UNIT 2 Using equipment / Vyuziti techniky

THIS UNIT LOOKS AT:

0 using equipment and visuals to support your presentation / vyuziti techniky a obrazovych materiald
k podpore vasi prezentace

0 useful phrases for referring to visuals, ensuring your audience can see and expanding on notes /
uzitecné vyrazy vztahujici se k zobrazeni, ujisténi, ze vase publikum na zobrazeni vidi, a rozsifeni pozndmek

Context

1 Match the pictures (a-f) with their names (1-6). / Prifadte obrazklim (a—f) odpovidajici nazvy (1-6).

flipchart

handouts

laptop and projector showing a slide

overhead projector (OHP) with overhead transparencies (OHTs)
pointer

interactive whiteboard
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2 In which situations would it be appropriate to use the items in Exercise 1? Consider the
following: / V jakych situacich by bylo vhodné vyuZit polozky ze cviceni 1? Zvazte nésledujict:

0 the audience
0 theroom
0 the type of presentation

3 §0 2.1Listentoa presentations expert speaking about visuals. Do you agree with what he
says? Why?/ Why not? Do you do any of the things he mentions? / Poslechnéte si odbornika na
prezentace, jak se vyjadfuje o obrazovych pomuckach. Souhlasite s tim, co fik&? Pro¢ ano/ ne? Pouzivate
nékterou z véci, o kterych se zminuje?

Presentation

1 Complete this extract from a presentation giving advice on using visuals using the words
in the box. / PouZitim slov z rdmecku doplnte Uryvek prezentace, kterd radi, jak vyuZivat obrazové

pomdacky.
back expand graphs point read see time

0 Refer to each visual in your presentation and ' to the part you are referring to.

0 Make sure the audience can ? the visuals and give them enough *
to read them.

0O Use* or pie charts where appropriate: images can say more than words.
Remember, through, to provide a key.

0 Don'tturnyour?® on the audience when you read the visual.

a Don't® the visual out word for word; 7 on the information given.
Some cultures prefer more visual support than others. What about yours? / Nékteré kultury upiednostnuji ,@
obrazové pomucky vice nez jiné. Co ta vase? Tip

Preparing visuals

2 §o 2.2 Listen to extracts from two presentations. Decide which of these descriptions relate
to which presentation (A or B)./ Poslechnéte si Uryvky ze dvou prezentaci. Rozhodnéte, které
z ndsledujicich popist se hodi ke které prezentaci (A nebo B).

1 large audience 4 informal
2 small audience 5 interactive
3 formal 6 notinteractive
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3 Look at the visuals used in presentation A and B. Complete the labels. The first letter of the
missing words has been given. / Podivejte se na obrazové materidly pouZité v prezentacich A a B.
Doplite oznaceni. U kazdého slova je napsano jeho pocateni pismeno.

z5 Keep text to a minimum on visuals — use key words and lists of bullet points./ Na obrazovych materidlech
Tip omezte text na minimum — pouZivejte pouze klicovd slova a seznamy s odrdzkami.

» 1.t of presentation ‘

erheads

_ 2.titleof s ’

current oV

° re\’\t

, utility costs

o insurance

o staff

Reducing overheads: . f
. O
SOlution presentation

Expenditure at time of merger
7.p C

: : \ ™ 6. title of s
image rather than words PrintLine Paperworks

8.k

9.n of slide
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Using visuals

4 §9 2.2 Listen to the two presentations again and complete these phrases for using visuals./
Poslechnéte si znovu dvé prezentace z nahravky a doplite nésledujici véty komentujici pouzivani
obrazovych materialQ.

Handouts

1 You don't need to - I've got some .

2 Please could you these ? There should be enough for everyone.

3 Asyou can see , the rent on our offices here in Madrid has increased slightly
in the last year ...

4 If the second handout, you can see that by restructuring our complaints depart-

ment and merging that with our helpdesk to create a new customer services department, we could
save 500,000 euros each year.

Slides

5 someone please the lights?

6 you see ?

7 how our overheads have increased dramatically over the last two years.

8 the expenditure of PrintLine and Paperworks.

9 If , You can see that by moving the remaining PrintLine staff here to our premises,
we would not only save on renting the factory but also on leasing the machinery.

10 From these figures, we would save 20% on overheads.

Use if-clauses to focus the audience on the visuals, e.g. If you look at the second handout, you can see... /
PouZivejte podminkové véty (tzv. If-clauses), abyste priméli publikum zameérit se na obrazovy materidl, napr.: /@.
Ifyou look at the second handout, you can see ... Tip

5 §0 2.3 Practise the pronunciation of some of the phrases from Exercise 4. Listen and repeat.
Look at the transcript on page 70 to check any phrases you are not sure about. / Procvicujte
si vyslovnost nékterych vét ze cvi¢enf 4. Poslouchejte a opakujte. Podivejte se na prepis na strané 70,

pokud si s nékterymi vyrazy nejste jistf.

