Государственный университет – Высшая школа экономики

ФАКУЛЬТЕТ ЭКОНОМИКИ

КАФЕДРА АНГЛИЙСКОГО ЯЗЫКА

Барановская Т.А., Голечкова Т.Ю.

УЧЕБНО-МЕТОДИЧЕСКОЕ ПОСОБИЕ ПО АНГЛИЙСКОМУ ЯЗЫКУ
для студентов 3 курса 

Отделения прикладной математики и информатики
МОСКВА  2009
ПРЕДИСЛОВИЕ

    Данное учебное пособие предназначено для студентов третьего курса отделения прикладной математики и информатики факультета бизнес-информатики. Оно представляет собой первую часть из серии пособий по профессионально-ориентированному английскому (English for Specific Purposes) для данной специальности.

Пособие состоит из трех разделов: презентация, социальные сети и веб-дизайн. Пособие основано как на современной коммуникативной методике обучения иностранному языку, так и на программе подготовки специалистов по направлению 010500.62 «Прикладная математика и информатика». Материал соответствует требованиям итоговой государственной аттестации по английскому языку на четвертом курсе. Поэтому некоторые задания развивают навыки, необходимые для сдачи экзамена, и составлены в соответствующем формате.  
Первый раздел Presentation Techniques направлен на ознакомление студентов с форматом англоязычной презентации, а также представляет обширный материал для качественной отработки необходимой лексики и грамматически. Также в конце пособия представлен список полезных слов и выражений.
Второй и третий разделы – Social Networks и Web Design – содержат различные типы работ: тексты для чтения, задания на аудирование, упражнения для развития устной речи и письменные задания в виде реферативного изложения содержания ряда статей. Они нацелены на развитие всех речевых умений в рамках коммуникативной компетенции. Все тексты для чтения и лексические упражнения основаны на современных аутентичных британских или американских материалах по соответствующей тематике. Аудирование составлено из онлайн подкастов, выпущенных ведущими специалистами компаний – мировых лидеров в сфере информационных технологий (в частности SAP). Помимо этого, во второй и третий раздел включены представляющие наибольшую трудность для изучения грамматические блоки – система английских времен и употребление артиклей.
Пособие завершается проектным заданием, активизирующим все лексические, грамматические и теоретические знания и умения, приобретенные в процессе работы со всеми тремя разделами.

В приложении предлагается выборка современных статей из британских и американских СМИ Additional Articles и записей из профессиональных блогов, которые полностью соответствуют заявленной тематике и могут служить дополнительным материалом как для аудиторной, так и для домашней работы.

 В заключение, на основе представленных в пособии текстов составлен англо-английский словарь-глоссарий (Glossary), поясняющий все термины, которые могут быть непонятны студентам. 
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Part I. PRESENTATION TECHNIQUES

LEAD-IN

Discuss the following questions:  Think of one presentation you have recently made. What was the context? What was the topic? Do you think it was a success? Why?

1. Read a part of the article about presentation disasters. Which tip should the speaker have observed?

PRESENTATION DISASTERS 
However bad you think your presentation has been, take some comfort from the fact that at least it probably wasn’t as bad as these true stories …

A few years ago I had to give a presentation to the Belgian management team of an international IT company. Not wishing to be the typical ‘Brit’ presenting in English, I had carefully prepared my presentation in French. I intended it as a surprise, so I didn’t say anything beforehand. After speaking in French for 45 minutes I was halfway through my presentation and we had a break for coffee. At this point the manager of the company came up to me and asked me if I would change to speaking in English. ‘Is my French that bad?’ I said. ‘No’ he replied, ‘it’s just that we are all from the Dutch-speaking part of Belgium.’
Ten top tips for speaking in public

1. Don’t make your presentation too long.

2. Don’t have more than four or five main points.

3. Even if something distracting happens, try not to lose your concentration.

4. Be careful about telling jokes – they may not be appropriate.

5. Always be punctual: start on time and try to finish on time.

6. Get to know as much as possible about your audience beforehand.

7. Try not to repeat yourself too much.

8. Be careful not to speak too fast.

9. Practise your presentation beforehand.

10. Make sure the equipment you need is working properly before you start. 

 2. Match the pictures with the speakers. One picture is extra.

[image: image1.emf]
3. You will hear the recording once again. Write appropriate numbers of speakers in the boxes below: 

Which speaker …. ?

