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4
Restructuring

DataPro Inc. is growing, and so our workload is
increasing. But our IT department is not dealing
with this increase effectively. So | am dividing the
= IT department into three sections: quality

yu » assurance, data processing and information
Fel _~ security. The responsibilities of each section are:

Quality Assurance - ,

Testing hardware

Providing technical support
_DataProcessing
Writing code
Organizing data

-
TS eT o2 o

) harcware T

Encoding online data transfers
Updating security software
These changes are not simple or easy. But
smaller groups deal with tasks more efficiently
than larger ones. See your supervisors for your
new section assignment.

Thomas Jenkins, “
CEO DataPro Inc.

Get ready! Vocabulary
@ Before you read the passage, €@ Match the words (1-10) with the definitions (A-J).
talk about these questions.
— software 6 __online
1 What is Information Technology? Gode 7 __technical support
2 What do Information Technology hardware 8 data
professionals do? o . o
__data processing 9 __ quality assurance
—_information security 10 _encoding

Reading

@ Read the statement from the
DataPro Inc. CEO. Then, mark
the following statements as
true (T) or false (F).

putting secret information into code

the physical parts of a computer
connected to the Internet

numbers entered/held in a computer
checking products for problems

the act of using information
programs/instructions added to computers
helping people use/understand technology
program language

the act of protecting information

1 __ The IT Department is
increasing.

2 __ Data Processing employees
now encode data.

3 __ Supervisors know the
employees’ new assignments.

T IOTMMmMOQO WP b v =
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@ Fill in the blanks with the correct words

from the word bank.

\M’p[}{qﬁmﬂzz—

quality assurance encoding

1 Enter the into the computer.

2 The company uses to protect
information. _

3 finds and fixes problems in

new products.

@ © Listen and read the statement from
the DataPro Inc. CEO again. Which
section is responsible for helping people
to understand technology?

Listening

(D ¢ Listen to a conversation between a
DataPro Inc. employee and her supervisor.
Choose the correct answers.

1 What is the dialogue mainly about?
A asking for a raise
B requesting a transfer
C assuring product quality
D improving hardware

2 What can you infer about the employee?
A She does not like her new section.
B She has experience with hardware.
C She does not understand the changes.
D She creates valuable software.

@ © Listen again and complete the
conversation.

Employee: Excuse me, Mr. Hopkins? | have a (\
question about the 1

Hopkins: Please, come in. What's your question?

Employee: Well, 'm now in the 2
section.

Hopkins: Yes. You have a great understanding of
hardware.

Employee: Thanks, but | have more experience
with 3

Hopkins: | see. You want a 4 then?
Employee: Exactly. | feel that F'm more valuable there.
Hopkins: Let me 5 it.

§ | Current Section:
§ | Requested Section:

§  Reason for Transfer Request:

Speaking

© With a partner, act out the roles below,
based on Task 7. Then, switch roles.

| have a question about ...
I'm in the __ section.
| have more experience with ...

Student A: You are a supervisor. Speak with
Student B to find out:

e current section
e desired section
® reason

Student B: You are an employee. Answer
Student A’s questions.

Make up a name for your supervisor.

Writing
€) Use the conversation from Task 8 to fill
out the transfer request.

Transfer Request

Employee’s Name:

Supervisor's Name:




o

Get ready!

0 Before you read the passage, talk about these
questions.

1 What kind of computers do you use?
2 What do you use computers for at work?

e
«

W/

"

- i i kplace |

i our article on wor !

' for including TEl Inc. in Yy o

| Tharr\‘rll(:log(; We have many types of computers at oturr :||S3?, -

:—i?;t all embloyees receive PDAs and desktop cot:'n:::; eof. jopng |

| only, use those for word processing and spreags meany. ke :

| for desktops. S0

rograms are too powerfu "

fg:?hz fgster workstations. And we do have a |’f‘e\;v‘ I(a)rr;\ N Ssmess

| handheld PCs. However, employees only use.t e iibomir,
| t? Most employees just answer email with their ce pmai“ﬂ.'ame

o i Finally, our
i to all printers.

rver provides access v

2?(‘)':::;5 osr largest data files. No need for a supercomputer y

Regards,
Bruce Roberts

@ Read the email about computers
available at TEI Inc. Then, choose
the correct answers.

1 What is the email about? ;
A the types of work employees do e
B computers that the company sells VOC abulary
C what computers the company uses

) ) € Read the sentence and choose the
D the installation of a server

correct word.

2 According to the passage, employees use 1 My (PDA / mainframe) notifies me when |
laptops when they ___ . have a meeting.
A respond to email 2 | have a (laptop / supercomputer) to do work
B work on spreadsheets on the plane.
C process the largest files 3 John has a (server / desktop computer)
D work outside of the office because he only uses simple programs.

4 This (computer / server) runs programs, but

3 Wthh of the fOHOW|ng is NOT true? doesn’t have Intemet access.

A The company has a mainframe. 5 A (workstation / handheld PC) is smaller

B Employees get email on their cell phones. than a laptop, but still has a keyboard.

C All employees receive desktop computers. 6 Connect to the (server / PDA) to use that printer.

D The desktop computers are faster than the 7 A (supercomputer / handheld PC) is the A
workstations. most powerful machine in the world.




2 __mainframe

A large and powerful computer that supports
many other computers working at once

B fast computer that is used by one person and has
more memory than an ordinary personal computer.

C a device that makes and receives calls

@ © Listen and read the email about
computers available at TEI Inc. again. Why
do some employees not use a desktop?

Listening

(® & Listen to a conversation between an
IT professional and a new employee.
Choose the correct answers.

1 Which of the following computers are NOT
shared by employees at TEl Inc.?
A the server C laptops
B workstations D desktop computers

2 According to the dialogue, employees use the
serverto .

A open programs

B reserve workstations

C log onto desktop computers
D borrow laptops

@ © Listen again and complete the
conversation.

A: Here's your new office. Jon («
works in here, too.

B: So, everyone has their own 1

'ork . Do we have laptops?
A: Yes. That's yoUr computer there. Laptops are
in the 2
; B: Okay, but | also need a 3 .
t A: Right, you work on some powerful programs.

Those are next door.

B: Do | sign up to use them? | mean, how do |
get access to one?

ter. A: Just 4 to the
server. All computers connect to it. Then, click
B = - workstation®.
B: Thanks!

Ok, but | also need a workstation.
How do | get access to one?
Then click reserve workstation’

Student A: You are a new employee. Ask
Student B questions about:

e what computers they have
e where the computers are
e how to access computers

Student B: You are an IT Professional.
Answer Student A’'s questions about the
computers.

Writing
© Use the conversation from Task 8 to fill
out the notes.

,. TE' Inc.

Computers & Locations

Every employee has one in
their office.

These are available in the
IT department.

3. Server:

. PO

All computers

Log on to the server to
reserve these.
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Get ready! ™\ -
&} Before you read the passg talk about

these questions.
1 Which components make up a typical desktop
computer?

2 What do you call a person who repairs
computers?

Reading

2/

Read the technology guide about
computer assembly. Then, choose the
correct answers.

1 What is the guide mostly about?
A putting together a computer
B problems with computer parts
C uses of expansion cards
D repairing a broken computer

When should the hard drive be installed?
A Step #1 C Step #5
B Step #3 D Step#6

According to the guide, what is NOT an
assembly step?

A collecting parts

B opening the case

C connecting the drives
D installing the RAM card

Vocabulary

3]

Match the words (1-6) with the definitions
(A-F).

—_heat sink 4 __ processor
— RAM 5 __hard drive
—_expansion card 6 __ motherboard

—

a slotted board with circuits and ports

a short term, quick memory source

a part used to cool the processor

a part used to store large amounts of data

a part used to increase a computer’s functions
a part that completes tasks for the cpmputer

Mmoo W > w N




overheating.

the computer.

Listening

or false (F).

first.

conversation.

- @) Write a word that is similar in meaning to
' the underlined part.

1 Spinning blades keep the computer from
f s o

2 The electrical source directs power throughout

Wl =PB==

3 Joey purchased a protective bag for his

computer. ¢ _ _ _ .
4 Can the coded disk reader play DVDs?
== v Vi

' @ § Listen and read the technology guide
about computer assembly again. What
should be hooked up to the motherboard?

(® & Listen to a conversation between a
technology support specialist and a
customer. Mark the statements as true (T)

1 __ The woman replaces the disk drive.
2 __ The woman disconnects the power supply

3 __ The hard drive connects to the motherboard.

@ & Listen again and complete the

‘Support Specialist:
Customer:

| Support Specialist:

Customer:
| Support Specialist:
Customer:

‘Support Specialist:

Customer:

Technology Support, lvan
speaking. How can | help?

| have an old 1
and need help taking it out.

