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Unit

/I think I’ve got the copier running. But it

doesn’t work.
REB[EKCLE TZEPHL, TEHE
A IE,

Copy this report for me.
WHRILXHMERENT .

Would you like to give me a hand,
please?

AL 7

I want to have these documents copied.

FARS B L3

. Would you mind re-typing this document

for me?

Typing and Photocopying
175 H

1%%&Eﬁﬂ X 3 S 7

(5; Will it be printed in a formal style?

ERAIEARREAITG?

She has to spend more than half an hour to
type up one piece of report.

W FT— TR B LA Z /N
How can you get the copy machine to

work ?

B AEX AN EIPLEFE R

/1 thought all I had to do was to push the

Start button here to get it started.
LI U 2% R XA T 46 #% LK AT LA

JRBhHLER .

@PFP?W??W?

m i
i T TR ETE

Susan, please come in.

What can I do for you, sir

Copy this report for me.

ut which size should |

OK. B
The A4 paper is all right.
I see. Should I have it stapled-

It’s unnecessary.

All right

wEErEr0

Size of Paper EEIKRIR~F « -

&ntiﬂ 1&& )L4+ %i?
ﬁ% &ﬁwﬂ%ﬁ&f%mv

HH = ﬁ%‘%—%?iiﬂ%"—%?

ARIFE
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; Conversatlon“ 5

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.
And I think it is a little small.
make it any bigger?

Just a piece of cake.

Can you

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.

Lucy, please come in.

What can I do for you, Mr. Black?
Would you please copy this contract for me?
Of course. How many copies do you want?
Six copies, please. By the way, could you
reduce it by one-third?

Mr. Jack,

clear.

the original document is not very
[ can’t guarantee that the copy will be
very good.
Let me have a look. This didn’t come out
very well.

B: Would you like me to try it a little darker?

A: OK, that is all right.

B: What about this one?

A: Yes, that’s a little better. Do remember to
use the A4 paper.

B: 1 see. Would you like to staple these for
you?

A: Yes, it is very necessary. Thank you very

much.
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Chapter 1 “CTooTmm s

ec I Typing STFERA <« - -

o>

@ >

A:
B:
A:
B:
A:

o

: Well,

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.

Is there anything else, sir?

No, thank you very much.

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?

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.

: Lucy, would you please type this report for

me?

m;?

w

D12 B AT RAEE

o>rw>

AR LA AT R A ARA
D RABLAF?

>o>0>

DR ERR ol

T &G, A7
AW RAEA R EH AT LAG?

ey, REBMEIR A H LB AT
w9 SXARE S,

S ) 9

RIAEH K
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B: Certainly. When do you need it finished? B: HRTA, B2t AZIHRE?

A: Could you finish it by 10: 30 this morning? I A: FEA£10:30 ATdTE R"D? KT FAEEA
need to read it at the meeting this afternoon. Xy AR E

B: No problem, I will do it right now. Would B: & EA, RIMAR LM, ERGIHRE
you like this report done in a formal or Ri% A E XA KB 2 JF E XA K47 &7

informal style?
A: Please type it in a formal style. Do A: 5 R EX AR AT R, TR RATAT I B

remember to double space it and print it out R iirephudr ok, ZIHAKRLKE
on the laser printer so I can read it easily. 5 A&

B: 1 see. Anything else I can do for you? B: i 7., £ AR EHD?

A: Don’t forget to print the report on the Al B ETHREATP AN fF40E. KA
letterhead and use a larger font size. K 6 FK

« <= IV Operating Copy Machine = = - -
SENHRIE

Conversation ' ¢

A: Do you need me, sir? A B4, FEAH e

B: Yes, John. I know I'm supposed to be the B: 24, #43%, ReBAEXILEA L, 24
boss here, but I am at a complete loss BEOILHERERHEGT,
now.

A: What can I do for you? A B A A A7

B: How can you get the copy machine to work? B: fREAEXAFFPMLIESA KT
A: Let me have a look at it. You want the A: RAEA., EAEITIPX I L Z D2
documents printed, don’t you?

B: Yes, I thought all I had to do was to push B: 2, BBRUAAREEZHETX/NFiitda

the Start button here to get it started. T VABFIE,
A: Well, that’s right. But we have two Ak, RA, ERNEILEBE S TAITHY
printers here. You must tell the computer ME, B EEFERRADE IR AT

which one you want to use first.
B: So complicated. B: XE#7T.