A |__| couldn’t understand why nobody found his/her talk amusing

B |__| felt very relaxed before the presentation

C |__| did the last part of the talk very quickly

D |__| made the problem he/she has worse 
I. READING and SPEAKING

1. Read a more detailed article and choose 5 tips that you find most important to follow.

How to become a good presenter

1.
LEAVE NOTHING TO CHANCE
Check everything before you are due to speak - room, seating, visibility, acoustics and equipment.
2.
KNOW EXACTLY HOW TO START

Plan the first minute of your presentation down to the last detail. Try to memorize your opening words. This will help you to sound confident and in control.
3.
GET STRAIGHT TO THE POINT
Don't waste time on long boring introductions. Try to make at least one powerful statement in the first two minutes.

4.
TALK TO YOUR AUDIENCE
Many of the best presentations sound more like conversations. So, keep referring back to your audience, ask them questions, respond to their reactions.
5.
KNOW WHAT WORKS
Certain things are always popular with an audience: personal experiences, stories with a message, dramatic comparisons, amazing facts they didn't know. Use them to the full.

6.
BE CONCISE
Keep your sentences short and simple. Use deliberate pauses to punctuate your speech.

7.
SPEAK NATURALLY
Don't be afraid to hesitate when you speak, but make sure you pause in the right places. Remember, you are not an actor trying to remember lines. A certain amount of hesitation is actually quite natural.
8.
KNOW YOUR AUDIENCE
Speak for your audience, not yourself. Take every opportunity to show how much common ground   you    share    with   them.    Address    their   goals,    their   needs,    their   concern.

9.
TREAT YOUR AUDIENCE AS EQUALS 
Never talk down (or up) to your audience. Treat them as equals, no matter who they are.

10.
BE YOURSELF
As far as possible, speak to five hundred people in much the same way you would speak to five. You will obviously need to project yourself more, but your personality shouldn't change.
11.
TAKE YOUR TIME
Whenever you make a really important point, pause and let the full significance of what you have said sink in ... before you move on.

12.
DON'T MAKE A SPECIAL EFFORT TO BE FUNNY
If you make a joke, don't stop and wait for laughs. Keep going and let the laughter (if it comes) interrupt you.
13.
LET YOUR VISUALS SPEAK FOR THEMSELVES
Good visuals are just that - visual. Don't put boring tables of figures and long lines of text on the overhead and read them out. Stick to the main points. Experiment with three-dimensional charts, cartoons, interesting typefaces - anything to catch your audience's attention.
14.
NEVER COMPETE WITH YOUR VISUALS

When showing a visual, keep quiet and give people time to take it in. Then make brief comments only. Point to the relevant parts of the visual as you speak. If you want to say more, switch off your projector to do so.
15.
DEVELOP YOUR OWN STYLE
Learn from other public speakers, but don't try to copy them. Be comfortable with your own abilities. Don't do anything that feels unnatural for you, just because it works for someone else.

16.
ENJOY THE EXPERIENCE
The secret of being an excellent speaker is to enjoy the experience of speaking - try to enjoy the experience!
17.
WELCOME QUESTIONS FROM YOUR AUDIENCE
When members of your audience ask you a question, it is usually because they have a genuine interest in what you are saying and want to know more. Treat questions as an opportunity to get your message across better.
18.
FINISH STRONGLY
When you are ready to finish your presentation, slow down, and lower your voice. Look at the audience and deliver your final words slowly and clearly. Pause, let your words hang in the air a moment longer, smile, say Thank you and then sit down.


II. LANGUAGE PRACTICE

TASK 1.  Getting Started.
Below you will find two alternative ways of introducing yourself and the subject of your presentation - one fairly formal, the other more friendly. At each stage choose the expression you would feel more comfortable using and highlight it.
	FAIRLY FORMAL
	MORE FRIENDLY

	1. Erm, perhaps we should begin.
2. Good morning, ladies and gentlemen.
3. On behalf of . . . , may I welcome you to..
4. My name's. ..
5. For those of you who don't know me already,
6. I'm responsible for ...
7. This morning I'd like to ...
8. discuss. . .
9. report on ...
10. and present. . .
11. If you have any questions you'd like to ask, I'll be happy to answer them.
or

12. Perhaps we can leave any questions you
may have until the end of the presentation.
	a. And don't worry, there'll be plenty of time left over for questions at the end.
b. and show you . . .
c. As you know, .'. .
d. Feel free to ask any questions you like as we go along.
e. I'm in charge of ...
f. I'm...
g. Morning, everyone.
h. OK, let's get started.
i. talk to you about. . .
j. tell you about. . .
k. Thanks for coming.
l. What I want to do this morning is ...




