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In this lesson you will:  

 

 

 

 

Read the advertisements for printers on the next page and then,  

with your partner, answer the questions. See who in your group/ 

class can finish first. 

 

1. How many laser printers are advertised here? ____________________________________ 

2. Is there a printer that operates by spraying ink droplets onto paper? _________________ 

3. Which laser printer offers the highest resolution, or output quality? __________________ 

4. Which printer is the most expensive? ___________________________________________ 

5. Which one would you recommend to a friend who does not have much money? ________ 

6. Which one has more internal fonts? ____________________________________________ 

7. A printer language is software that tells printers how to print a document.  Can you find 

two types of laser printer languages? __________________________________________ 

8. What connectivity features are offered by the Turbo Laser Writer QR? _______________ 

9. A very common feature in advertisements is the use of abbreviations.  Find the 

abbreviations for these expressions: dots per inch, characters per second, pages per 

minute, small computer system interface, and liquid-crystal display. __________________ 

 

 find the main idea of the text through the use of skimming 

techniques 

 find specific information from the text through the use of scanning 

techniques 

 

Introduction 

Web pages, textbooks, manuals, 

magazines, newspapers, and mail 

are just a few of the things that 

people read every day. Effective 

and efficient readers learn to use 

many styles of reading for 

different purposes.  

There are different styles of reading for different 

situations. The technique you choose will depend on 

the purpose for reading. For example, you might be 

reading for enjoyment, information, or to complete a 

task. If you are exploring or reviewing, you might 

skim a document. If you're searching for information, 

you might scan for a particular word. You need to 

adjust your reading speed and technique depending 

on your purpose. 
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This exercise practices scanning -- that means reading very fast to find specific information. 

 

Scanning refers to reading a text quickly 

in order to locate specific pieces of 

information.   When scanning you don't start from the beginning 

and read to the end.  Instead, what you do is jump around in the 

text, trying to find the information you need.  When you scan, you 

can’t read every word. You have to skip many words and look 

for information as quickly as you can.  

What is scanning? 
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You can scan: 

 A table of contents in a book or magazine 

 An index in a textbook 

 A timetable 

 The ads in a newspaper 

 A list of movies in the newspaper 

 A telephone book 

 The page of a dictionary 

 A passage/text/article to quickly find the information 

mentioned in the question. 

 

In this lesson, you will practice scanning. Don’t try to read 

every word. Scan to find specific information for the answer to the questions. Work fast. 

 

Scan the computer advertisement below to find the answers to these 

questions. Work fast! 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You usually don’t scan: 

 A mystery story 

 A textbook for an important course 

 A map for finding your way home 

 A question on a test 

Practice-1:  

Many students try to read every word in a passage, so they read very slowly.  Scanning 

can help you improve your reading skills.  Practice with scanning helps you learn how 

to skip over words. You can learn to read faster and understand better.  
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1. Which notebook computer has the lowest price?  

________________________________________________________________________ 

2. What is the price of the computer that comes with a 16-inch flat-panel monitor?  

________________________________________________________________________ 

3. What is the name of the computer store? 

________________________________________________________________________ 

4. How many different courses can you take at this computer store? 

________________________________________________________________________ 

5. Which computers come with printers? 

________________________________________________________________________ 

6. What is the price of the OPUS-WORKS package? 

________________________________________________________________________ 

 

Write two more questions about this advertisement. 

1. ________________________________________________________________________ 

 

2. ________________________________________________________________________ 

 

Ask other students to scan the ad for the answers to your questions. 

 

Scan the passage below to find the answer to these questions. 

 

1. What does MP3 stand for? 

________________________________________________________________________ 

2. What is the difference between MP3 and WAV files? 

________________________________________________________________________ 

3. What kind of sound does MP3 strip out? 

________________________________________________________________________ 

4. What kind of information is included in the tag? 

________________________________________________________________________ 

 

Understanding MP 3 

 

The name comes from MPEG (pronounced EM-peg), which stands for 

Motion Picture Experts Group, MPEG develops standards for audio and 

video compression. MP3 is actually MPEG Audio Layer 3. 