Okay. Unplug the connection
to the power supply first. Then,
disconnect the 2 cable.

Which one is the 3
2

It's the smaller black box in
the corner.

m 4 both. What's next?
Next, take out the two small

screws. They fasten the hard
drive to the 5

| see, and then it slides out.
Thanks!

Speaking

) With a partner, act out the roles below,
based on Task 7. Then, switch roles.

/ ne_ed— help taking out
Disconnect the ..

What is the next step?

fsiil

Student A: You are a customer. Ask Student
B questions about:

e taking out an old hard drive
e the power supply
e the next step in dismantling the old hard drive

Student B: You are a Support Specialist.
Answer Student A’'s questions about
dismantling the old hard drive.

Make up a name for the specialist.

Writing
€) Use the conversation from Task 8 to fill

out this feedback form. Invent names
where necessary.

et N

;I

Technology

Summary
Technician:
Date: _____
Caller's name:
Problem:
The callerneedsto ____ an
old

Suggested Action(s):

Was the problem resolved? Y / N

|
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COMPUTERS INTERNATIONAL

Peripherals

Description: '
This input device iS available n
three languages. it has 2
USB connection.

§57 Keyboard

ouse has a wireless
Standard Mouse 2::\“901,0“ two buttons and
a scroll wheel.

ments
is scanner reads docu
ey Txgl to 216mm by 297mm.
is

i microphone collec

PR-15 Microphone Our e
CD Monitor Our LCD (Liquid Crystal Display)

(i 0!

monitors offer crisp images,
take up little space.

i color |
Prinpro 2000 Printer The Prinpro2000 produces

ts uickly.
pictures and documents Q | 4
een allows = o
ouch The touch scr o gy
?dtTh Screen input without a keyboard and IS 7 80
ouc

programmable for many uses.

Get ready!

© Before you read the passage,
talk about these questions.

(6 ) mictophone
1 How do computers receive
information from users?

Vocabulary
2 What devices can you z .
altachito compulen? @ aﬂ:g;h the words (1-5) with the definitions
1 __keyboard 4 __microphone
Reading 2 __mouse 5 __monitor
@ Read the advertisement from a combuter 3 —saee
parts catalogue. Then, mark the following A

answers as true (T) or false (F).
1

a device that reads images and sends them to
a computer

a device that displays images

a device that enters information into a computer
a device that gathers sounds

a device that is used to control a pointer or cursor

— The keyboard has a wireless connection.

2 __ The LCD monitor does not require a lot of
room.

3 __ The touch screen comes with a keyboard.

moow

10



A: Computers Intemnational, can | help you? (\

@) Check (v) the sentence that is true.

1 __ A A keyboard reads documents.

__ B A USB cable connects computers and
devices.

A peripheral is the main part of a computer.
A printer creates documents and pictures.
An input device enters information.

A microphone creates sounds.

A monitor inputs sound.

A touch screen does not need a mouse.
A scanner displays pictures and words.

A peripheral is a device that is added to
a computer.

By w N
01 JF e
W>rwPwW>O>

o
I

l

@ & Listen and read the advertisement
from a computer catalog again. What is a
USB used for?

Listening

(® & Listen to a telephone conversation
between an employee and a business
owner. Check each item that the
employee suggests.

1 [ Monitor 4 [ Mouse
2 [ Touch Screen 5 [ Printer
3 [ Keyboard 6 [ Scanner

@ & Listen again and complete the
conversation.

B: Yes. My firm’'s computer system needs an
| P

A: What type of business is it?

B: A restaurant. Here’s the problem. Customer’s
orders take too long to 2

A: Then, | suggest our new 3
You just move the data on the screen with
your fingertip.

B: That sounds good. | want to create menus, too.
Doyouhave 4 _______for that?

A: Well, | recommend a new 5 . The new
ones print as well as a professional service.

B: Great. Let’s talk about prices.

Speaking
€@ With a partner, act out the roles below
based on Task 7. Then, switch roles.
USE LANGUAGE SUCH AS:
My computer system needs an upgrade.
What type of business is it?
| suggest our ...

Student A: You are an employee helping a
business owner who needs an equipment
upgrade. Ask Student B:

e what he or she wants
e his or hertype of business
e types of peripherals needed

Student B: You are a business owner. Ask the
employee for help with a computer upgrade.

Writing
.. ©) Using the conversation from Task 8, fill in
your feedback on the form.

COMPUTERS INTERNATIONAL

Customer
form

Was our employee helpful?
Y/N

2 Did our employee make suggestions?
Y/N

3 What products were you interested in?

4 What peripherals did our employee
recommend?

8%




Get ready!

@ Before you read the passage, talk about these 1
questions.
1 What are some components of a computer network? /-
2 How does a computer network help a business? 2
PC Tech Vol. 29, No. 3
Solutions :

router |

jorki

Network Troubleshooting | ;

People often call IT professionals about network connection problems. \ ] e ’ 0 |
But many problems are easy to fix without help. First, reconnect any : o ' :
loose CAT-5 cable connections. Next, investigate IP address issues.

' This group of numbers allows communication on the Internet. v z
Renewing your DHCP fixes most IP problems. Next, check the B/ S\ ol Lis
router. The router links LANs to the Internet. Make sure the A B/ \ X = @

router's configuration is correct. WLANSs have other problems, e B | <

i P .

| Interference often blocks their wireless signals. But there is a ’

| simple solution. Just move the router away from walls and

metals. Finally, cycle the network. Turn all equipment off for a

| full minute and then restart. .

| | “ |

‘f_ Readin g &) Fill in the blanks with the correct words

i ' - or phrases from the word bank.

| #) Read the article about networks. Then, — |Of}" dk_

choose the correct answers. W T
CAT-5 cable router
1 What is the main idea of the passage? PHFP e :
F T R cycle , Internet configuration 0
B correcting network problems 1 The lets a network connect to IT
C choosing network equipment the Internet.
D a comparison of LANs and WLANs 2 ALAN s a type of IT
2 What can you infer from the passage? ¢ Busndessstaisiiicale on e
; Aea ; 4 We do not use cables for our network. We
A A computer is not functioning during a cycle. fiae
B an/-\el;la:guters do not work well near walls or Roiiteis riead a coroct 15 vione -
c properly.
C Interference impacts a router's configuration. Blisiactos with 2 LAN tss 0
D Renewing an IP address fixes DHCP errors. connect computers. i
3 According to the passage, a LAN ___. It is sometimes necessaryto —_______a
A assigns IP addresses C links CAT-5 cables :ﬁtwork s ok
: e_____ provides different IP
B D | twork
requires a router cycles a networ adiase e bomouters. an




@) Choose the best definition for each word.

1 router
A a part of a computer
B a wireless network

C a networking device

2 |P address
A a city-wide network
B an identification number

C a networking device

3 LAN
A a local network
B a networking device

C a wireless network

@ G Listen and read the article about networks again.
What could help a user having problems with an IP
address?

Listening

® ¢ Listento anIT professional talking with a
customer about setting up a network. Choose the
correct answers.

1 What does the woman want to buy?
A alLAN C arouter
B a WLAN D a CAT-5 cable

2 Why does the woman choose a wireless network?
A She does not have CAT-5 cables.
B Her computers are not close to each other.
C She does not like her present network.
D Her router doesn't support a LAN.

0 §¢ Listen again and complete the conversation.

IT Professional:
Customer:
IT Professional:

Hi. Can | help you find something? C\
Oh, please. | need a 1
Well, there are a few types. What kind of

2 do you have?
Customer: | don't have one yet, but it's for the computers
in my home.
IT Professional: Do you want a LAN or a WLAN? Some routers
don't 3 both types.
Customer: What's the difference?
IT Professional: A WLAN connects computers wirelessly. A LAN
4 with CAT-5 cables.
Customer: My computers are far 5 .I'd need a WLAN.

Speaking

© With a partner, act out the
roles below based on Task 7.
Then, switch roles.
USE LANGUAGE SUCH AS:
Can I help you find something?
Do you want a LAN or a WLAN?

A WLAN connects computers
wirelessly.

Student A: You are a computer

store employee. Your customer

needs a router. Ask Student B:

e the equipment he or she
needs

e type of network she uses

Student B: You are a customer.
Answer Student A's questions to
choose a router and network.

Writing

@ Using the conversation from
Task 8, fill in the network
description sheet.

New' c ¢
Description

& Location of network:

Type of network:

Components needed:




Get ready!

@ Before you read the passage, talk about
these questions.

Les FROM - 1 What is a User interface?