TASK 2  Stating the Purpose of the Presentation.

Below you will find a number of ways of stating the purpose of your presentation. Complete them using the words given. 
OK, let's get started. Good morning, everyone. Thanks for coming. I'm (your name). This morning I'm going to be:
showing      talking      taking      reporting      telling
1

to you about the videophone project.
2.

you about the collapse of the housing market in the early 90s.
3

you how to deal with late payers.
4

a look at the recent boom in virtual reality software companies.
5

on the results of the market study we carried out in Austria.
. . . so, I'll begin by:
making      outlining      bringing      giving      filling
1.

you in on the background to the project.
2

a few observations about the events leading up to that collapse.
3

company policy on bad debt.
4

you an overview of the history of VR.
5

you up-to-date on the latest findings of the study.
. . . and then I'll go on to:
put      discuss      make      highlight      talk
1

what I see as the main advantages of the new system.
2

the situation into some kind of perspective.
3

you through our basic debt management procedure.
4

detailed recommendations regarding our own R&D.
5

in more depth the implications of the data in the files in front of you.
Highlight all the verb phrases above, eg.   talking to you about, making a few observations about. Notice it is not the verb alone, but the whole phrase you need to learn.
TASK 3
Cross out the verbs which do not fit in the following presentation extracts. The first one has been done for you as an example.
1. First of all, I'd like to preview / overview / outline the main points of my talk.
2. Perhaps I should start off by pointing / stressing / reminding that this is just a preliminary
report. Nothing has been finalized as yet.
3. But later on I will, in fact, be putting forward / putting out / putting over several detailed proposals.
4. One thing I'll be dealing with / referring / regarding is the issue of a minimum wage.
5. And I'll also be asking / raising / putting the question of privatization.
6. So, what we're really driving at / aiming at / looking at are likely developments in the
structure of the company over the next five to ten years.
7. If we could just draw / focus / attract our attention on the short-term objectives to
begin with.
8. The eighteen-month plan, which by now you should've all had time to look at,
outlines / reviews / sets out in detail our main recommendations.
9. Basically, what we're suggesting / asking / reviewing is a complete reorganization of
staff and plant.
10. I'd now like to turn / draw / focus my attention to some of the difficulties we're likely
to face.
11. I'm sure there's no need to draw out / spell out / think out what the main problem is
going to be.
12. But we do need to seriously ask / answer / address the question of how we are going to
overcome it.
13. The basic message I'm trying to get through / get across / get to here is simple. We can't
rely on government support for much longer.
14.  Disappointing end-of-year figures underline / undermine / underestimate the seriousness
of the situation. 

15.  And the main conclusion we've thought / got to / come to is that massive corporate
        restructuring will be necessary before any privatization can go through

TASK 4    Effective Opening.
Look at the presentation openings below and divide them under three headings:
	PROBLEMS
	AMAZING FACTS
	STORIES


What do you think each presentation was about?
1. Did you know that Japanese companies spend four times more on entertaining clients in a
year than the entire GDP of Bulgaria? 40 billion dollars, to be precise. You know, that's twice
Colombia's total foreign debt. You could buy General Motors for the same money.
2. Suppose your advertising budget was cut by 99% tomorrow. How would you go about
promoting your product?
3. Have you ever been in the situation where you've had to negotiate with the Japanese? I
remember when I was working in Nagoya and everybody had told me the Japanese don't like
saying no. So in meetings I just kept saying yeah to everything. And they hated it. It turned
out yeah sounds like no in Japanese!
4. Have you ever wondered why it is that Americans are easier to sell to than Europeans?
And why nine out of ten sales gurus are American? You have?  Well, if I could show you
what stops Europeans buying, would you be interested?
5. I read somewhere the other day that the world's highest paid executive works for Disney and gets $230 million a year. Now that's about $2000 a minute! That means he's currently making more money than Volkswagen.
TASK 5     Signpost Expressions.

