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Office furniture

Office equipment
Computer hardware

Using a computer
Discribing a company

All about your company
Logix Itd.

Understanding from the information
Computer instructions
Practice what you‘ve learnt
Computer vocabulary
Rewriting sentences
Rewriting sentences
Missing words

Spot the mistakes



Chair

Desk

Desk lamp
Drawer
Cupboard
Shelf
Bookshelves
Bookcase
Filing cabinet
Plant
Wastepaper basket



Equipment
Supplies
Items
Stationery
Photocopier
Fax machine
Scales
Shredder
Guillotine
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PC (personal computer)
Desktop computer

Notebook / laptop
computer

Keyboard
Monitor
Mouse
Mouse mat
Printer
Scanner
Floppy disk
Hard disk
DVD player
CD rewriter
Product
Manufacture
Component
System
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Hardware

Software
Package
Type
Cut
Copy
Paste
Print
Insert
Delete
Back-up
Select
Click
Format
File
Folder
Drive
Button
Key

' > ’,
Can you l’

file them
alphabetically?
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(PYHKLIMOHMPOBATb
PEMOHTMPOBATb
HeaaBHO
[AOMONHATb
LEeSATENbHOCTb
OCHOBHOWM
obecrneuymBsaTb
MOJIHbIN
obcnyxnsaHme
yCTaHaBNMBaTb
obcnyxmnBatb
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B BenukobputaHun npeobnagatoT KOMNAHUK C
OrpaHMYEHHOW OTBETCTBEHHOCTbLIO. B
Ha3BaHMAX TaKMX KOMMNaHUM CNoBo
(0bbI4HO COKpalleHHoe A0 ) CTaBUTCA B - )
KOHLEe. KOMNaHuio ¢ orpaHMyYeHHom / Would you like

to go to Bristol?

OTBETCTBEHHOCTbIO, aKLMM KOTOPOM
KonupytoTcs Ha hOHAOBOW bMpXKe, Ha3bIBatoT
nnu

OTHOCUTENBHO KOMMAHUK Bbl MOXETE ynoTpebnaTb
MECTOUMEHUS  nn O6a BapuaHTa
SIBNSOTCS NPaBU/IbHBIMK, €CN
ynoTpebnsaioTcs C COOTBETCTBYHOLUMMM
dopMaMu rnaronos: rnarossl B opme
€ANHCTBEHHOr0 YMca ynoTpebnsorcs ¢
MECTOMMEHWEM  a rnarosibl B popme

MHOXXECTBEHHOr0 Y1csia — C MECTOMMEHWNEM ' e mace “,'F':@
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Mark Smith is working at a computer company during

his university holidays. The company is called Logix. It
has 25 employees, and the main part of its business is
helping companies to run their software systems.
However, these companies often asked Logix to mend
their computer hardware or sell them components. Thus
the directors of Logix recently decided to add the
manufacture of hardware to their activities. For the
moment, they manufacture two basic computers:
keyboard, monitor, printer, mouse and even the mouse
mat. They can now offer the companies a complete
service: they can provide the necessary hardware and
software, install it and maintain it. Mark would like to
join the company as a programmer when he has
finished university, but for now he is working as an
office boy. It is a chance for him to get to know the
company, and a chance for them to get to know him.




How many employees does
the company have?

How much is its turnover?

What did the company start
as?

> Do you mind
me using your

What has it recently started 8. computer
doing? a4 s

How many types of computer
does it manufacture?
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In Windows, you can organize your documents and programs to
suit your preferences. You can store these files in folders, and
you can move, copy, rename and even search for files and
folders.

When you create files, you may want to copy them or move
them to another location. Unless you're an advanced user, you
should avoid moving program and system files.

To COPY or MOVE file
in a window, select the file you want to copy or move.

on the Edit menu, click Copy to copy the file, or click Cut to
move the file.

Double-click the folder in which you want to place the file.

On the Edit menu, click Paste. The file appears in its new
location.

You can select multiple items. To select adjacent items, hold
down the SHIFT key while you select the items. To select
non-adjacent items, hold down the CTRL key and click the items
that you want to select.

instead of the Edit menu, you can use the right hand mouse
button to copy, cut and paste
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What should you avoid doing if you are a beginner?
How can you select adjacent multiple items?

what can you use use to copy, cut and paste instead of the Edit
menu?

[onbiTanTECh NEPEBECTU MHCTPYKLIMK MO NEpeMMeHOBaHMO ¢hanios B
nporpamme Windows.

[lepenmeHoBaTh gaii
B okHe BbIbepuTe hann KOTOPbIK Bbl XOTUTE NEPEMMEHOBATb.
B ¢anoBOM MeHI0 LWeNYkoM BblibepeTte koMaHay ‘TlepenMeHoBaTh'.
BneyatanTte Ha3BaHue, a 3aTeM HaxxmuTte knasuwwy ENTER (‘BBOA")



clck, cmpnnt, cpy, ct, dit, dsk, fldr, kybrd, pst, prnt, prntr, scnnr,
sict, sftwr, typ.
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“Will you lend me £20, Mary?” - She asked...

“You shouldn't stay in London, Sam.” — We adyvised...

“Would you like to go to Brighton for the weekend, Bob?” — She invited...
“You ought to go on a computer training course, Michael.” — They wanted...
“You can use my computer, John.” — She let...

“Remember that you mustn't turn the computer off, Katy.” — He reminded...
“You have to stay and finish the project, George.” — The manager made...
“Get out of my office, Jack.” — She ordered...

“Bring me the accounts files, Rose.” — He had...

“Don 't leave the window pen, Pam.” — She told...
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“Come on, Jill. I'm sure you can work faster.” —I...
“Don't make so much noise, Harry.” — The team leader...
“I wouldn't work for them if I were you, David.” — She...
“Please come and have tea, Anna.” — John...



complete, go, learn, make, speak, work

Are you capable ____ how to use this software?
I'm very bad ____ German.

I'm not fond ____ to parties.

I'm very interested ____ for your company.

We're close the new design project.

~ You ought to goon a
Are you good pizza? L : computer training
B _course, Mnchael




June: No, that's fine. Peter wants me going to the supermarket
anyway.

June: Well, he is the boss. We can’t stop him to give orders.
June: I advise you to not say anything stupid.

June: I remember him to be quite nice when I started here.

June: Oh, he asked me tidying his office.

June: Yes, I saw you cleaning the kitchen. I thought, he's a
strange man.

June: Sorry, Peter would be very angry if he found me helping
you.