 

MP3 competes with another audio file format called WAV. The key 

Practice-2:  
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difference is that MP3 files are much smaller than WAV files.  An MP3 file can store a minute of 

sound per megabyte, while a WAV file needs 11 or 12 megabytes to hold the same amount. 

 

How does MP3 achieve this compression? CDs and audio files don’t reproduce every sound of a 

performance.  Instead, they sample the performance and store a discrete code for each 

sampled note.  A CD or WAV file may sample a song 44,000 times a second, creating a huge 

mass of information. 

 

By stripping out sounds most people can’t hear, MP3 

significantly reduces the information stored. For instance, 

most people can’t hear notes above a frequency of 16 kHz, 

so it eliminates them from the mix.  Similarly, it eliminates 

quiet sounds masked by noise at the same frequency.  The 

result is a file that sounds very similar to a CD, but which is 

much smaller.  An MP3 file can contain spoken word 

performances, such as radio shows or audio books, as well 

as music.  It can provide information about itself in a coded block called a tag.  The tag may 

include the performance’s name, a graphic such as an album cover, the song’s lyrics, the 

musical genre, and a URL for more details. 

 

 

 

Now read the passage quickly and then answer the questions below. 

 

Everyone knows the advantages of using e-mail. It’s much faster than ordinary mail. It’s much 

cheaper than the telephone.  And it’s easier than trying to meet with someone in person.  

However, it is not always good to use e-mail at work.  Some companies are limiting the use of 

e-mail in their offices for several reasons.  

 

One reason is that e-mail is only one-way.  You send out your message and then you have to 

wait for an answer.  This is not a problem if you need to send 

simple information. You may only need to know that the 

message was received.  But if the message is more 

complicated, email is not so good. It’s not good, for example, 

if you need to make a decision or a plan. It can take many 

messages and a lot of time to decide something by email. In 

that case, it’s better to talk on the phone.  Or, if you’re in the 

same building, you should go meet in person. Then, you can also take a little walk and you can 
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get to know each other better. There is another problem with e-mail: You don’t get much 

information from the message.  You have only the words themselves.  This doesn’t matter if 

the message is just about facts or if it is not important.  But it might cause trouble if the 

message is about something important.  You can’t tell much about the person who sent the 

message. You have no idea what she was thinking or feeling.  You may put your own feelings 

into the messages.  And this can lead to communication problem in a company.  

 

In England, psychologists did some research about using e-mail at work.  They studied office 

workers opening their e-mail.  The psychologists measured the blood pressure of the workers.  

They found that certain kinds of messages made blood pressure go up. It went up if the 

messages seemed angry or negative. It also went up if the messages were from the boss. It 

went up the highest when the messages were both negative and from the boss.  

 

The psychologists said that people should be careful how they use e-mail at work.  This is 

especially true for the people with top jobs in a company.  Their messages can easily hurt or 

upset people.  They should never send important news by e-mail.  They should always meet 

face to face with the person.  Then, everyone will understand each other better and will work 

together better.  

 

1. What is the passage mainly about? 

__________________________________________________________ 

2. What is the main idea of this passage? 

__________________________________________________________ 

 

This exercise practices skimming -- that means reading very fast to find only the main ideas 

of a text. 

 

 

Skimming refers to reading a paragraph quickly to get an idea 

of what it is about, without trying to understand its details. This 

is another technique whose purpose is to gain a quick overview in order to identify the main 

ideas of a text.   

What is Skimming? 

