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1. Language Focus
1. Language Focus:
1.1 One-step instruction
1.2 Multi-instruction
1.3 Asking for step in doing things.

1.4 Sequence markers
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1. Language Focus:

1.1 One-step instruction

Asking for instruction Positive instruction Negative instruction
- Excuse me. Can you tell me - Sure. Insert your card here. - Do not connect any other
how to use this card please? equipment into the same outlet.
- Excuse me. Could you show - Yes. Press this button. - Never use the machine near a
me how to turn on this humidifier.
machine?

Conversation 1
A: Excuse me. Can you help me for a minute? ‘I'

Sure. What is it?

L

Can you how me how to turn this fan on? \

Yes. Pull this chain.

Thank you very much.

©w > @ > ¥

You’re welcome.



1.2 Multi-instruction

Asking for instruction

Positive instruction

Negative instruction

- Excuse me. Can you show me
how to installing the Point

Head?

- First, raise the lock lever.

- Then, remove the protective
cap from the print head.

- Next, place the print head in
the holder.

- Finally, lock the print head

into place by lowering the lever.

- Do not touch internal parts
other than the lock lever
- Do not attempt to reattach the

protective cap.

Conversation 2

It’s fine. Thank you.

Like this?

Okay so far?

Yes, that’s all.

Thank you very much.
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You’re welcome.

How’s your first day on the job going?

Do you really know how to lock the cash register?
No, I don’t. Could you show me how?

All right. First, take out the tray. Then, close the drawer.

I’'m following you. What do I do next?
Finally, turn the key on the side. Have you got that?

Yes, I understand. Is that all?




1.3 Asking for step in doing things.

What do I do first?
What do I do next?
What do I do then?
What’s next?

Is that all?

1.4 Sequence markers

These sequence markers will help you give order of instructions.

First, Second, Third........

Firstly, Secondly, Thirdly

When............... e

Firstof all..........

- After that

- Next the, and then

- Finally

e —
—— e
e
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luanuii 15
The language for instructions (Inssa3 195z landmsumas Amugiin)

1. Imperative Verb

positive negative
- Put it on the table. - Don’t touch this part.
- Insert the card. - Don’t get the disk wet.
- Hang up the handset. - Do not step on the cord.
- Keep the disk in a box. - Don’t be late.
- Be careful.

- 14 imperative form FTUAUL
1 I 1 1 3
- 14 do not Tumsyeedraduntamsnsodon uals don’t Tumsyauuy luidumenis

o 4

- 1% be #1350 don’t NOUMABTNN

q

o Aa I o ) . .
- 1% do wihdnsenlunsaindufuugiiuy Strong instruction
) . . A g a ~ A

- w50 1% avoid + Ving i8¢ never +V1 Gl,uﬂimmﬂuﬂ;]m‘ﬁ UNUN do 1178 don’t
2. Means to carry out technician instructions.

14 by + Ving 130 by means of + Ving (U

- Enter the fax number by using numeric keypad.

- Turn the power on by plugging the power cord into the wall outlet.
3. Sequence markers.

o J dy [l Y (a2 wva o o ] IS 09/’ '
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- First, second, third..................

- Next then, and then..............

- Finally.............o.oooonl.



Tuawii 15.1
Warm up:
Exercise 1 Rearrange these instructions into correct order.
How to send e-mail message

................... A) Click “Sign out”
................... B) Enter your ID and password to sign in.
................... C) Print your message.
................... D) Enter the receiver’s e-mail address.
................... E) Click “Send”

................... F) Click “Sing in”

.................. G) Click “Compose Mail”

.................. H) Shut down your computer.

Tuawi 15.2
Listening
Exercise2: Suda wants to use ATM, but she is not sure how to use it. She requests the man who is
waiting next to her to show her the steps. Listen to their conversation. Put the numbers of
instruction as you hear.
................. a) Could you speak up please?
................. b) First, you lift up the receiver.
................. c¢) Insert the card in the slot here.
................. d) To do this you need a phone card.
................. e) Now, what’s next?

................. f) Don’t forget to remove your card.

................. g) Hang up the receiver and lift it again.
................. h) Then you dial the number.

................. i) This time you dial the number slowly.



Tuawii 15.3
Speaking
Exercise 3: Pair work. Practice the conversation as the example by using the situation given.
A: Excuse me. Can you help me for a minute?

Sure. What is it?

A: Can you how me how to turn this fan on?
B: Yes. Pull this chain.
A: Thank you very much.
B: You’re welcome.
1. A: turn on the machine B: flip the switch
2. A: punch in B: put in your time card like this .
3. A: turn off the radio B: turn this knob to the left
4. A: turn on talking dictionary B: push this button
5. A: lock in the program B: fill the code

.....................................................................................

r 7 2 P 2



luaudi 15.4
Reading:
Exercise 2 These verbs of instruction are found in computer, telephone, photocopier ATM etc.