	To move on
To go back to
To summarize
                       To expand on                  To recap on                   To turn to
To digress
To conclude
To elaborate on


Choose one of the 'signpost' expressions from the box above for the following situations:
1. When you want to make your next point.
To

2. When you want to change direction.
To

3. When you want to refer to an earlier point.
To

4. When you want to repeat the main points.
To

5. When you want to give a wider perspective.
To

6. When you want to do a deeper analysis.
To

7. When you just want to give the basics.
To

8. When you want to depart from your plan.
To

9. When you want to finish your talk.
To

TASK 6

Complete the following signpost phrases and sentences using the notes to help you. Say them first. Then write them down. The first one has been done for you as an example.
1. Moving on / question / the US market,
Moving on to the question of the US market,
2. Expand / the figures / last year,
3. I'd like / recap / the main points.
4. Let's go back / question / clinical research methods.
5. Digress / a moment, let's consider / alternatives.
6. Going back / a moment / the situation last year,
7. Let's turn now / our targets / the next five years.
8. I'd like / turn now / our projections / year 2005.
9. Go back / the main reason / our collaboration / the Germans,
10. I'd like / expand / that / little, before we move on.
11. Let's go back / a moment / what we were discussing earlier.
12. Let me expand / some / the main points / our proposal.
13. Elaborate / that / little / those of you / aren't familiar / Russian business practices,
14. If I could just move on / some / the problems we face / Central / Latin America,
15. I'd like / conclude /1 may / repeating what I said / the beginning / this presentation. 
TASK 7     Emphasis.

If you really want to get the attention of your audience, simple emphasis may not be enough. In English there is a way you can focus key points-so that everyone knows you want them to listen, to what you have to say next. Look at these examples:


      We can't expect too much too soon.

      What we can't do is expect too much too soon. 

I'd like to approach this question from two different angles.

What I'd like to do is approach this question from two different angles.

Notice how the 'What... is ...' pattern builds up the anticipation of the audience.

Focus the following in the same way to draw the attention of the audience:

1.  I'm going to talk about motivation.

2.  I'd like to move on to the question of cashflow.

3.  I've tried to put our recent difficulties into some kind of perspective.

4.  We have to consider what the start-up costs might be.

5.  I'll be making a case for getting in a team of specialists.

6.   I'd like you to ask yourselves a simple question.

7.  We're aiming to be back in the black by the end of this accounting period.

8.   I'm going to be looking at the arguments against networking.

9.    We found out how pirate copies of the CD were getting into stores.

TASK 8  Intensifiers

Read the following presentation extracts. First, decide where you could add extra emphasis. Then write in the intensifiers given at the end of the sentence. The first one has been done for you as an example.
extremely
  even
1.
We're doing  V   well now. But how can we do  V  better?
(extremely, even)
2. The project is underfunded.
(whole, badly)
3. It's obvious that we made a mistake.
(pretty, terrible)
4. It works out cheaper, to take on casual workers.
(actually, much)
5. I'm aware that it's been a disaster from start to finish.
(fully, total)
6. I'm certain that we're in a better position now.            (one hundred
percent, significantly)
7. There's no hope of reaching our targets by the end of phase two.
(absolutely, at all)
8. There's been a decrease in demand, and yet sales are up on last year.
(dramatic, well)
9. We shouldn't be neglecting a lucrative market.
(really, such, highly)
10. There's no chance of making progress.
(absolutely, whatsoever, real)
11. It's going to be too expensive to re-equip the factory.
(just, far, entire)
12. It's difficult to know whether the figures are going to improve.
(just, so, actually)
13. We can't be expected to manage on a tiny budget. It's ridiculous.
(really, such, just)
14. It's too late to do anything about it.
(actually, far, at all)
TASK 9      Emphatic Expressions.
Match up the three parts of the sentences below to make twelve emphatic expressions. The first one has been done for you as an example.
	1. We strongly
	a. reject
	1.any suggestion that we should sell.


	2. We totally
	b. admit
	2.you to withdraw the product.

	3. We deeply
	c. recommend
	3.having to lay off 2,000 workers.

	4. We freely
	d. regret
	4.that the buyout was a bad idea


	5.
	We
	sincerely
	e.
	refuse
	1. what the board is trying to do.

	6.
	We
	enthusiastically
	f.
	accept
	2. that profits will continue to recover.

	7.
	We
	utterly
	g.
	endorse
	3. that there will have to be changes.

	8.
	We
	readily
	h.
	hope
	4. to back down on this crucial issue.


	9.
We categorically

	i.  encourage
	1.that this is in everyone's interests.

	10. We fully

	j.  believe 
	2.having anything to do with it.