2 How does a User Interface make computing
easy?

Reading

G @ Read the introduction to the operating
system manual. Then, choose the correct

% Adobe Photoshion B MULTIN

geginner's Guide ’3

The New l||  answers.
C\ c \c OPERATlNG SYSTEM :1 1 What is the main idea of the passage?
A where to locate shortcuts

Welcome to the CCC (0S). Review these key terms
before starting your new system.

lcons: The CCC graphica\ user interface (GUY)

uses icons. These pictogrgms are on the - |
desktop. They represent files and software. _ . e

¢ g : is 3
Pointer. Use the pointer {0 click on 1C0r. - 1 A It comes with free software.

opens files of starts software. The pointer also e e
drags files 10 different folders.

B the advantages of the CCC OS
C how to identify and use parts of the OS
D types of operating systems available

Shortcuts: Shortcuts are special icons. They are | C Menus contain "‘U't_'p'? comm.ar?d.s.
tocad é)n the desktop and you can click § & D Folders do not maximize or minimize.
ace : 3 ‘

E()hem togettoa p_fogf?mﬂ?eu;gki\(\{'ons 3 According to the passage, what does the

Folders: Store your files in . écreen pointer NOT do?

i . \iisual areas on a COMpUter :
wm?\o‘:;sd‘\ﬁerem programs are operating. | A move files C st.ar.t s.oftwe.are
MW el Hide windows without taking them off B open menus D minimize windows
inimize: ;
M S:ir:\?:é- Extend windows to the full width e 'j Vocabulary
aof the s;creen. e - € Fill in the blanks with the correct words
w has a menu. Click it to - and phrases from the word bank.

Menu: Each windo ; _
select a command from the list. : ﬁaﬁ —

icons deskiop  operating system
pointer windows GUI

1 Usethe ____ to choose files and
commands.

2 Small pictures or symbols in software are

3 The______is the program that makes a

computer work.
4 When somethingisonthe ___ you

see it onscreen.

5 An OS that uses small pictures to represent
filesis a :

6 You can minimize files and programs in
different




O Choose the best definition for each word.

1 Drag
A save an icon
B close a desktop
2 Folders
A organize files
B move windows
3 Shortcut
A a type of software
B a type of icon

C move a file

C create shortcuts

C a type of window

© © Listen and read the introduction to the
operating system manual again. Why would
someone use a shortcut on their GUI?

Listening

© © Listen to a customer calling the help
line about the operating system. Choose
the correct answers.
1 What is the dialogue mainly about?
A Saving files C Finding shortcuts
B Organizing icons D Locating folders

2 The customer does not know where to find

the .
A icons C pointer
B desktop D options menu

@ G Listen again and complete the
conversation.

~A: Hello, CCC Solutions. What do you need O
help with today?
iB: \Abll,it’smy1‘—.laddashortcut
! one day, and it's gone the next.
| A: Oh, no problem. Just 2
desktop.
| 'B: Okay. How do | do that?
| A: First, add the shortcuts. Then, move the pointer

them to the

to the 3 and click ‘save icons
‘ and folders'.
. B: Options? 4 , Where is that?

. A: See the “CCC” icon in the comer?

Speaking
© With a partner, act out the roles below
based on Task 7. Then, switch roles.
USE LANGUAGE SUCH AS:
The shortcut is gone.

Click ‘save icons and folders’.
Where is that?

Student A: You need help with the new
operating system. Ask Student B questions to
find out how to:

® save icons
@ open menus

Student B: You provide technical support for
operating systems. Answer Student A’s questions.

Writing
© Using the conversation from Task 8, fill in
the how-to sheet for the operating system.

c , c , c OPERATING SYSTEM

Customer Service Call Summary Form

Customer Problem:
The shortcuts in the OS._..

Recommendation:
Move the pointer ...

Click on....

Save the icons to ..
Problem Solved?

Yes / No
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WORD PROCESSING !

INTRODUCING TypeWrite 4.0

You need the perfect word processing program.
And the new TypeWrite 4.0 is our best version yet.
Write bold, striking documents. Use our many stylish
fonts. Change your layout with a single click.

Browse the new customizable templates. Customize
toolbars for easier formatting.

It's more than a new look. TypeWrite 4.0 eliminates
most compatibility issues. Now dozens more file
formats work with TypeWrite. And TypeWrite 4.0
allows up to 500 macros, so save time as you
type! TypeWrite 4.0 also features the most
accurate spell check to date.

[

TypeWrite 4.0

Because your documents speak for you.

Get ready!

€ Before you read the passage,

talk about these questions. Vocabulary
€ Fill in the blanks with the correct words and phrases
1 When do people use word from the word bank.
processing programs? o
2 What kinds of word processing (\@91" d
programs are there?

compatibility document font format layout
Rea ding macro  spell check
@) Read the advertisement for a 1 Usea

to type out phrases that you use a lot.

My file won't open in other programs due to a
problem.

new word processing 2
program. Then, mark the

following statements as true 3 Instead of writing by hand, use a
(T) or false (F).

~— 4 Thisfileisina that doesn't open in TypeWrite.
1 __ Macros determine the layout (_\%)—: -5 Saveeach _______ with a different name so you have
of a document. v

a copy of each.
2 __ TypeWrite 4.0 features 7

6 The letter's is wrong. The heading is in the wrong
customizable fonts. place.
3 __ Not all file formats work with 7 Increase the size to make the file easier to
TypeWrite 4.0 read.

8 Most word processors offer ____ to help you finc
mistakes.




) Choose the word that is closest in meaning to the Speaking

* underlined part.
€ With a partner, act out the

' 1 The style you use for this document makes it hard to read. roles below based on Task 7.
- A macro B formatting C compatibility Then, switch roles.
- 2 To write a business letter, use the appropriate document USE LA \GE SUCH AS:
i ~ pattem. Can | help you?
i A word processing B compatibility C template What seems to be wrong?
3 She did not think that her typing command was saving her That file isn't compatible.
,‘ - any time.
l‘ : A formatting B macro C template Student A: You are an IT
-~ 1 ) Professional. Ask Student B
© G Listen and read the advertisement for a new word questions to find out:

processing program again. What does the

~ advertisement say about compatibility problems? e the problem

e what program

) ‘ ;\ stening e file format
) & Listen to a conversation between an IT professional
and a computer user. Choose the correct answers. Student B: You are a User.

. Answer Student A’s questions.
1 What is the dialogue mostly about?

A how to open a file

B common word processing errors . W"tlng
C types of word processing programs @ Use the conversation from
D ways to change file formats _ Task 8 to fill in the email.

Make up a name for the user.
- 2 What solution does the IT Professional suggest?

A buy the TypeWrite program

B download the file and try again
C get the file in a different format
D ask the client to send a program

Dear ———

@ O Listen again and complete the conversation. e you for sonding . .

| document, but . Your 1l g

IT Professional: Technical Support, can | help you? ‘ documert, bt ke :
User: Yes,| have a1 problem. e g o

with the program

IT Professional: Okay. What seems to be wrong? isn't Write

User: | have a file from a client, but it won't 2 you're using which is TYPS
IT Professional: What kind of file is it? And what program are file in 2 1t
) you usin 97 most programs.
" User: It'sin “tpw” 3 . | use Typing Suite.
1 IT Professional: Oh, that's a TypeWrite file. It isn't 4
i Typing Suite.
User: Oh no. | need that 5 :
: ‘; IT Professional: Have the client send it as a “ixt” file. That
1 opens in most 6
| User: Great, thanks!

Please send me the
format. { ———

Regards,
with -

rOCyAap - ' ———
CTBEHHOE 1o e
- 00Da30Ba7e 10 o CKETHOR ]

1 i }'HDE)K' CH I
) pod:eccuouaanom ggpz:osaﬂu
IVICK Ui Konmnegy CTATHC YUKy, 1

THKH 37 Bb!‘MCHMTE!IbHOﬁ TEXtistku, [f

TaJTb H iy jj saﬂf

——

B




ail address

- e
4 ) username password

Get ready!

0 Before you read the passage, talk about
these questions.

2 What are some problems with email?

F Reading

@) Read the excerpt from the employee
handbook guide at T.B. Brown Inc. Then,

I mark the following statements as true (T)
L or false (F).
1 __ The company uses a POP3 server o
§ receive email.
2 __ The company provides webmail for all
employees.
‘ 3 __ All employees have multiple company
email accounts.

18

'B'BROWN inc. forNew Employe
B. Brown industries.

- \Welcome to T
email account Im

1. Open our

emails. It @ h :

v “Addr er\]ZCOUn | address. Use your first and las
3. Enter you

name with our

(firstname 1as

4. Enter our

5. Enter our
Stmp,quiokte\.net

P 6. Enter your Use

Our ISP provides ©
' nications an
| provider for persona

email client soft

commu

1 How is email helpful to people and businesses?

instructions

e Email Accounts

Please create your compan

Follow these steps: |
ware. It sends and receives
on your computer.

mediately.

lso stores them

w email a
domain name

s wninc.com). . ,
tname@ tbbro STiNG email: pop.qunckte\. :

r for inC :
POP3 serve tgoing email:

SMTP server for ou

rname and Password.

