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Use of Office Ultilities
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< Vocabulary Book

make out Bfg, HIAH bulk KRy, KEH
toner ( FTERHL) B4y projector AL
unreadable #E2:09, (FBEE)HELIA paper towel 411

AN supply reom 44 {3t %
comphcated & 341 corndor iE J&R
direction 55, HHB employee number 15

¢

This Is What You Say

® Can you go and tell John we need some more 1ink?
TREE X EURABRNTET E — LBk

e We don't have the goods 1n supply at the moment.
HRTEATRH B RY .

® Don't forget to fill out this supply form.
AER T HIX AL SR

® You can set up the fax machine to print a completlon receipt.
AT LR E e EALITED— TR S AL [ETA

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

IR R E KM, FRIM T H—SURE R E A,

® Please acknowledge receipt of the fax.

WEIE HAFE AL

® QOur pnnter 1sn’t functiomng well.

HAIFTEILAFH T o

® Did you press the print button?

RIESTEneE T g7
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® Is it connected to the computer?

SitEYLEREF T 8A?

X
@ Using Stage

Conversation 1

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.

. I see.

. Just wait a moment and here it is.

Take a look at them.

: These are too light that I can’t make

out any of the words. How can that be?

: Don't worry. I think the fax machine

is out of toner. I can change the
toner cartridge. That should solve
the problem.

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

Look, there are about
three pages missing! It looks like

as well.

the fax machine ate half my impor-
tant documents, and the ones that
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, I'll call them to refax

B

: Could you do me a favor? I was told A BEFM? FAR/BRKRTHEH,

B ARAW?

: ATRETEMR EVLM AR, BRig

E-THARAEE, B -BHHT
EREET o

: AT,
s F-NSILBAUT, BT, &

ﬁiﬁ_‘—Fo

: BERKET, RREABEARH,

EAZXHEYR?

: FER, REMEREENESA

BT, UREH-TREE, X
FERENL BRI T o

: F, AIEBEFTEEF LM,

&, BRT =5, FEREEN
FRTREAZ A EHEEXN
W, AR Lk 52 S 5l A A B 6 3K
H®, WEE,

: HERRBAKRKEE T EEM,

[at, 4517 H G ik i fi14e
BEAXHEFR X BRI E
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: It's easy to use.

. Yes.

BEHM

your documents to our other fax

machine.

: You are a nice secretary.

Office Work P ’

A

HHl L,

HRE—NIEFENLS.

Conversation 2

: Let me show you how to operate

some of the office equupment, Terry.

This 15 the copy machine.

. It looks complicated.

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.

It beats working. Now,

this 1s the fax machine.

. These are the directions here on the

wall?

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?

: Yeah. I say it’'s for presentations,

but actually, I just watch soap

operas in my office.

: You know, Tracy, I am really lear-

ning a lot today.

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

A:

=

FE, RREFREARE &
PARZ, XEREE

. BREREL.
: FIERMBH A, XEHEHBEH

RO KHEFTED, AT XL HTED

. ARJIT{EWR!
: BW, XEA-GUOKIL, #A

FTER & B 5 0T DA o 78 X B 95 3
WX,

: HA? fRITEITENR S AR AG?
: ABRLR, ITEIE L TR L,

8, XEEEL.

: HE ERUAHIG?

: W, BAIEW LIEX BEDM

HF R ERRE—LIATHL,
BREMN, EiLAEM, HRER
NI,

: BRNIAE ARG /N g7
: W, BRIA TR R R

B, L L, RRAERAEED
NEBELER .

: FET, RAGEY, RSXEE

KERE,

: WER, Re—EREF!
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: Yes.
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Conversation 3

. How does this fax work?

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

the letter here. Like this, OK?

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

with “TEL”.

: For telephone.
: Then type n the fax number. What

1s 1t?

: 0235-45679.

: Then, wait for the message “on

line” here. And that’s it. Got it?
I think so. Can I try it now?

: Of course. Well, this is your last

day of training, Miss Wang. How do
you feel about using this new system?

: I feel pretty comfortable with it. I

just need to clarify a few things.

: Sure. What do you need to know?

: Well, I'm not very sure how to

input & document or how to overlay a

picture onto a text.

: Never mind. I'll show you.

A
B.

=

B:

X BHLE AR EW 7

BES, RAKFER—TE, &
FIBEREXE, BXH, B
TRg?

H iﬂjETo
: RIBERX“TEL" 8,

: RRIEHEE,
: RERITEASH, SBRED7

: 0235-45679,
 FEHEERS, ROTT. &

7

i, RERH., RIALTLHIR

A7

: HRFLL, BT, E/ME, 4F

REBINHERE—XT, XM
XA RGN E AR

: RRBRABRINFE, AL E

LR,

H ﬂ“ﬁ]o ﬁl‘ajﬁ’{l»?
: BARMBERE 28 A0,

BB A,

BWXF, BREUR,

Conversation 4

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

A
B:
A

B, AR,
7 faz
BATEMPRARET .
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: Let me have a look at it.

the supply room?