==+ V Asking for Help 3 k#g) = - -

A: Would you lend me your typewriter? RAEFCAR 69 AT F AL KA T D
B: I'm sorry, it’s not working. It can’t be B Tﬁ%a\., HFMKRT, RAERGEA,

used right now.

.

“Unit1 -
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: It doesn’t matter. I'll ask John if he has

one.

: I'm sure he has now: it might even be new.
: That’s good. (He goes to John. ) May I

use you typewriter, John?

: Of course. Here you are.
: Thank you. I just want to type something.
: There’s no hurry. Take your time. I'm not

using it now anyway.

A:

o Chapter 1 G

REER. RO — TFTHRHEA

BFRACREA, THREZHG,

3Fo (R 298.) KEM— TR
FHD, 47

Bk k)

W) KRBT EARD

Fh=, REXILERA,

. ( After using it) I’ve just finished typing. A (RRE) RATHZTT, !

Thank you.

: You are welcome. C: R&E4A.,
press I, e, #
button Fe4n
staple 4T B 4TATAE
unnecessary RebZty, 356
document A, X, Lk
patience i, Zwty, &
urgency it a8, K&
necessary Lty LFHH
formal AL, HBX Lo
efficiency sk, Kk
practice %3, %3
completely T, TR
complicated LM F et




E-mail Sending
B2 1%

Unit

() Does your office have e-mail boxes? A Tl‘ﬁ'ﬁ:"

RTINS = A B HR 56 g 2 () How do you plan to distribute the informa-
() Most of them are safe and the safety tion about last week’s meeting?
depends on sites. R B otk ERAMSBUER?
RKEZHEIREZ S, LB TF M, (6 It shouldn’t be too complicated, I'm sure.
(3) A virus has got into my computer and KMEASKE RN,
corrupted all my files. (ZJ Do you think you call e-mail the details to
AMREEARR R, ERE 2 me?
NI PRAEHE VA0 17 D0 K R 1445 TG 7
(4) Did you get an e-mail with an attachment (&) Does your computer have the software to
and did you open the attachment? unzip files?
WRARNE & H MR, JF BT Ry e J 88 S 445 4 R A IES 2

A: 1 have a question about e-business. 1 A BN E I‘U TR 49, 4R A Se i
wonder if they have a special stamp for MAZHA M TR 5e455k P %
business.

B: Are you referring to an electronic signature? B: k23 FE L5

A: Tt might be. And what is that? A Tie2, BFELAXELTE?

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

A: I see, it must be safe. A RHiE T, P—E s

B: Most of them are safe and the safety depends B: X ZHHFREALS, TAMEBETME, 1k
on sites. You know there are many hackers on i HiF %5 M%EE,
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# Chapter 1

. Just the same as faxes.

: That isn’t bad!

the Net.

: I see, thank you.

A:

‘\Ofﬁce Work

FpE T, HHR,

“+=< I Virus and Attachment i 5% &= = *

: 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?

“=e+ I Writing a Letter 5 ¢

. Annie, I have to write another English e-

mail. Do you have any pointers?
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?
You go directly to the

w

A:

t RBRE,

R R AR T R 6 AN A

KR A

AAETHLE?

A A BN 6 Y, ek 0 S A ek
RT!

ARRRKE| S A WA IR, AR

T HE4E?

ARE 4 il 897

B, XKEREANBMAXMHFTX, FEE
WAL AT oS, BRIEd R R B
HRINIARB A,

RIwBT , 2REZALRMT LR

® @ @ o

DR, RAEE—H R LT, R

§ 45— F g7

D Atk A—#, KISS—R&E M £ 44t

Kpoil, FEMEMGHER, LFLEL
XERHET

D, BES, RFERHFAE, REALKRK

LR,
1R B A AR 2D

T, Aok, BEKEE LML, i
B, KkE Rk —i&, MR E
2

R34

oA ?

DR RABE P R, KRR




=

: That’s a good idea.

problem and then offer a solution. This

closing is a bit much, though.

: I am just trying to be friendly.

Keep it simple. It's a business e-mail. Save

flowery stuff for your friends.

Zil, RALEAEILKTERT

A RAZBERFTESF
B: ¥MiE, XARLE FERM, femed

HEG LRGN AT

~»*=* IV Sending E-mail ZH#B =~ -

: How do you plan to distribute the informa-

tion 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.

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, Iknow 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.