. il
ne account per employee. Iitis 1;)':1 aci(i p
d attachments only. Use a we

| email.

Vocabulary

€) Match the words (1-5) with the definitions
(A-E).

4 __emalil client
5 __SMTP server

1 __ attachment
__domain name
__password

a computer that sends email
a program that saves, sends and receives email

words/letters used to identify companies and
addresses

letters/numbers that let a person access
something

O wW>» wN

o

E a file that is sent with an email




Y Choose the word that is closest in meaning to the
_underlined part.

1 That company that provides access to the Internet has very
good service.
A ISP B email address C username

2 | use an email service available on web browsers, so my
emails are not saved on my computer.

POP3 B webmail C ISP

“Enter your code that identifies you on a computer and press
“enter.

A username

B webmail C POP3

4 Most people use a method to receive emails from a server
to get their email.

A email address B POP3

C webmail

) & Listen and read the excerpt from the employee
handbook guide at T.B Brown Inc. again. What must be

included with the user name when setting up the email
address?

istening

_ @ Listen to a conversation between a QuickTel
_employee and a customer. Choose the correct answers. “
1 What are the speakers mostly talking about?

A how to create a new email address

B why a customer is not pleased with QuickTel

C when to enter a username and password

D what's wrong with a customer's email

2 Which of the following is NOT a potential cause of the
customer’s problem?

A username
B password

C POP3 settings
D webmail account

_ @ Listen again and complete the conversation.

E: Thanks for calling QuickTel. How may | help you? (;\\
C: Well, 'm a new customer, and my 1 isn't
receiving mail.

E: Okay. Do you have the correct 2
C: Yes. Those work fine.

E: Okay, do you have a 4 account or an email client?
There are some common mistakes with those.

X An5 . Does that matter?

E: New customers often make mistakes with the 6
- settings. The correct server is POP.QuickTelnet.

and 3 ?

Speaking

© With a partner, act out the
roles below based on Task 7.
Then, switch roles.

USE LANGUAGE SUCH AS:
My email address isn'’t
receiving mail.

Do you have the correct username
and password?

Does that matter?

Student A: You are a QuickTel
employee. A customer has a
problem with his or her email.
Find the problem. Ask Student B:

® username
® password
e POP3 server

Student B: You are a customer.
Answer Student A’s questions.

Writing

@ Use the conversation from
Task 8 to complete the
Troubleshooting Guide.

Guide
1 lIsthe correct? Y /N
2 Isthe correct? Y /N
3 What is the

customer using?

4 Does that server name

: Oh, that's it. | have Pop.QuickTel.com. Thanks.

match ours? Y/N

5 Problem resolved by:
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Get ready!

@ Before you read t assage, talk about
these questions.

1 When do you browse the web at work?
2 What kind of things do you browse for?
Reading

) Read the email from the IT department of
T.B. Brown Inc. Then, mark the following
statements as true (T) or false (F).

1 __ T.B.Brown Inc. now has a different URL.

2 __ The hyperlinks navigate away from the
original page.

3 __ The web site now has fewer meta tags.

Forwa Reload tof Home  Hist: & 'w‘b‘m(mm““c MMMMM
2 Click to view full siz.. Lates 1) URL ple ¥y Am.\zorj : (\ Si search engi

To: All Employees of T.B. Brown
From: IT Department

these changes o the com
The new URL is http://tbbrownincorp,com.

The site has a new we
higher traffic to

Please be aware of

additional meta tags. Our

from search engines. =
All web browsers now support our graphics

s open new pag
y from the original page.
cl increased sales on the www as a

The hyper\ink
navigate awa

—News

ne )\'—-f_m" le Local more »
— — #
G " Advanchl
~Google Search |_tm Feeling Lucky | Prefersii]

L»aﬂﬂyﬁé'j:; C;EPE@ | 4

A

o s T
INFORMATION TECHNOLOGY DEPARTMEN

Incorporation

pany web site.

b host. The new host supports

the site. The site also loads quicker. ‘
te has new HTML codes. They include severa

site NOW receives more traffic

es. Customers do not

result of these changes.

Vocabulary

€ Match the words (1-5) with the definitio
(A-E).

1 __hyperlink 4 __ web host

2 __website 5 __ web browser
3= HIME

A a collection of related Internet pages

B a program that lets you look at web pages
C a word/image that you can click on to navi
D a computer language used to make web s
E

a company that provides space for a webs:



) Choose the word that is closest in
‘meaning to the underlined part.

" 1 The text used in webpage codes that provide
. information to search engines gives us high
search rankings.

SOtk - B meta tag C web host

2 Type a word into the computer program that
allows people to look for particular information

to find a web site.
A search engine

1410

C website

e is very popular on the system of
at is available on the Internet.

B hyperlink C www

/s text and symbols that form a
is http://tbbrownincorp.com.

B search engine C web host

the web address with the part of
that allows the computer to

T.B Brown Inc. again. Where
get more activity from?

L conversation between two
. Brown Inc. Choose the

idea of the dialogue?

0Se a memo

e of meta tags

search engine

kK is

man say about the website?
er meta tags.

e hyperlinks.

eb pages available.

r the top of search results.

@ © Listen again and complete the
conversation.

B: Hi Susan! Did you receive the staff email? h\

S: Yes, and | have a question, Bob. o
B: Okay, no problem. What is it?

S: | don't even know what 1
Why are they important?

B: They're descriptive words on the 2
. They make the site rank higher in

are.

3

S: You mean our 4
the search results?

B: Exactly. Customers 5
hyperlink first.

S: That's good news for our sales department.

appears at the top of

our

Speaking
€ With a partner, act out the roles below
based on Task 7. Then, switch roles.
USE LANGUAGE SUCH AS:
| don't even know what meta tags are.

~Our site appears at the top of the search results.
Customers click on our hyperlink first.

Student A: You are a T.B. Brown Inc. employee.
You want to know more about meta tags and
the company's website. Talk about:

e meta tags e search engines
e search results

Make up a name for your co-worker.

Student B: You are an IT department
employee. Answer A’s questions.

Make up a name for your co-worker.

Writing
€) Use the conversation from Task 8 to fill in
the email.

Dear

Thanks for explaining what the e :rr]e.scle;\ad
i were so .Now, | C
e . There are

why our website appears at

some pretty good |
Anyway, as long as customers keep

itll be good for business!
Regards,

on the new website.
first,

21



Get ready!

@ Before you read the passage, talk about these questions.

1 What are some reasons people edit images?
2 How do people edit their pictures?

Reading
#) Read the article from Graphic Arts
Magazine. Then choose the correct
answers.
1 What is the article mostly about?
A why people edit graphics
B how to edit-graphics
C the causes of poor exposure
D how to crop a picture

According to the article, how can
you remove unwanted parts of images?

A crop the picture %
B resize the image /4 :
C save the picture as a JPEG

D increase the number of pixels

According to the article, what is
NOT a way to fix a blurry photo?

A resize the photo

B increase the lighting

C save in JPEG format

D increase the amount of pixels

But new users encounter many
difficulties. Here are some common
problems and solutions:

Problem: The image is dark or has
strange tint. {
Cause: Poor exposure or bad lighting™

Adjust the contrast usingé
graphic editing program.

Problem: There is white space aroul
the image.

Crop the picture. This
removes unnecessary parts.

Problem: The photograph is blurry.
Cause: Low resolution.

Increase the number of
pixels in the image. This makes it
sharper. Or resize the picture and makg
smaller. Also, save the photo as a JPEG
file. This format creates high quality
photographs.

Vocabulary

Match the words (1-6) with the definitions
(A-F). -

1

2
A

__pixel 4 __ graphics
__exposure 5 __resolution
__JPEG 6 __tint

images on a computer, in a book or magazing
etc.

a small dot that makes up part of an image o
a computer screen

a file used to store pictures on a computer
the length of time film is open to light when
taking a picture

a small amount of a color in something

a computer or camera’s ability to produce a
clear picture




contrast

) Fill in the blanks with the words and
phrases from the word bank.

Eﬂ BANK

graphic editing program
crop

resize

1 It's hard to see the details of this picture.
Please

2 | want to edit my pictures. | need a

it so that it is bigger.

' | don't like the background of this picture. Let's

it qut.

4 This picture is too dark. Make the
a little lighter.

@) § Listen and read the article from
Graphic Arts Magazine again. What might
be the reason for a blurry photograph?

