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Direction: 1. There are 10 items in this test.
2. Each item has 4 choices.

3. You need to select the best answer and answer it in your answer sheet

1. If you want to sign in an e-mail, what information do you need to enter?

a. Name and Username b. Username and Password

c. Name and Password d. Username and telephone

2. Where is a copy of each sent message saved?

a. Trash folder b. Inbox folder c. Sent folder d. Draft folder

3. Advising materials that you don’t ask for them will arrive in

a. Draft folder b. Spam folder

c. Trash folder d. Sent folder

4. If you click “Forward” to an email message, what will happen to it?

a. An email message that you have receive will be sent to someone else.

b. An email message that you have receive will be sent to the original sender.

C. An email message will be sent to the sender of the original message.

d. An email message will be sent to the sender of the original message and all other recipients.
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5. Which is used as a salutation for an email message?
a. Hello Jessica b. Dear Jessica
c. Dear Miss Jessica d. All are correct.
6. The sender is expected a reply from the recipient. Which sentence express
correctly?
a. I am looking for your reply. b. | received your reply.
c. | look forward to your reply. d. 'L forward your reply.
7. What is the appropriate closing e-mail when you write an e-mail to your close friend?
a. Your faithfully b. Truly yours
c. Lots of love d. Best regards
8. Why is the IT department important to the company?
a. Because most staffs always use IT resources.
b. Because IT officers get high salary.
C. Because IT department has many officers.
d. Because IT services is not necessary.
9. What is the responsibility of IT help desk?
a. They advise the caller to solve the basic IT problem.
b. They purchase computer, printing, photocopied and so on.
c. They are asked to fix IT resources by staffs.
d. a and c are correct.
10. Which has the same meaning of “Run out”?
a. Be used up b. Out of date

c. Go away d. Outside
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Appointments

I have an appointment

with John.

Can I make an a nine o’clock

appointment, please?

appoinment

‘ \/ o A AgqYw .
| 4 ANT81N 1HNY appointment
&

u‘
have postpone

make

cancel
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Simple Sentences about appointments

Asking to meet

Are you available tommorrow?

Can we meet on Tuesday morning?

Will September 27 suit you?

Would 1 p.m. suit you?

Is tomorrow convenient for you?

Can I make an appointment for Friday 10 o’clock?

- COSIER RS TR TS SSE 9
| - a o PR e | o ¢ o o
| @ AVANEURI USEN FUNANNLANYIUS ANA

P TR S 2 OV P S (L o\~

unii 4

Agreeing on the date or time

Yes, tomorrow morning is fine.

Wednesday afternoon suits me.

9 o’clock would be OK.

Next monday is OK.

Tomorrow will be fine.

Yes, I can see you at eleven o’clock.

{ a o o v o o o - Y -
L @ Aafnguas LSEN dninfinwloniug drnm mMmaangEdnulsznaunis

S S RS EN IE e
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I'won’t be available that day.

I won’t be available at that time.

I'm afraid I can’t come on Friday morning. How about Friday afternoon?

I don’t think I can come tomorrow. What about next Monday?

I’'m sorry I can’t make it on Thursday. Could we meet on Friday instead?

Sorry, I've already made an appointment on that day. What about April o5ty

Sorry, I've already got an appointment at that time. Can you fix another time, please?

\/ u
\ L

* Can I make an appointment for

* I have an appointment to see my

tomorrow.

customer on Tuesday.

* She made an appointment for Tuesday * Tam going to play golf with my

morning at 10 a.m. customer this weekend.

mmndanquanulszaaums
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2 (= (e = i) Translate these sentences into English using the expressions you have learned.

1. Suvervdiuiuduniwthldvsewan Could I reschedule for next Monday?

2. Suvetialvifutungsiflalug

3. auduemsanulussiananvesdu

a. duvaidouiaungeilalu

o N . o
5. duvermvdlunasulsaly S

m Make sentences using the given sentence patterns.
Are you available ? Are you available on Friday morning?

Can we meet ?

Would suit you?

Is convenient for you?

Can | make an appointment for ?

m Make sentences using the given sentence patterns.
Yes, is fine. Yes, Thursday morning is ...

suits me
would be OK.
is OK.

will be fine.

Yes, | can see you at
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= (=l (el-= 2D Translate these sentences into English using the expressions you have learned.

1. fuvernviiuiudunsninldviewan Could I reschedule for next Mondeay?

2. é’waﬁﬂlﬂﬂmﬂﬁuwjaﬁlﬁiw Can | rechedule for tormorrow?

3 guitinesiiulusisianatvesu | have a conflict in my schedule.

f. ﬁ'wuméiguﬁf@]ﬁ']uwiqﬂgﬂwu Could | move my appointment to tororrow?
5. ﬁ‘umaﬁﬂlﬂﬂgﬂunm%‘ulﬁlum Can | move my appointment to another time?

lm Make sentences using the given sentence patterns.
Are you available ? Are you available on Friday morning?

Can we meet ? Can we meet tomorrow?

Would suit you? Would this afternoon suit you?

s convenient for you? Is next Monday convenient for you?

Can | make an appointment for ? Can | make an appintment for tomorrow?

m Make sentences using the given sentence patterns.
Yes, is fine. Yes, Thursday morning is fine.

suits me Tomorrow morning suits me.
would be OK. Next Tuesday would be OK.
is OK. 3 o’clock is OK.

will be fine. Next Friday will be fine.

Yes, | can see you at . Yes, | can see you at 3 o'clock.
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Direction: 1. There are 10 items in this test.
2. Each item has 4 choices.

3. You need to select the best answer and answer it in your answer sheet

1. If you want to sign in an e-mail, what information do you need to enter?

a. Name and Username b. Username and Password

c. Name and Password d. Username and telephone

2. Where is a copy of each sent message saved?

a. Trash folder b. Inbox folder c. Sent folder d. Draft folder

3. Advising materials that you don’t ask for them will arrive in

a. Draft folder b. Spam folder

c. Trash folder d. Sent folder

4. If you click “Forward” to an email message, what will happen to it?

a. An email message that you have receive will be sent to someone else.

b. An email message that you have receive will be sent to the original sender.

C. An email message will be sent to the sender of the original message.

d. An email message will be sent to the sender of the original message and all other recipients.
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5. Which is used as a salutation for an email message?
a. Hello Jessica b. Dear Jessica
c. Dear Miss Jessica d. All are correct.
6. The sender is expected a reply from the recipient. Which sentence express
correctly?
a. I am looking for your reply. b. | received your reply.
c. | look forward to your reply. d. 'L forward your reply.
7. What is the appropriate closing e-mail when you write an e-mail to your close friend?
a. Your faithfully b. Truly yours
c. Lots of love d. Best regards
8. Why is the IT department important to the company?
a. Because most staffs always use IT resources.
b. Because IT officers get high salary.
C. Because IT department has many officers.
d. Because IT services is not necessary.
9. What is the responsibility of IT help desk?
a. They advise the caller to solve the basic IT problem.
b. They purchase computer, printing, photocopied and so on.
c. They are asked to fix IT resources by staffs.
d. a and c are correct.
10. Which has the same meaning of “Run out”?
a. Be used up b. Out of date

c. Go away d. Outside
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