	11. We positively

	k. deny 
	3.the difficulties they've been having

	12. We honestly

	l. appreciate
	4.initiative-taking at all levels.


TASK 10   Softeners.
Read the following presentation extracts. First, decide which words and expressions you could soften. Then write in the 'softeners' given at the end of the extract. The first one has been done for you as an example.
  quite
   a little
1. It's not  V   what we wanted, but it's  V  better than their last offer.  (quite, a little)
(sometimes, just a little)
(all in all, just about)
(basically, almost)
(fairly, all in all, quite)
2.1 think we're too price-conscious.
3. I'd say we'll manage to break even.
4. It's a good idea, but it's certain to meet opposition.
5. I'm pleased with our performance and it's been a good year.
6. In Northern Europe the response to our mailshots has been poor and I think that's the result of deciding to target only large firms.
                                      (generally, rather, partly)
7.
We've done better than we expected this year, although I have to say that net profits
are still low.                                                                                         (probably, a bit, rather)
8. We had a few hiccups during the launch and it's been hard work getting the advertising
right, but everything's OK now.                                                  (minor, pretty, more or less)
9. The procedure is foolproof. If we do make errors of judgment, they're easy to put right.
(virtually, occasionally, slight, usually, fairly)
TASK 11 Asking for Clarification.
Below you will find the requests for clarification which followed a presentation about foreign investment in China. Complete them using appropriate verbs from the lists. Combining the three parts of number 1 will give you a complete question. Then do the same with numbers 2, 3, 4 and 5.
WHEN YOU WERE

dealing     talking     telling     describing      showing      summing up
1
about the current level of foreign investment in China, ....
2
to us what kind of future you see for China, ....
3
with the issue of China's communist administration, ....
4
China's economic prospects over the next five years, ....
5
us China's trade figures for the last three years, ....
6
us why there's so much interest at the moment in Asian-Pacific markets, . .
YOU

commented     spoke     referred     quoted     made     said
1
a figure of $34 billion.
2
on the importance of Hong Kong.
3
the point that they had created a free market within a command economy.
4 .
something about hundreds of billions of dollars still being needed.
5
about private enterprise gradually taking over from state ownership.
6
to a decline in foreign investment elsewhere, particularly in Latin America.

COULD YOU

explain     run    be     tell     elaborate      say
1
us how you arrived at that figure?
2.
a bit more about that?
3
 to us exactly what you meant by that?
4.
a little more specific?
5
on that?
6
us through that again?
TASK 12  Answering Technique

Complete the following exchanges by writing in the appropriate expressions:
EXCHANGE 1
Hopefully not
To some extent
True
Not yet
1. Have you reached an agreement on the Saudi contract yet?

There are still one or two things we need to discuss.
2. But you've had six months to discuss them already.

   .Six months does seem like a long time, but Arabs are very
cautious.
3.
Mm. Hasn't the fact that ours is the cheapest tender helped at all?
.
But they'd like the first construction phase completed by July.
4.
July!  But then that's going to create all kinds of problems.

We've rescheduled things and it might just be possible.
EXCHANGE 2
Yes, I know
Not quite
Not as a rule
Not necessarily
1. So, we lost all record of our accounts when the network went down, did we?

Just the last six months.
2. I see. I suppose it's too late to do anything about it now?

There might still be a way of getting into some of the files.
3. What I don't understand is why the accounts department didn't back up the system.

That is the standard procedure.
4. Does this kind of thing happen a lot?

It was just one of those things.
EXCHANGE 3
Granted
Not really
Not at all
Not entirely
1. You have to admit, the people in marketing have really made a mess of this launch.

They've done a good job. It was a difficult brief.
2. But wouldn't it have been a good idea to get an agency in to do the creative work?

For one thing, it would have cost considerably more.
3. But it was you who said we should be spending more on promotions.

…………………………But we just don't have the budget for that right now.
4. So, you're happy with the way the launch went, then?

But I think it went pretty well, given the circumstances.
EXCHANGE 4
It depends.
Yes and no.
On the whole, yes.     Not if we can help it.
1.
So, it's going to be another year of cuts, then?

There will be cuts, but an upgrade in lab facilities is long overdue.
2. Won't we need to get authorization for that?


Only if we exceed our budget.
3. But we will exceed it, won't we?

We've costed the whole thing pretty accurately.
4.
But the facilities we already have are quite adequate, aren't they?