Listening

@ & Listen again and complete the
conversation.

(@ & Listen to a telephone conversation

- between a customer and an IT worker.
Mark the following statements as true (T)
or false (F).

1 __ Cropping a picture fixes poor exposure.

2 __ An editing program lets you change_
aspects of a picture. ~

3 __ Saving photos as JPEGs will keep them
from being too blurry.

T Worker:

Customer:

IT Worker:

" Customer:

IT Worker:

| Customer:
[ IT Worker:

+| Customer:
|

Thanks for calling Picture Perfect's O
support center. How can | help you? k

| want to put a picture on my website,

but it's too dark. Is there a way to fix 1
?

Do you have a 2
program?

Yes, but | never use it. | just don’t know
how.

No problem. 3 the file with the
program and find the contrast controls.
Is that in the 4 ?

It is. Increase the 5 to lighten
the picture.

Great! Thanks.

Speaking

@ With a partner, act out the roles below
based on Task 7. Then, switch roles.
USE LANGUAGE SUCH AS:
Is there a way to fix poor exposure?
Do you have a graphic editing program?
Increase the contrast to lighten the picture.

Student A: You are a support center worker.
Student B needs help editing a photograph.
Tak about:

e what the editing software is
e what the problem is
e how to fix the problem

Student B: You are a customer calling Picture
Perfect’s support center. Answer Student A's
questions.

'Writing

@ Use the conversation from Task 8 to
complete the note.

S 1] S o
e

Customer Issué: Picture too

Does customer Ve B e

to edit pictures’? Y/N

Advice given: e Y

This fixes the poor PN
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From: IT pepartment

To: AllUsers
eets vs Database

l Re: Spreadsh
Currently, many employees us
are not for data storage. Please rev

!
§ Use our database program 1o:
f data regarding clients. Enter

d sort large amounts O
and addresses into the database fields.

ueries. Search multiple tables for client

e spreadsheets incorrectly. They
iew the following guidelines.

Organize an
v the client names
Perform complex 9
information.
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38

readsheet program 1o:
t cost and revenue. Create

Use our sp
and operators. Use

perform calc
formulas usin
this to analyze S
Create graphs an
data in the cells

charts.

ulations abou
lo] different functions
ales data.

d charts that sh
of a worksheet

ow profits. Use the
to create these

B

Get ready! o
: rf::_"'f“r"'f*ﬁ-;—

© Before you read
the
questions. passage, talk about these
(5) database
b

Vocabulary

© Match the w
: ords (1- i
definitions (A-E). e

Reading
@ Read the email f - 1M worksheet 4 -
rom the IT d = field
Inc. Then, read the paraph epartment of T.B. Brown 2! database 5=f
sl s phrase of the email. Fill in th | mn
correct words from the word bank ; sort
R S T : A to arrange the i :
o : nform i
profit database e pa
'OTHS database B alan
: B 1898 GIoup of data organized
clients ¢ 5 throe ganizec

1 W [ [ i
; What kind of information do you find in databases?
hat do you use spreadsheets for? '

rea o

a mathematical instruction that

wi ‘ )y( es ’ cid v% i = b y 73 y. ¥
A e 5€ < p aac S I

se o |
et =lo :\)rgamze large amounts of information
. . A database makes it easy to search

multiple 3 N

£ for client informati

to perform 4 Chtelrﬂ information. Use a spreadsheet

also able to create c)f»lpha —1?1310‘1; 55?'6)5 data. Spreadsheets are : ?\7 tabafse s
y graphs and charts showing 5 pe of information 3

a single page of a spreadshee!

e
N




O Choose the word that is closest in meaning to the Speaking

underlined part.
© With a partner, act out the

1 Sue types in a(n) symbol that performs a s| ecific calculation roles below based on Task 7.
on the line. Then, switch roles.
A cell B operator C worksheet

2 Please arrange the client addresses in a single collection of VSE LANGUADE SUCﬂ 5
information in a database. I don't understand this
A table B field . C query Spesacshet pCTa:

3 Dave adds up the values with a mathematical spreadsheet il d?ta e ?ells Bompcts
calculation. Type this formula into the top cell.
A worksheet B formula C database

4. .lim arganizes records in a computer program that organizes Student A: You are a worker at
information and performs calculations. T.B. Brown Inc. Student B needs
A function B query C spreadsheet help using a spreadsheet. Talk

5 Martha finds clients who live nearby with a search that about:

locates all information of a specific type. e what the problem is
A query B field C operator e possible mistakes

6 Some information in one unit of a spreadsheet that holds a e solutions
piece of information is incorrect.

A table B function C cell Student B: You are Student A's

3 co-worker. You need help using
@ G Listen and read the email from the IT Department of a spreadsheet. Answer Student

T.B. Brown Inc. again. What exactly is a spreadsheet? A’s questions.

Make up a name for your

Listening co-worker.
@ & Listen to a conversation between two co-workers L.

at T.B. Brown Inc. Mark the following statements as Writing

true (T) or false (F). ©) Use the conversation from

1 __ Sam is using a database program. Task 8 to complete the page.

2 __Rachel tells Sam to perform a query. L ,_ — -

3 __ Sam enters a formula that calculates profits. ”;'m 7 - ) I
:QL i - ;—_
(7 isten again and complete the conversation.

Q10 sgein anc coupiste e o . f} Tella BROWN Inc.|
Employee 1: Rachel Ineed help Idont understand thls O\« : ﬁ;?padell:egt

1 program.

Employee 2: Sure. What are you trying to do? Question: How do |

Employee 1: Ineedto2 _____our estimated proflts for 2

next month. But | don't know how to do that. { 1 Make sure
ployee 22 Wel,isallthe3 inthe4_________ correct? i *~ ;
}Employee 1: Yes, I'm sure it is. | i 5 Enter . i
Employee 2: Okay. Then just type this5____into the top cell.

3 The formula calculates the

Employee 1: Really? That's all?
customer orders and

Employee 2: Yes. The formula calculates the estimated 6
and shows them at the bottom of the spreadsheet.
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Spring
Professional
Development Courses

Website Review
SOUTIONS

Website Review Solutions now offers two
spring classes. These classes focus on
creating websites.

Web Development: Learn how to make
a simple website. Create coding to build
sites. Explore ways to expand
functionality. Discuss improving
navigation and usability. Learn ways to
iIncrease a website’s visibility.

Web Design: Learn how to change a
website's appearance. Use CSS to
change a website’s style. Compare the
effect of different fonts and colors. Create
attractive content to catch a user's
attention.

E-mail Mary Shelton at mshelton@wrsolutions.com to

reqgister for classes.

e e s ey ot o b W
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§ Get ready!
5 & Before you read the passage, talk abc

these questions.

1 What makes a good business website?
2 What kind of websites do you like to use

Reading

@ Read the article from a business
newsletter. Then, choose the correct
answers.

1

What does the Web Development class
teach?

A making a website easy to use
B improving a website’s visibility
C using code to program a website
D how to market a new website

What can you infer about the Web Design
A Attending the class is mandatory.

B The first class addresses functionalit
C It focuses on improving a site’s visual e

D lIts registration fee is less than the W
Development class.

What is the function of CSS?

A It helps improve navigation.

B |t decreases a website’s visibility.

C It changes the style of a web page.
D It expands the functionality of a web

Vocabulary

© Match the words (1-6) with the defini
(A-F).

4 __ visibility
5 __usability
6 __content

— web design
—_coding
__navigation

choosing a website’s visuals
how easily you can find a website on a
engine

a website’s programming

how easily a user can use a website
moving around a website
everything contained in a website




Fill in the blanks with the correct words and phrases
from the word bank.

web development
appearance :

1 The website doesn't work well. | want to improve its
2 My website looks boring. Il give it a more interesting

3 If you are interested in making a website, take a
class.

4 Imleaming ____ so that | can change my website.

© & Listen and read the article from a business
newsletter again. Which class would someone attend
to learn about developing a website’s performance?

Listening
{ Listen to a conversation between an instructor for
a web development class and an employee. Choose
the correct answers.
1 What do the speakers mostly talk about?

A how to change content

B why sheets are separate &

C choosing the correct CSS style sheet

D the difference between content and style

2 What happens when the style sheet and the content are
separated?

A It alters the content.

B The content does not change.

C Content needs creating.

D The words are changed in the content.

@ & Listen again and complete the conversation.

i

. Does anyone have any questions? st
| Employee: Yes. | have one. It's about 1

Instructor: Oh, the 2 . What do
you want to know?

V Employee: Why do we separate the style sheetandthe 3 2

| Instructor: It makes changing the 4 easier.
The5 _____ changes, but the content doesntt.