IR E LA

Er. S ) 3 0 P O -

P REEENNNHRE B LL AR P B

ZuF R,

XL RO TR AEE, 2RI A

HRAALFLHT. KEBALERLR
A M) 93X FFBF R MR A, IR AR 69 £ A
WARIA, RAAERAARAS X &

f;‘, fich

DAR—A A R TR ST LR R

BEE] T ceeeee R 4 32

D ART VA AL b F R A e 2 R 26 &

FHEAR, REFBiLMEEL FFA
e R A EF LI, K HALAN

IR, ARERLSWILRAAEMHSZ,

REABELZHEMFKAT, RibFHK
EAEAE BRATVIAAZ S P RS B 9

s ek, E ATy F AR A L — AT

Jo, 1ERAR B IZILEMNANTGES F
1R, TREZBRHEG

PARERBAARF R, AMALEFLKEL

7)1%%0
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: Good. Now,

. He’s not your boyfriend,
: No, how can he be my boyfriend so far

: I don’t know...

: Yeah,

‘Chapter 1

Conversation -

: I took your advice and set up my Internet

account with China Telecom’s ISP depart-
ment.

you can say that you're on
line. Did you get a free e-mail account at
sohu. com?

Yes, yes. My e-mail address is lisa@
sohu. com. Now, I can also talk to my
friend Angelo in Milan.

is he?

away?
I should send you an e-mail
That

you can put my picture on your

with my picture as an attachment.
way,

screen.

: Sure. Are you jealous? —Anyway, I was

surfing cyberspace last night and I found
this MP3 sound file. Listen ( She plays the
file and they both hear a short tune. ).

Sounds very clear. Technology is quickly
evolving. They're already making plans to

install an e-mail system in your car.

: That would mean I could e-mail you while I

drive or take a taxi.

you could also communicate to your
boyfriend in Milan using the information
highway. The car may become the essential
communications vehicle that will enable us

to travel and talk great distances.

. You must use the Internet too much.
: Why do you say that?

Because 1 think your head is still in
cyberspace.

iConversation .-

: Where are you going now?

, Office Work

A B THRGEL, ERFRRSHFEE
IERFET AP

B: 4, MAERTAHLZ LR T, RAEKIKM
SEERT B e TR, T5?

A 24y, g d T4 J‘JL ;% lisa @ sohu.
com, MERTAFRERLZHMARE
Fi4Z 7T

B: fb R ZAReG B A, Z°5?

A: RE, RELALAMBIX L FRL?

B: & Rsmill- R BLHRA AN ST oM
EREGB A ARAIRE T A te K69 B A
AAERGFERLET,

A: & ?}iﬂ_ﬂ\ {AJF;;:{(}’J T uﬂ]-J ...... H’}:;’/\gr _j:_ %
T ML EE, FXF) TN MP3 FFC
#. U7 (dedT A H b.mlfy/\%ﬂx“iréll
— 420 Wy L)

B: FERHAE, HARAEREHR Y, Mz
HXIEHELELZR S TGRS,

A XFAH, EFERFRBERHETAL
@%W%T

B: 28y, T AFfeh Rk ZGMALERZEAR
Lil@fE, ETRHRAAEZGEZ L,
BLAE R & A B 1 3T 6 3 7 AR B, X AEAE
AR F AT B B B B E

A R4 f:i AHXET

B: A2 AH?

A: B A ARG RS TR R A M 4% 8]

A: RIS FAR LT ?
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. Let’s correspond by e-mail.

: Let's see... Yes,

[ want to send e-mails at the computer
center.
I don’t know what the e-mails is. Can you

tell me?
E-mail, like postal mail, can be used to

send all types of letters and documents.

: DO you think e-mail is better than written

letter?

Absolutely! E-mail is so fast and also the
easiest to use.

Can I read and send it at workplace, home
or anywhere?

Sure, but only when a computer hooked up
to a phone line, you can do that.

I see, thank you. Anything else?

You can send single or multiple messages,
or text files to individuals.

So convenient.

So it 1s.

5

bt

D RAEI AT KT R

HAR i AR TR, IR AR SR
&7

o ok G AR B e — A, A R AFE & X
E S R D RER S & o

PRIK AL R & F SR b B 43 45 7

ARG R TR R R R, AR
LRFE

P RAEAEFE, LY SR T ERA

B AR T R ?

DL R AR LG — R E kit

AR, R AR,

KPE T, #H#! A LAy g

AR AL AL EAE B XA, 7T
ABEK o

KFRT

MER,

<=+ VYV Attachment Size Mi{EK/ = = -

Conversatio

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! I'll send it along to you as soon as [

get back to the office. I did get your card,
didn’t I?

Oh, I almost forgot! Here it is.

Thank you. Is all the information on here
current?

but this only has my work
e-mail address. I'll give you my personal

address too. Sometimes if the attachment is
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