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How fo give technical instructions

In this lesson
how to help so
is having prol
equipment.

Starter

1 Aeyouthel
leamning how
kind that prefers
fo them?

2 Look af the pictures of the three items of
equipmeant. Think of five key words per
item which you would need in instructing
somaone how o use them. Are any of the
words the sume between items?

l

Speaking

1 Take out an item from your bog or pocket
(e.g. your mobile, a laptop, a caleulator, a
music player) and pass it fo your teacher.
Explain carefully how fo use it. (To make
it more challenging, ge fo another roam
and give the instructions by phane or sit
back to back.)

businass one : one

@h ,\Expressions

1 Three people are getting help with some
equipment, Listen and find out what the
equipment is and what they leam fo do.
2 In 1-4 below, the words from fwo separate
instructions from the dialogues have been
mixed together. Put the words in the carrect
arder to find the ariginal instructions. In each
case you hove been given the first words.
1 about / 'Optians' / for [ five / them /
seconds / the £ menu / down
Hold
Find

2 ftick / the / third / the / table / cord /
the / on f box
Ploce
Click

3 edge / smoofhly / the / the / front /
“Adrministrator” [ of / the [/ over / the /
card ¢ PDA / button
Rall
Choose

4 bock /when / me / what /it fin /
gt [ exactly / happens [ you
Bring
Tedl

Language box

If you happen fo do something, you do it by
chanece without planning:

| happened to sea thair chiel negotiator in
the cafa.

The expression [ happen to is used with verbs
liker know, believe, consider, etc. fo give a strong
personal opinion:
| happen fo think that this palicy i
complately misguided,

That happens te be ... and As it happens are
used fo give contrasting, surprising, or shocking
Information. They are offen used as a reply
when you are upset or want fo disagree:

A What on ugly car.

B That happens fo be mine.

A As usual, no-one has o copy of the agenda.

B As it happens. | do.
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= 3 Llisten again fo check your answers. Do
you hear any other impenative verbs in the
dialogues?

4 Muotch the sentences (1-8) with the

functions (a-h).
1 You're nat in a tunnel, are you?

Well, | suggest you do o system resal,

It's got o red circle on it

Il beep and the system will reboot,

And the card should appear an screen

Tell me what you see offer you tum i on.

That's not a big probiem,
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the: list, choose the ‘Administrotor bution.
a Telling the user to do something in o
different way fram previously
b Requesting the user fo describe what
happens or what they see
¢ Explaining what the user will see if an
action has worked comecity
Finding out the context or situation
Reaossuring the user
Offering a solution that offen helps
Explaining how to recognize something
Explaining what the user will hear if an
oction has worked corectly

To -1 Q

Whatever happens means Althaugh the

outcome is unpredictable, it is vital that ..,
Whatever hoppens, make sure they sign the
agreemeant foday.

Use Whatever happened fo ... fo ask about a
person that you haven't heard of for a long
fime:
Whatever happened to Juan? You know -
he used e be head of markeling.

These things happen is a fixed expression that
means ‘Don't worry about it - because there is
nothing you can do about it
A | thought my repart was quite good - but
she said | need to rewrile half of it
B These things happan!

MNow, instead of selecting Rober's name from
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Hint

Use only (ond stress i) o emphosse how
sirpresingly lucky someons hos bean
Would you belteve his luck? He gnly gol

promated!

She must hove written o good tender.
She only won the whole confroctl

Writing

1 Choose one piece of office equipment that you
regularly use (2.0, a photocopier, o scanner, an
electronic hole punch). Write a notice to place near
the equipment telling users what to do if they have
three commeon problems (e.g. for o pholocopler. o
paper jam, running out of toner, wrong size zoom).

F o

Look

Lock ot listening scripts 30.1-30.3 on pages 134-135,

Find more examples of happen.

Lesson record

3 niew wordls 3 useful phroses
from this lesson fram this lesson

Things to remarnber
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