Employee: So, | change the style sheet. What happens to the content?
Instructor: Nothing, because the two are 6

- Employee: Okay. | understand now. The words stay the same,
but their appearance changes.

‘ Instructor: So, that's how we change the website’s style. (\

Speaking

© With a partner, act out the
roles below based on Task 7.
Then, switch roles.

USE LANGUAGE SUCH AS:

I have a question about CSS.

Why do we separate the style
sheet and the content?

What happens to the content?

Student A: You are in a web
design class. Ask Student B
questions to find out about:

e style sheet and content
e changing the style sheet |
e effects on content J

Student B: You are the
instructor of a web design class.
Answer Student A’s questions
about web design.

Writing
© Use the conversation from

Task 8 to answer the sample
test questions on web design.

XAMPLE TEST QUESTIONS
> ON WEB DESIGN -
Professional
spring
1 What do the letters CSS stand for?

2 What is the importance of separating
the style sheets and the content?

3 If the style sheet is changed, what
happens to the content?
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4 ) clip art

electrostatic printing
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Get ready!

@ Before you read the pass:
talk about these question

1 What do you know about
desktop publishing?

2 What skills are needed in
publishing?

Reading

@ Read the job listing for a
position at Golden Pairie
Publishing. Then, choose
correct answers.

1 What is the purpose of this
advertisement? )
A to post a job opening
B to describe a company
C to start a publishing con

D to sell a desktop publist
program

2 Which is NOT a job qualific
A the ability to make clip
B project planning skills
C a college education
D the ability to make layou

3 What can you infer from thi
advertisement?

A The job pays very well.

B This is a managerial pos

C The company is hiring fr
within.

D Students do not meet th
requirements.

Vocabulary

€) Read the sentence pairs.

Choose where the words L
fit in the blanks.

1 electronic pages/electronic p
Many books are available or

Desktop publishing specialis
assemble




yage layout/clip art
ou need an extra picture use
looks complete.

Vi

A

ectrostatic printing/offset lithography
h is all done with machines.
uses oil and water to transfer ink.

ch the words (1-4) with the definitions (A-D).
-comprehensive layout

_desktop publishing

.gesktop publishing software

.graphic communications

of visual language

piece that is ready for print

) design of a layout using software
omputer program used by publishers

ead the job listing for a position at
_ fie Publishing again. What does the
gant not necessarily have to be skilled in?.

as a candidate interviews for a desktop
g 06. Mark the following statements as
e (O o $alse (F).

— IR cantidaie works with electronic paper.

2 _ The candidate is in college.

dsition. 3 __ The candidate creates layouts.

from

b 0 & Listen again and complete the conversation.
e

hterviewer: Good moming, please take a 1 : it
Candidate: Hello, it's nice meeting you.

ewer: Right! | see you have a degree in 2
i communications. Do you have experience creating
best 7 « Sl i)
Candidate: Yes. | work with desktop 4 every
paper | day.
on | Interviewer: What type of work do you do? | want to hear more.
’ Candidate: | combine text with graphics to create 5
ists 3i = o
L. }} Interviewer: Interesting. Do you ever work with 6
?
‘ Candidate:

Fairly often actually. | think it's the future of publishing.

Speaking

€ With a partner, act out the
roles below based on Task 7.
Then, switch roles.

USE LANGUAGE SUCH AS:
Do you have experience ...
| want to hear more.
I work with ... fairly often actually.

Student A: You are an interviewer.

Ask Student B questions to leam
about his or her:

e education level
e job experience
e publishing skills

Student B: You are being
interviewed. Answer Student A’s
questions.

©) Use the conversation from
Task 8 to complete the

interview notes. Create some
personal details.

Golden Prairie

Publishing

Interview Notes

Interviewer:

“Candidate:

Education Level:

O college [ Bachelor's degree

[0 Masters [ Technical Degree

Candidate’s publishing skills: —

Overall impression:




th our business partners. |
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avel a lot 10 meet Wi
e videoconferencing ins

Get ready!

@ Before you
r
talk about th:;: the passage, Vocabulary
e questions. ® Fill in the blank
, What is videoconferencing? correct word: asn:iv lt: e
behitsecj r; \uli’:jeo conferencing word bank. phrases from the
or’ —Orid
WOlr|dem
Reading dedicated system docu o}
@ Read the emai monitor  vid . ing _echo-cancellati
e ol s I ideoconference video bridge -
al at Acm
Enterpri . 1
foIIOVfl,ir:Ze;t.I::en’ mark the I o st waking. No image
ements a . e
(T) or false (F) B e ' ‘ R
) 2 Let’s purch
ase a
1 _ Videoc S | |
onferenci g we need i - It comes w
\doczed ekile rediuges 3 Onyl . for videoconferencing. ith
2 T ng time and cost. not all can edit the report. The vide
__ The dedicated allow ' oconference syst
b system 4 You can't hol , ystem does
3 Vid a video bridge. Oifl 8. mulltipoit videpconTefen
— Videoconferenci G Witiodi g
best with low t::rr‘lg\nvxgtr::s e
Internet access sound during a videoconferfeature eliminates unwanted
: ence.
6 | want a face-to-face meeting. Let's h
. Let’s hold a

30




word that is similar in meaning to the
ed part.

ount of information that a network sends and

S helps images load quickly on the Internet.
e i

set up a videoconference System, first connect the
pment that codes ang reads signals. ¢ ., |

attached a camera that broadcasts sound and video
e Internet. W__c_m
ffices can hold a videoconference among people in
erent locations,

1 _o_n_ Ve __n__r

Listen and read the email from an IT professional

Acme Enterprise again. Why does Chuck Roberts
ggest having a dedicated system?

ening

' Listen to a Conversation between the IT

ofessional and a sales representative at Clearwater
inologies. Choose the correct answers,

Mhat are the Speakers mostly talking about?

| what the benefits of videoconferencing are

| what the |T professional wants to purchase

how to set up videoconference equipment

! what the use of video bridge is

hat is the advantage of having two monitors?
It lets you hold multipoint videoconferences.

It enhances the sound and picture quality.

» It comes with a video bridge.

It lets you do document sharing.

Listen again ang Complete the Cconversation.

aWater Technologies. How

can | help you?

Nt to purchase 3 ; [, system for 2
it are my options?

We have systems with one or two TV 3
its the difference?

¢

system with two TV monitors lets you hold 4

Ty monitors then. Does jt come with a
0 bridge?

You order that Separately.
3, then | need to order one 6

————

as well, please.

Speaking

© with a Partner, act out the

roles below based on Task 7.
Then, switch roles.

USE LANGUAGE SUCH As:
What are m Y options?

We have Systems with one or two
TV monitors.

Does it come with a video bridge?

Student A: You want to purchase
a dedicated System. Ask Student
B questions to find out:

® the options

e differences in number of
monitors

a video bridge

Student B: You are 3 sales

representative. Answer Student
A’s questions.

Writing
© Use the conversation from Task
8 to complete the order form.

S—

Request for
— for
videoconferencing.
Number of TV
One/Two

Number of

~————— bridges:
One/Two

Total Cost: $2,249.99
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o shopping cart

Get ready!

e-commerce

2

0 Before you read the passage,

talk about these questions.

1 What do you buy online?

2 How does online shopping
help businesses?

Reading

@ Read the email from the
marketing director of
bargainequipment.com. Then,
mark the following statements
as true (T) or (F) false.

1 __ BargainEquipment.com has a
brick and mortar shop.

2 __ TFC Gaming is an affiliate of
BargainEquipment.com.

3 __ Affiliates earn a percentage
of sales for increases in
page views.

How do | log on?
1 lost my password.
What do | do?

Where do | enter my information?

From: iohnson.mark@bargainequipment.com
To: amanda.iackson@marketing.tfcgaming.com
Subject: Lowest Price Affiliate Program

Dear Miss. Jackson,
Our advertising at brick and mortar gaming shops is not producing videt
game equipment sales. Those consumers are much more active ine
commerce. So, we at BargainEquipment.com want TFC Gaming {
become an affiliate. Our program works in the following manner. Yo
display our banner when customers view their shopping cart. This dire
traffic our way. TFC Gaming eams a percentage of sales from that traff
We pay a smaller percentage for increases in page views without sa
Our FAQs explain that affiliates are not responsible for our products. W
do ask that affiliates obtain a digital certificate with our preferre
certificate authority. ;
Contact me with any questions.
Regards,

Mark Johnson
Marketing Director, BargainEquipment.com

000

< \ruoe Your

Event

&) Read the sentence pairs. Choose where the words
best fit in the blanks.

1 digital certificate/certificate authority
| don't trust this site, it has no
The _ will tell customers our site is safe.