In Can you see at the back? Can is pronounced with /&/ (strong form). In From these figures, you can see that
..., can is pronounced with /o/ (weak form). / Ve vété “Can you see at the back? ‘je can vysloveno s /s/ ,@
(silnd formay). Ve vété “From these figures, you can see ...", je can vysloveno s /o/ (slabd forma). Tip
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Practice

Preparing visuals
1

Look at these visuals. How can they be improved to make them easier for the audience to
read?/ Podivejte se na nasledujici obrazové materidly. Jak by se daly vylepsit, aby se publiku snaze Cetly?

When managing a project and
considering the budget, you firstly need
to gather the data. Then you can make
some estimates before gaining
management approval. Finally, you need
to present the budget to the client.

Using visuals

2 Unscramble these sentences to make phrases you can use to refer to visuals during a pre-
sentation. / Usporadejte nasledujici vyrazy a vytvorte tak vety, kterymi mizete béhem prezentace
odkazovat na obrazové materidly.

1 from/see/you/this/As/slide, ...

2 clearly /This / graph / shows ...

3 piechart,/you/this/If /look/you/at/see .../ can

4 shows /table / how ... /This

5 Aflipchart, .../ notes/see/my/you/As/can/the/in/on

6 handout, ... /turn/If /to/first/you/the / the / of / page

3 Complete the sentences from Exercise 2 with something you might use yourself in a pre-
sentation. / Doplrite véty ze cviceni 2 nécim, co byste sami mohli pouZit v néjaké prezentaci.
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4 Match the two halves to form phrases you can use to make sure the audience can see the visual./
Spojte nasleduijici ¢3sti do vét, kterymi se Ize ujistit, Ze publikum dobfe vidi na obrazové materialy.

1 Canyouall a of handouts on every seat.

2 Would you mind not b am I blocking the screen?

3 Canyou see or C gotacopy?

4 There's a full set d seethe screen from there?

5 It might be better e tosithere.

6 Haseveryone f sitting there?
See Unit 5 for dealing with problems with equipment. / Podivejte se do lekce 5, abyste Zjistili, jak resit 25
problémy s technikou. Tip

5 Practise saying the sentences in Exercises 3 and 4. Pay particular attention to the pronunci-
ation of the 'a’in can. / Procvicujte si vyslovnost vet ze cvi¢eni 3 a 4. Dbejte zejména na vyslovnost
'V can.

6 Look at the key information given on these slides as a graph and bullet points. Expand the
information and create full sentences. Say them aloud. / Podivejte se na nasledujicf slidy. Kli-
¢ové informace jsou zobrazeny formou grafu nebo odrdZek. Rozvinte informace a vytvofte celé véty.
Rikejte je nahlas.

OVERHEADS

2000 2001 2002 2003 2004 2005 2006
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REASONS FOR RISE
IN OVERHEADS

Staff numbers up by 10%
Rent up by 8%

Insurance up by 2%

7 $o 2.4 Imagine you are going to use the slides in Exercise 6 in a presentation to the Board

of Directors. Spend a few minutes preparing what you would say. Speak aloud, then listen
and compare what you said with the example. / Predstavte si, Ze se chystate pfednést spravni
radé prezentaci, v niz pouZzijete slidy ze cvi¢eni 6.V nékolika minutdch si pfipravte, co byste fekli.
Mluvte nahlas, pak si poslechnéte nahravku a porovnejte s pfikladem, ktery jste fekli.

24
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Consolidation

1

Think of a presentation you will make soon. Decide what kind of equipment and visuals
you will use, if any. (If you do not have a presentation to give, think about the equipment
and visuals you could use for the presentation in Unit 1, Practice Exercise 6.) Note your
thoughts, explaining why or why not you will use visuals. / Pfemyslejte o prezentaci, kterou
byste méli brzy pripravit. Rozhodnéte se, jakou pouZijete techniku a jaké obrazové materidly, pokud
se chystate néjaké pouzit. (Jestlize neméate v planu Zadnou prezentaci, pfemyslejte, jakou techniku

a obrazové materidly byste mohli pouzit pro prezentaci ze cvi¢eni 6 oddilu Practice v lekci 1). Pozna-
menejte si své myslenky a vysvétlete, pro¢ pouzijete nebo nepouzijete obrazové materidly.