Speed is often important when you are reading. You may have a lot to read but not much 

time. In fact, you probably don’t need to read everything carefully. You don’t need to know 

and remember all of the facts and ideas. You only need to get the general meaning of a 

chapter, article, or passage. You can do this by skimming.  
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When skimming, you must change the way you read. You can’t 

read every word or even every sentence, but you have to skip a 

lot. Some useful techniques are to read the first and last 

sentences of paragraphs, the introduction, and the 

summary if one is provided.  When examples are given, you 

may want to read a few of them until you understand the 

concepts they are meant to illustrate.   

When skimming a textbook, quickly note the title, subheadings, italicized words, boldfaces 

prints, and illustrations. 

 

 

 

Read quickly through the text below, then answer: 

1. What is the passage about? _________________________________________________

   

2. What is the main idea of the passage  _________________________________________ 

 

 

 

 

Both scanning and skimming can help you locate specific pieces of information 

and gain an overview of the main points in an article or text.    

Practice-3:  

Many of the robots in use today do jobs that are 

especially difficult for human workers. These are the 

types of jobs that require great strength or pose 

danger.  For example, robots are particularly useful 

in the auto manufacturing industry where parts of 

automobiles must be welded together.  A welding 

tool used by a human workers weights about 100 

pounds or more and is difficult to handle.  As 

mechanical supermen robots may be called upon to 

do anything from moving heavy components 

between workstations on a factory floor to carrying 

bags of cement.  
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Read quickly through the text below, then match each paragraph 

with the appropriate summary. 

(a)   Network uses, past and present 

(b)   How distributed systems work 

(c)   Networks and the future 

(d)   What networks are and how they operate 

(e)   The growth of networks, past and present 

Practice-4:  
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Read the text quickly and then answer the questions below. 

Copying music from the Internet is the latest craze sweeping the world. With the spread of 

broadband, digital downloading is revolutionizing the way we listen to and purchase music. 

However, as CD sales plummet, many believe that illegal downloading poses a grave threat to 

the music industry, putting thousands of jobs at risk. On the other hand, some music fans 

maintain that illegal downloading is a victimless crime. 

 

Since the late nineties, it has been possible to upload one’s entire CD 

collection and make it available via the Internet without the permission 

of the recording company or artist. Millions of people now download 

tracks, and play them on the latest portable audio players. In 2004, 

900 million tracks were illegally downloaded. Many draw a connection 

between CD sales, down from $40bn to $33bn over the past five years, 

and downloading and piracy (in 2001, 28% of all CDs sold were pirated 

copies). 

 

Many people who engage in illegal downloading see nothing wrong with copying tracks. They 

claim the music industry already earns billions of dollars, charges far too much for CDs, and 

pays recording artists millions in royalties. In addition, the people who download music illegally 

are actually some of the highest spenders on CDs, and commonly use the Internet to sample 

tracks before making a purchase. 

 

With the download culture going mainstream, the music industry is beginning to fight back 

with a business strategy that deals with the demand for downloadable music. Over 14,000 

people have faced legal action for allegedly sharing music online. Legal alternatives are 

emerging which allow consumers to download a music track for as little as 70 cents. So far, 

millions of songs have been legally downloaded and the number continues to grow. CD prices 

are also being slashed, often by as much as 30%. As the music industry gets to grips with the 

download culture, visits to high street music stores could soon become a thing of the past. 

 

1. What is the passage about? _________________________________________________ 

 

2. What is main idea of each paragraph? 

1. ___________________________________________________________________ 

2. ___________________________________________________________________ 

3. ___________________________________________________________________ 

4. ___________________________________________________________________ 

Practice-5:  
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3. Why has illegal downloading become popular? 

 

 ______________________________________________________________ 

 ______________________________________________________________ 

 ______________________________________________________________ 

 ______________________________________________________________ 

 ______________________________________________________________ 

 

4. How is the music industry fighting back? 

 ______________________________________________________________ 

 ______________________________________________________________ 

 ______________________________________________________________ 

 ______________________________________________________________ 

 ______________________________________________________________ 

 

 

 

 

 