2 page views/traffic
My site has two hundred more today.
Advertising a website should increase

3 FAQs/banner
Lets displayanew 1O attract attention.
Check the ___to find out about the company.




Fill in the blanks with the correct words
and phrases form the word bank.

Speaking

© With a partner, act out the roles below

BANK based on Task 7. Then, switch roles.

i affiliate e-commerce

~ ghopping cart  brick and mortar USE LANGUAGE SUCH AS: |
, g What do you want to know?
businesses globally. Affiliates get ...
2 My business is a(n) ; of that

website. We share profits. Student A: Your company is considering

3 There are many shops on Main becoming an affiliate. Ask Student B about:

Street. e percentages
4 Putanitemina and pay for e page views

o e kaffic and sales

S

) @ Listen and read the email from the

marketing director of bargainequipment.com Student B: You work at BargainEquipment.com.
n. What happens when a consumer Answer Student A's questions. '
5 on a page view, but doesn’t purchase?

stening Writing

. ) €©) Use the email and the conversation from
W Listen to part of a conversation between Task 8 to complete the recommendation.
employees of BargainEquipment.com and

TFC Gaming. Choose the correct answers.

1 What are the employees mostly talking about?

i3 ) ) = N N T
A raising sales C calculating profits  mmesl 1
B meeting affiliates D payment percentages =® From:

TFGC Gaming Marketing
2 TFC Gaming earns a half percent for .

A each sale C 100 page views )
B slowing traffic D becoming an affiliate “® 1o James Harper,
’ . president, TFC Gaming

Department:

) § Listen again and complete the . ,*
_conversation. R
R ;. Mr. Harper,

ployee 1 Hi Mark. This is Amanda from TFC ¢

; ts us
Gaming. a v BargainEqmpment.com wan
se 2: Hi Amanda. Glad to hear from you. ¥ ) o would oam S
o -
mployee 1: Well, we're definitely interested in e _— for an

4 beingan1_______ . But we have
some questions.

mployee 2: Of course. What do you want to know?

e views. We would also

. @ [ crease inpag

mployee : Aboutthe2 . What do we Y
earn for just an increase in My recommendatio
3 ?
Zmployee 2: That's 0.5% per hundred.
Employee 1: |see, and for sales fromourd ______?

:::

mployee 2: All BargainEquipment.com affiliates get
2% of the 5
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affiliate [N-COUNT-U15] An affiliate is a person or business that directs Internet traffic to a business’s web
exchange for a percentage of sales.

appearance [N-COUNT-U12] Appearance is the way that a web page looks.
attachment [N-COUNT-U8] An attachment is a file that is sent with an email,

bandwidth IN-UNCOUNT-U14] Bandwidth is a measurement of the amount of information that a computer ne
can send or receive. High bandwidth allows images and websites to load quickly on the Internet.

banner [N-COUNT-U15] A banneris a rectangular graphic on a website that advertises a business.
brick and mortar [N-COUNT-U15] A brick and mortar is a business that operates in a physical location instead of
case [N-COUNT-U3] A case is an enclosure that holds the computer’s components.

CAT-5 (Category 5) cables [N-COUNT-U5] CAT-5 cables are the standard cables that connect computers to nety
cell [N-COUNT-U11] A cellis a unit of a spreadsheet that holds a piece of information.

cell phone [N-COUNT-U2] A cell phone s a telephone that you take with you to make calls anywhere.
certificate authority [N-COUNT-U15] A certificate authority creates, offers and verifies reliable digital certificat
clip art [N-UNCOUNT-U13] Clip artis electronic artwork that can be used in publications.
code [N-COUNT-U1] Codeis a set of words and signs that give instructions to a computer.

codec [N-COUNT-U14] A codecis a piece of videoconferencing equipment. It codes signals that go out and
signals that come in.

'1

e e ] s i,

coding [N-UNCOUNT-U12] Coding is the programming language that makes up a website.
compatibility [N-UNCOUNT-U7] Compatibility is the ability of one program or file to work with a different progré
comprehensive layout [N-UNCOUNT-U13] A comprehensive layoutis a nearly complete version of a publicatio

computer [N-COUNT-U2] A computer is an electronic device that manipulates data.

configuration [N-COUNT-U5] The configuration of a network is the group of settings that control how informa i
sent and received on a network.

content [N-UNCOUNT-U12] Content is the material on a web page, including text and graphics. :
contrast [N-UNCOUNT-U10] Contrastis the amount of difference between the dark areas and light areas of an im
crop [V-COUNT-U10] To cropis to cut off unwanted parts of an image.
CSS [N-UNCOUNT-U12] CSS (cascading style sheets) is a simple language that decides how a web page loo 5;

cycle [V-UNCOUNT-U5] To cycle a device on a network means to turn it off and then turn it on again or to unpk
from its power source.

data [N-UNCOUNT-U1] Data are numbers that can be entered into a computer.

data processing [N-UNCOUNT-U1] Data processingis the act of entering, using or manipulating data with co put

database [N-COUNT-U11] A databaseis a large group of data organized in a computer system. It allows you to sg
and find information easily.

dedicated system [N-COUNT-U14] A dedicated systemincludes all the necessary components of videoconferen
together as a set. :




sitop [N-COUNT-U6] A computer desktop is everything that a user sees on a computer screen.

Op computer [N-COUNT-U2] A desktop computer is a com

puter that is small enough to use at a desk, but too
carry around.

publishing software [N-UNCOUNT-

U13] Desktop publishing software s a computer program that is used to
page layouts.

publishing [N-UNCOUNT-U13] Desktop publishing s art of using computers to design finished, printable documents.

amic Host Configuration Protocol) [N-COUNT-U5] The DHCPis a system for computer networks to receive
dresses and other configuration information.

ificate [N-COUNT-U15] A digital certificate is an electronic document that proves an online business or
n is who that business or person claims to be.

drive [N-COUNT-U3] A disk drive reads information from a magnetic spinning disc.
iment [N-COUNT-U7] A document is a file created on a word processing program.

ient sharing [N-UNCOUNT-U14] Document sharing is a feature of some videoconferencing systems. It allows
jeryone participating in the videoconference to look at and edit the same document. '

name [N-COUNT-U8] A domain name is a set of words and letters that ident

ify a company or address on the
et.

COUNT-U6] To drag files, folders or icons is to move them around on a desktop.
ce [N-UNCOUNT-U15] E-commerce is the purchase or sale of items on the Internet.

cellation [N-UNCOUNT-U14] Echo-cancellation is a

Jprocess that reduces the amount of echo heard by
participants of a videoconference.

etronic page [N-COUNT-U13] An electronic page is a computerized version of a piece of paper.

tronic paper [N-COUNT-U13] Electronic paper is a special digital screen that can be read like paper.

static printing [N-UNCOUNT-U13] Electrostatic printing is a method that uses the forces of electricity to print.
lail address [N-COUNT-U8] An email address is a location to which electronic messages can be delivered.

 client [N-COUNT-U8] An email clientis a program that receives, sends and stores email on a computer.

Lo

1coding IN-UNCOUNT-U1) Encoding is the act of changing data so that no one can read it until it is changed again.

xpansion cards [N-COUNT-U3] Expansion cards are extra circuit boards that are used to increase the functions
- of a computer.

exposure [N-COUNT-U10] An exposure is the length of time film is open to light when taking a picture.
an [N-COUNT-U9] A fan moves cool air onto computer components inside the case.
|

-AQ [N-COUNll'-U15] FAQs (Frequently Asked Questions) are a set of questions and answers that are provided on a
- Website to provide users with information that users commonly want to know.

field [N-COUNT-U11] A field is a category in a database that holds a particular type of information.
folder [N-COUNT-UB] A folder holds and organizes files and documents on a computer.

font [N-COUNT-U7] Font is the style of the typed characters on a document.

]
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format [N-COUNT-U7] A format is a file's type. Different files might not work in different programs.
formatting [N-UNCOUNT-U7] Formatting is the design of the words on a document.
formula [N-COUNT-U11] A formula is any mathematical calculation that you perform in a spreadsheet.

function [N-COUNT-U11] A function is a mathematical instruction that performs a specific calculation in a spreac sh
such as adding a set of values.

functionality [N-COUNT-U12] Functior;ality is the ability of different elements of a website to work together.

graphic communications [N-UNCOUNT-U13] Graphic communications is the study of sending and receiving Vi
messages.

graphic editing program [N-COUNT-U10] A graphic editing program is a computer program that lets you
different aspects of an image.