Match the verbs with the nouns.

verbs nouns
1. insert a) the card
2. send b) the picture
3. place ¢) thelid
4. press d) the button
5. select e) the e — mail message
6. withdraw f) the mouse
7. transfer g) the money
8. click h) the call
9. dial i) the desired number
10. lift up j)  the paper size




Tuawii 15.5
Reading and Speaking
Exercise 5: Look at the instruction of installing the Print Head of the printer. Choose the right
verb to fill in the blanks and practice saying it.

Place Lock Raise Remove

= S lock lever

U the lock lever.
- Do not touch internal parts other than the lock

lever.

2 the protective cap from the printer.
- Do not touch the print head nozzles of electrical contacts.
- Do not attempt to reattach the protective cap once it has

been removed.

T the print head in the holder.

4o the print head into place by lowering the
lever.
- Do not touch the lock lever once the print head has been

installed.



luaui 15.6
Speaking and Writing
Exercise 6: Work in pairs. Take turn to ask for and give instruction. First, put the instruction in

the correct order. Then complete the conversation.

1. A: Could you show me how to use the copier machine?
B: SULE. FIIST. . ettt e e
1 1 P
FINally. ..o e

- Put down the cover
- Press the START button

- Place the original face down on the glass.

2. A: Could you tell me how to do a credit card sale?
B Certainly. First. ... .ooii i e
1 1 4
FInally. ...

- Ask the customer to sign
- Place the credit card voucher and card in the machine.

- Write the date and amount on the voucher.

3. A Could you tell me how to search the job form the Internet?
B: Of course. FIrst.......ououinini
TREN. ..o
J S« 2
FInally. .. ..o

- Click “SEARCH”
- Select the “Search engine”
- Key in the key word “job”

- Press “enter” key.




Could you tell me how to apply for a scholarship?

Y 8. FISt. e
TREN. .o
N XL e e .
Fill out the form. == =
Get an application form. ; = =

Turn in the form to the office.

Could you show me how to send the fax message?

Certainly. First.........coooiiiiiii e

FINally. ... s
Pick up the handset.
Press the START and hang up the hand set.
Dial the number

Place document face down on the feeder.
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Underline the correct verb to complete these operating instructions.

1. You must/ mustn’t copy originals that are glued or stuck together.

2. Youmustn’t/need to pull out the plug when you are copying something.

3. You don’t have to / must switch the copier off before removing the covers and putting your
hand inside the machine.

4. Youneedn’t /mustn’t put drinks on the copier.

5. [If'there is a paper jam, you don’t have to / have to open the copier to remove the paper.

6. You mustn’t/ needn’t sort the copies if you select the sort function.

7. Youmustn’t / don’t have to store the toner in a damp or wet place.

8. You have to/ needn’t select the number of copies you want before pressing the start button.

9. You don’t have to / must cut the wire when the copier is plugged in.

10. You have to / mustn’t call a service technician when there is a paper jam.




Answer

Exercise 1
1.B 2.F 3.G 4. D 5.C 6.E 7.A 8.H
Exercise 2
a) 8 b)2 c)3 d)1 e)4 )9 2) 6 h) 5 )7
Exercice 3
1. A: Can you how me how to turn on the machine?
Yes. Flip this switch.
2. A: Can you how me how to punch in?
B: Yes. Put in your time card like this.
3. A: Can you how me how to turn off the radio?
B: Yes. Turn this knob to the left.
4. A: Can you how me how to turn on talking dictionary?
B: Yes. Push this button.
5. A Can you how me how to lock in the program?
B: Yes. Fill the code.
Exercice 4
1. Insert the card 2. Select the paper size 3. Send the e-mail message
4. Dial the code number 5. Press the button 6. Withdraw the money
7. Click the mouse 8. Lift up the lid 9. Place the picture

10. Transfer the call
Exercise 5

1. Raise 2. Remove 3. Place 4. Lock



Exercise 6

1. First place the original face down on the glass.
Then put down the cover.

Finally press the button.

2. First place the credit card voucher and card in the machine
Then write the date and amount on the voucher.
Finally ask the customer to sign.

3. First select the search engine.

Then click “SEARCH”
Next key in the key word “job”
Finally press “enter” key.
4. First get an application form.
Then fill out the form.
Finally turn in the form to the office.
5. First place document face down on the feeder.
Then pick up the handset.
Next dial the number.
Finally press the START and hang up the hand set.
mammunma@mﬂszﬁmﬁwﬁ 15
1. mustn’t 2. mustn’t 3.don’t have to

6. needn’t 7. mustn’t 8. have to

4. mustn’t

9. Don’t have to

5. have to

10. have to