: OK. But where's the supply room?

. It's downstairs, at the other end of

the corridor on the left.

: Thanks, Frank.
: Oh. Wait. Don’t forget to fill out

this supply form.

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

do it.

: No worry, 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.

. 1 see.

: Then you put the name of the thing

And the

same goes with “size” and “color”.

you need under “item”.

: Should I sign here?
: Yes, and the date here.
: Great, I get it now. Thanks, Frank.

HEHNM - -
L Office Work g

: Can you go and pick some up from B:

A
B

PR E AL % LR I 7

: BFEY, SRR EFEERILY
: TERET, ERA KA

: B,
: R, F—F, BT X G

‘JHFI%'%O

: BB? TREAKBEREE AR

: AR, BRETFIR, REEX

ILE EREIRE B 58,

: ¥FH9, ARA Q-N-T-Y Bt 4B A7
: XRERHEE, S EREGEH

B,

: ﬁzBEETo
: I RARE YT EH AR

TYRBER. "R+ R Hifa”
ETHERTAEE,

: BREAEXILE L2
. %B{)o EE&JL%% ngo
: BT, BAEREEAET,

B, =,

Conversation 5

: Do you need me, sir?

: Yes, John, Iknow I'm supposed to

be the boss here, but I am at a

completely loss now.

: What can I do for you?

: How can you get the copy machine

to work?
You want

the documents printed, don’t you?

A
B:

A
B

A

et , HERFILW?

ZH, A8, RAEEXILKRE
L, BRXSIILHLEELRE
CINE

: BRAEMA 452
: BAIX R LBk

LR EE, SRR X

g7
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B: Yes, I thought all T had to do was

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.

B: So complicated.

B:

A:

B, FIRURNATFEET XA
THEHEA BT LASS Bh148 o

M, AEEREXR, HRAITXIL
AMEITEIHL, B %EIFa i
TRABEA1T,
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I IfE=H

Working Arrangement

.Y Vocabulary Book

quota FHER, B4 pronty fE5EAL, HE L
stationery )'CE\— s ’%2&

This Is What You Say

e Sorry, I'm tied up at the moment. ['ve got so much to do.

R, MERAREIHEM.

® May I know by what time you need it to be done?
BAEMBERH 2HRTE?

® You are supposed to fimsh it by the end of next week.
ZEORIR T AR ZRT o

® It's urgent, and try to fimish it as soon as possible.
FEHED, RUTRRMIEETERT

® Next Monday 1s the deadline. You have to fimsh it by then.
TR—RREHER, AReHERLH5EH,

® Would you mind taking charge of checking the quality of our new product?
IHRAFRARNF=HHEERE, REET?

¢ [ don't mind, as long as you think 1t necessary.
BANE, RERAILE,

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

REBARN, RIEFEE.

® | am at your disposal, manager.
ZH, BIRIREI BT

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

R B BA BE B IR TAE

- T e TR T S SRR —
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® | have no special traming n that field.

< BFEEED -

™  Toplcs of Business English

WA 32 AR 7w A Lk B I

¢ The process should be carnied out according to the following procedure

- m e W -

==}

BRIV E T REBRHAT,
This 18 done as follows.

XA R T RPRIEFT

Using Stage

Conversation 1

: Please pass out these handouts at the

gate of the company

: Do I need to do all of this?
: Yes, 1t's your job.
: Then what's my job range?

: As a clerk in the general affairs

office, you have to do what you're
asked. Understand?

: What a troublesome post!

: Yes, 1sn't 1t? But you have no choice

so long as you stay at the post.

: All nght. I'll try my best.

>

> = > W

c WREIA ARIT A XL FOR R

#‘Fo

. RO G

: N, XREKITHE,

: ARK TAETERRA AR

: FERITEUMAEHR, IRLHH

LR EMTEN . HAM

o XA LR AT 0
: AIAEM! AT R B IX K

B RBX R

: AREAIE, AR AW R,

Conversation 2

(Mr Qun asks Alice to type a letter for

him. Alice begins to do it at once. )

L¥

Alce, I have an mmportant letter, [
would like you to prepare for me

Would you do 1t nght now?

or handwnitten?

(R A B wafFuir—41,
tWMen ke TH,)

A:

Xiiez, BA—H EEYEFER
BRAES . IRILTERE g

: Of course. Would you hke 1t typed B: A[LU, REBEHEHEREFE



