that?

B: An electronic signature is based on public-key encryption, and it is not based on
common paper stamp.

>

I see, it must be safe.

B: Most of them are safe and the safety depends on sites. You know there are many

.6 -
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PPO>T>Y POPT>T> >

PRPE>D>Y > TPTP>T> >

>

hackers on the Net.

: I see, thank you.

P ERAAMRTET RSO EM, ABLERNATAR TR SR E,
D HRRBETE LG

CTRR, RFELRE2TE?

PERBREAXMFOMEY, RREEBGREA T,

ol T, M—RREE,

P RBEAB AR, RERBRE TR, KA FSRERE,
D ARAE T, MMk,

Conversation 2

. Disaster!

: What’s up?

: A virus has got into my computer and corrupted all my files.

: Did you get an e-mail with an attachment and did you open the attachment?

How did you guess?

: Well, that’s the main way viruses get in. You should be very careful about opening e-

mail attachments, unless they’re from someone you know.

: I know. But what can I do now?

KR

P RAETHLE?

PR AREBARG O, R SRR T

DR BB S A AR S, SR AT M

R E L4 g9

C R, RERENRARMENF X, FREHWHB LA+ 450, PR dE dp 2 R

B ARINIRE A,

P REE T, 2R RIA B 2R

Conversation 3

: Annie, I have to write another English e-mail. Do you have any pointers?

t Just the same as faxes. KISS — Keep It Simple Stupid.

¢ I know nothing flowery or unimportant.

: Right, get to the point, make your point, and then politely close.

! Will you proofread it when I finish writing this e-mail?

. Sure, but think about what you want to write. After it’s written, read it over and

remove the parts that aren’t relevant.

* Here is a hard copy of the e-mail I want to send. What do you think about it?
: That isn’t bad! You go directly to the problem and then offer a solution. This closing

is a bit much, though.
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I am just trying to be friendly.
Keep it simple. It’s a business e-mail. Save flowery stuff for your friends.

ZHR, BBBEE-HEILF IR, FRiHE—TD?

Fott J—#, KISS— 1238 £ M,

Koo, REALTHHE, LAZELLRRNGAB,

s, HEE, REHHFE, REARWNLEA,

RE TG, HEFERTD?

Tk, 2%, BBALEBEHZ, BFAE, WLFRE—iB, MRFBLHY
A

RABRELZGETFTRB M, REFIT?

ERE! REBITFEIM, RERBEBEZE, RESEFSILATRT,
ERRBETEIF

RERE, AT LS TG, fefmed 85881k M 42!

Conversation 4

How do you plan to distribute the information about last week’s meeting?

I was planning on sending a bulk e-mail to all users on our company’s server.

That’s a time-saving way to get the word out, but I don’t think it will be that effective.
Most of us just delete the bulk e-mails without even reading them. Even if you put a
really catchy subject line in there, I don’t think anyone will get the information.
Well, it would be way too time-consuming to send the e-mails one by one to our
entire staff... What do you suggest?

: You could send the meeting brief to the managers by e-mail, and ask them to forward

it to the people underneath them. Most people will read an e-mail if it is sent by their

supervisor.

: That’s a good idea. I can just put the meeting minutes on the e-mail as an attachment ,

then forward it along to the managers. Can you show me how to make an attachment
with our e-mail program?

I’'m sorry, I know next to nothing about the new e-mail program. It’s supposed to be
more user-friendly than our last program, but I still haven’t figured it out.

I'll ask our tech support for some help. It shouldn’t be too complicated, I'm sure.

HhAEEAEE LRI LT
RAEEENGN GRS B LA G A P BREF R4,
BEHEBZEHAERT AT, PRAAKERALELT, KEKALHEL
RARM B L N, ARG T HEAFERIA, RASEHFALE DX
128,

A= AN REXEE ST R FEET A 4 &7

P RTRBRE TR RSN A AL LEEETFAR, RERLENERILFT

Ao mREZERMME, REHALEAY,
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HEE, ARERSVERMERAL, RELBALZENKIT, R
R EHR LN S P45 RS ?

o, RO FMGREILF— i, RARREZRENATHES
EHE, TRERBRAEG,

P REBRBAARHF R, ABERLKRELY,

Conversation 5
Let’s correspond by e-mail. I think we should definitely keep in touch. There are a lot
of future opportunities to work together.

: I'agree. I am especially interested in the aluminum project you mentioned. Do you

think you can e-mail the details to me?

Sure! T’ll send it along to you as soon as I get back to the office. I did get your card,
didn’t 1?7

Oh, I almost forgot! Here it is.

: Thank you. Is all the information on here current?

Let’s see... Yes, but this only has my work e-mail address. I'll give you my personal
address too. Sometimes if the attachment is too large, my work e-mail will reject it.
If your attachment is more than 100K, go ahead and send it to my personal e-mail
address instead.

It'll be all right. I can send a compressed file. Does your computer have the software

to unzip files?

: Yes, but unzipping files doesn’t work out so well. Last time I tried to decompress a

file, my whole system crashed. If it is a large file, it would probably work better to
send it to my personal e-mail — it’s better to be safe than sorry.

: No problem. I will be sure to e-mail the information to your personal e-mail address

first thing tomorrow.

AMA LT IiBEre, BBEN—TERHEE, BALHARS SHANLM,
REE 288, RAHRIRE 942t F B, 1k REdeif am LK AR 4 R D7
BEA! R -DEANERSRET E, BRAIRGL Ry

w! REEILET, %k,

itt, L@ AFXBRRALZE A D?

BA—T. REMY, A2ZILRH KB G RIE, HICAA A bt 42
o AW RMARKR, AP RBLIER, wRMALT 100K, #EHEL
B R AAIH

ARHFE o KT VAL R A &G L A AR 5 49 B e

H, TREBHEXMARMLHA, LRRRARES X, BREAZ
HBART o wRIAMRK, REKGMAGEL BT E—FERL, L%
o

RIEAM, BPR—FhIels B R B RARE T,
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