Using the checklist on page 62, prepare your visuals. / S pomoci dotazniku na strané 62 si
pfipravte obrazové materidly k prezentaci.

Now prepare what you will say to refer to your visuals and expand on the notes you made
on them. Speak aloud. / Nyni si pfipravte, co feknete, abyste odkazali na své obrazové materidly
a rozvinuli poznédmky, které jste na nich uvedli. Mluvte nahlas.

After making your presentation, take a few moments to reflect on it. / Po prezentaci se nad ni
kratce zamyslete.

Did the audience react positively to your visuals?
What would you do differently next time?

i NYNI SI NALISTUJTE STUDIJNI DENIK A UDELEJTE SI POZNAMKY K TETO LEKCI.

Reference Useful phrases / UzZitecné vyrazy

You don't need to take notes Nemusite si délat poznamky

- I've got some handouts. — mam néjaké podklady.

Please could you pass around these copies? MuizZete si prosim rozdat tyto kopie?
There should be enough for everyone. Mélo by jich byt dost pro viechny.

As you can see on the first sheet, ... Jak mlzete vidét na prvnim listu ...
Could someone please switch off/ Mohl by nékdo prosim zhasnout/ ztlumit svétlo?
dim the lights?

Can you see at the back? Vidite tam zezadu?

This graph shows ... Tento graf ukazuje ...

These pie charts compare ... Tyto diagramy srovnavaji ...

If you look at the next slide, you can see ... Kdyz se podivate na dalsi slide, uvidite ...
From these figures, you can see that ... Z téchto cisel mlzete vidét, ze ...
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Vocabulary / Slovnicek

Equipment / visuals
bullet list
(photo)copy
flipchart

graph

handout

image

key

notes

overhead transparency (OHT)
(pie) chart

Vybaveni / obrazové materialy
seznam s odrazkami

(foto)kopie

flipchart (tabule)

graf

podklady, materialy, které se rozdavaji pfi prezentaci
obrazek

kli¢, legenda

poznamky

promitaci folie

(kruhovy/ kolé¢ovy) diagram

projector projektor

slide slide

table tabulka

title nazev, nadpis

visual obrazovy materidl

Costs Naklady

to exceed prekrocit

expenditure vylohy

expense vydaje, vydani

figures Cisla, Ciselné udaje

to increase zvysit

insurance pojisténi

to lease najmout

to merge sloucit, fuzovat

overheads rezijni ndklady

to reduce (costs) snizit (vydaje)

rent najem, ndjemné

to restructure restrukturalizovat

saving usporny

Studijni tip: PouZijte diagram (viz stana 27) ke shromazdéni slovicek a myslenek vztahujicich se

k ur¢itému tématu. Téma napiste doprostred. Hlavni myslenky predstavuji hlavni
vetve, z nich vychazeji mensi vétve, které uvadeji vedlejsi myslenky.

26 Using equipment / VyuZziti techniky



Review

Skills

Look at these visuals. Which one is more effective? Why? Improve the one that is not very ef-
fective. / Podivejte se na nasledujici obrazové materidly. Ktery z nich je plsobivéjsi? Pro¢? Vylepsete ten,
ktery nenf pfilis efektivni.

Financial report

PI’OﬁT Our sales have increased gradually
£K over the last 1Z months overall.
5 We saw a drop in the summer by
4 10%, but they soon picked up again,
3 and we are now level at
2 1,000 units per wonth.

1

e e e e e =)

JFMAMJIJASOND

Useful phrases

Which phrases could you use in the following situations? / Jaké vyrazy byste mohli pouZit v nasle-
dujicich situacich?

You want to check your audience can see the flipchart.

You have some handouts to distribute at the end of the presentation.

The audience can't see the screen because the lights are on.

You want the audience to look at the graph on the overhead projector.

You want to draw the audience’s attention to the pie chart on page 2 of their handout.

Vocabulary

Complete the mind map with vocabulary relating to cost-cutting. / Do diagramu doplnte slovicka,
vztahujici se ke snizovani naklad.

T~

ur B~ W N =

Overheads

rent

Pronunciation

£ 2.2 Listen again to Presentation B in audio 2.2 and focus on the pronunciation of can. In
the transcript on page 70, circle each can that is pronounced /z/ (strong form) and underline
each can that is pronounced /a (weak form). / Poslechnéte si znovu prezentaci B na nahravce 2.2 a
zamérte se na vyslovnost slova can.V prepisu na strané 70 zakrouzkujte kazdé can vyslovené s /a/ (silnd
forma) a podtrhnéte kazdé can vyslovené s /&/ (slaba forma).
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