Graphical User Interface [N-COUNT-U6] A graphical user interface (GUI) is an operating system that uses icon
represent programs and files and allow users to access to them.

graphics [N-COUNT-U10] Graphics are images on a computer, in a book or magazine, etc.

handheld PC [N-COUNT-U2] A handheld PC is a computer that is smaller, slower and less powerful than a laptop
used to browse the Intemet and check email.

hard drive [N-COUNT-U3] A hard drive stores data electronically.
hardware [N-COUNT-U1] Hardware refers to the physical parts of a computer.

heat sink [N-COUNT-U3] A heat sink transfers heat away ﬁom nearby components of a computer.

HTML [N-UNCOUNT-U9] HTML (Hypertext Markup Language) is a computer language that is used to construct!
sites on the Internet.

http [N-UNCOUNT-U9] An http is a part of an Internet address that allows a computer to connect to the site.
hyperlink [N-COUNT-U9] A hyperlink is a word or image on a web page that you can clickontogotoa different webp
icon [N-COUNT-U6] An icon is a picture that represents something on a computer.

information security [N-COUNT-U1] information security is the act or process of keeping information safe
preventing others from seeing it. 3

Internet [N-UNCOUNT-US5] The Internet is a worldwide network of computers.
IP (Intemet Protocol) address [N-COUNT-U5] An IP address is a group of numbers that identify a computer on a net

ISP [N-COUNT-U8] An ISP (Intemet Service Provider) is a company that gives its customers access to the | r:
email addresses and data storage. '

JPEG [N-UNCOUNT-U1 0] JPEG (Joint Photographic Experts Group) is a kind of computer file used it to store pic
on a computer. '

keyboard [N-COUNT-U4] A keyboard is a set of buttons that is used to enter information into a computer.
laptop [N-COUNT-U2] A laptop is a computer that is small enough for you to carry around and use anywhere.
layout [N-COUNT-U7] Layout is the way that items are arranged on a document.

LCD [N-COUNT-U4] An LCD (Liquid Crystal Display) is a type of display that is created by liquid crystals @
used in thin monitors.



2l area network (LAN) [N-COUNT-US5] A local area network is a network that connects a small group of computers.
-[N-COUNT -U7] A macro is a short keystroke that performs a predetermined action.

e [N-COUNT-U2] A mainframe is a very powerful computer that can process large amounts of data.

e [V-UNCOUNT-U6] To maximize a window is to make it fill an entire computer screen or desktop.

[N-COUNT] A meta tag is text that is used in the codes of a web page to provide information about the
search engines.

one [N-COUNT-U4] A micro;.)hone is a device that is used to record sound.

“UNCOUNT-U6] To minimize a window is to make it leave the screen without closing the window.
[N-COUNT-U4-U14] A monitor is a screen that displays text, video, or images.

board [N-COUNT-U3] A motherboard is a firm slotted board onto which computer circuitry is attached.

[N-COUNT-U4] A mouse is a small device that is used to move the cursor and select items on a computer screen.

int videoconference [N-COUNT-

U14] A multipoint videoconference is a videoconference among people in
8 or more different locations.

on [N-COUNT-U12] Navigation is the act of using and finding things on a website.

OUNT-US5] A network is a group of computers that are connected in order to share data or communicate.
hography [N-UNCOUNT-U13] Offset lithography is a common form of printing.

\ OUNT-U1] If a computer is online, it is connected to the Internet.

':;‘ (OS) [N-COUNT-U6] The operating system is the software that controls a computer.
[N-COUNT-U1] An operator is a symbol in a formula that performs a particular calculation, such as a plus sign (+).
ut [V-INT-U13] Page layout is the process of arranging text and graphics on a page.

.[N-COUNT-U15] A page view is a request from a computer to load a page of a web site. They can be
ted to analyze the number of people viewing a website.

d u[N-COUNT—US] A password is a set of letters and/or numbers that allow someone to use or access
hing on a computer.

COUNT-U2] A PDA (Personal Digital Assistant) is a small com
dules and information.

puter that is used to organize a person's
al [N-COUNT-U4] A peripheral is a device that can be connected to a computer.

COUNT-U10] A pixel is one of the small dots that make up an image on a computer or television screen.
[N-COUNT-U6] A pointer is a small arrow that lets a user choose what to do on a computer.

\-CO -UB] A POP3 (Post Office Protocol) is a method that allows computer users to receive email from a server.
[N-COUNT-U3] A power supply delivers electricity to all parts of a computer.

N-COUNT-U4] A printer is a device that is used by a computer to transfer ink onto paper.

: -~[N-COUNT-U3] A processor carries out the instructions of computer programs.

37
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quality assurance [N-UNCOUNT-U1] Quality assurance is the act of checking products for problems.
query [N-COUNT-U11] A query is a search that locates all information of a specific type in a database.
RAM [N-UNCOUNT-U3] RAM (Random Access Memory) is memory that can be quickly accessed.
resize [V-COUNT-U10] To resize is to make an image on a computer bigger or smaller.

resolution [N-UNCOUNT-U10] Resolution is the ability of a computer or camera to produce a clear and detailed im
router [N-COUNT-U5] A router is a device that allows more than one computer to connect to a network at the samef

scanner [N-COUNT-U4] A scanner is a device that is used for transferring printed documents and pictures i
computer system.

search engine [N-COUNT] A search engine is a computer program that allows people to search for parti
information, products, etc. on the Internet.

server [N-COUNT-U2] A server is a computer that connects many computers to hardware.

shopping cart [N-COUNT-U15] A shopping cart is a part of an online store that displays items that a consumet
selected for purchase, but has not yet paid for.

shortcut [N-COUNT-U6] A shortcut is an icon that has been moved to a desktop to make opening a file or program ez
software [N-UNCOUNT-U1] Software is a program or instruction that makes a computer perform a specific tav
sort [V-INT-U11] To sort is to arrange the information in a database in a specific way.

spell check [N-UNCOUNT-U7] Speli check is a function ¢hat reviews a document for spelling errors.
spreadsheet [N-COUNT-U11] A spreadsheet is a computer program that organizes information and performs calcul a

STMP [N-COUNT-U8] A SMTP (Simple Mail Transfer Protocol) is a method that allows computer users to send :g
to other users.

supercomputer [N-COUNT-U2] A supercomputer is a large computer that is built to process large amounl
information at a higher speed than other computers can handle.

table [N-COUNT-U11] A table is a single collection or arrangement of information in a database.

technical support [N-UNCOUNT-U1] Technical support is the task of helping people use and understand technd
template [N-COUNT-U7] A template is blank layout for certain types of documents.

tint [N-COUNT-U10] A tint is a small amount of a color in something.

touch Screen [N-COUNT-U4] A touch screen is a monitor that lets users interact with the computer by touching the sc
traffic [N-UNCOUNT-U15] Traffic is the total number of users that go to and view a website in a certain amount of
URL [N-COUNT-U9] A URL. (Uniform Resource Locator) is the text and symbols that form a web address.
usability [N-UNCOUNT-U12] Usability is how easy it is for a person to use a website.

USB [N-COUNT-U4]USB (Universal Serial Bus) is a commonly used type of connection or port to connect a pe (
to a computer.

username [N-UNCOUNT-U8] A username is a name or code that identifies a person on a computer and allows
person to access his or her files.




0 bridge [N-COUNT-U14] A video bridge is a device that allows you to hold multipoint videoconferences. It
connects calls from several different locations.

conference [N-COUNT-U14] A videoconference is a meeting or conversation between two or more people in
erent locations using computer technology.

[N-UNCOUNT-U12] Visibility is how easily people find a website using search engines, based on how many
er websites link to it.

N h

browser [N-COLINT-UI9] A wab brawser is @ computer program that afiows peopie 1o iook at web pages on the Intemet.
[N-UNCOUNT-U12] Web design is the act or practice of determining how a website looks.

3b development [N-UNCOUNT-U12] Web development is the act or practice of determining how a website works.
[N-COUNT-U9] A web host is a company that provides the space for a web site on the Internet.

b site [N-COUNT-U9] A web site is a collection of related pages on the Internet that contains information, pictures,
etc. and is usually published by a person, group, or company.

[N-COUNT-U14] A webcam is a small camera that connects to a computer. It broadcasts sound and video
the Internet.

| [N-UNCOUNT-U8] Webmail is an email service that people access through a web browser, and which sends
receives email but does not store it on computers.

[N-COUNT-U6] A window is a rectangle on the desktop of a computer monitor that displays a file or program.
contents are independent of the desktop screen.

=

Local Area Network (WLAN) [N-COUNT-U5] A wireless local area network is a network that connects
omputers to a network without cables.

{k- essing program [N-COUNT-U7] People use word processing programs to write on computers.
sheet [N-COUNT-UM] A worksheet is a single page of a spreadsheet.
statio [N-COUNT-U2] A workstation is a very fast computer that runs powerful work programs.

NCOUNT-U9] The www (World Wide Web) is the system of web pages, information, pictures, etc. that is
able on the Internet.
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