But that doesn't mean there aren't areas where we can't improve.
10.  I want to know how long it'll be before we start seeing a profit. 

Part II.  SOCIAL NETWORKS

LEAD-IN

A social structure made of nodes that are generally individuals or organizations. A social network represents relationships and flows between people, groups, organizations, animals, computers or other information/knowledge processing entities. The term itself was coined in 1954 by J. A. Barnes, who defined the size of a social network as a group of about 100 to 150 people.

Social networking is the practice of expanding the number of one's business and/or social contacts by making connections through individuals. While social networking has gone on almost as long as societies themselves have existed, the unparalleled potential of the Internet to promote such connections is only now being fully recognized and exploited, through Web-based groups established for that purpose. 

Based on the six degrees of separation concept (the idea that any two people on the planet could make contact through a chain of no more than five intermediaries), social networking establishes interconnected Internet communities (sometimes known as personal networks) that help people make contacts that would be good for them to know, but that they would be unlikely to have met otherwise. In general, here's how it works: you join one of the sites and invite people you know to join as well. Those people invite their contacts to join, who in turn invite their contacts to join, and the process repeats for each person. In theory, any individual can make contact through anyone they have a connection to, to any of the people that person has a connection to, and so on.

Abbreviated as SNS a social networking site is the phrase used to describe any Web site that enables users to create public profiles within that Web site and form relationships with other users of the same Web site who access their profile. Social networking sites can be used to describe community-based Web sites, online discussions forums, chatrooms and other social spaces online.

· What does the term ‘social networks’ stand for? Give examples of social networking sites.

· Now work in pairs and make a list of advantages and disadvantages of social networking sites.
I. GRAMMAR PRACTICE. Tense Revision.

1. Choose the correct answer.

1 ‘I ... about buying a new car recently.' Really? What sort of car?'

 A   have been thinking    В have thought   С thought
2. I haven't seen Mark for weeks.'  'Well, I …. him this afternoon. Why don't you come along?'

A   have met
В am meeting         С meet
3. 'We'd better take a taxi to the station.' Yes. The train …. in fifteen minutes.'

A   has left
В will have left        С leaves
4   'Where is the newspaper?' 'I threw it away. I thought you …. reading it.'. 

A   have finished    В finished С had finished

5   I feel very tired.' 'How can you be tired? You …. a thing all day.

A   haven't been doing
В aren't doing      С   haven't done
6   Cathy doesn't study enough.'  'I know. I'm afraid she …. her exam.'

A   won't pass
     В won't be passing   С   won't have passed

7    'It's bad news about Janet crashing her new car, isn't it?' Yes. She …. for months to buy it.'

A   saved         В has been saving         С had been saving

8    'There's someone here to see you.' Oh, that …. my sister. Send her in.'

A   will have been         В was
С will be

9     'Whose is this earring?' 'I don't know. I found it when I …. the house.'

A   was cleaning     В had cleaned    С am cleaning

10  'I …. to reach Jane on the phone all day.' Don't you know? She's gone on holiday.'

A   tried
В have been trying       С have tried

11   'I want to visit Katie.' 'Well, don't visit her before five o'clock. She …. '

A   is working
     В will be working   С   will have worked

12    That …. like Dad's car.'  'It is. He must have finished work early.'

A   sounds
В had sounded   С has sounded

13     Is that a new jumper?' No. I …. it from Laura yesterday.'

A   have borrowed     В had borrowed     С borrowed

14     ' …. to the library today?'  Yes. Would you like me to return your books?'

A   Will you have gone    В Will you have been going   С   Will you be going

15
'How is your grandfather?' His condition …. day by day.'

A   improves
В has improved    С is improving

16   'When did you speak to Sue?'  'I met her as I …. to work.'

A   had walked       В was walking        С am walking

17   Shall we go shopping?'  'I can't go until the babysitter …. '

A   arrives
В will arrive
С arrived

18    I've invited Sam to my party.'  ‘I doubt if he … He's studying for an exam.'

A   comes
В will come
С is coming

19
'I'm sorry I'm late.'  ‘I …. here for over an hour.'

A   have been waiting   В have waited С was waiting

20  'I'm having trouble with the car.' 'I'm sure John …. you fix it if you ask him.'

A   is going to help     В helps
С will help

21  ‘How long …. James?'   ‘Since we were children.'

A   have you known         В do you know      С did you know

2. Put the verbs in brackets into the correct tense.
Kate Teale 1) ...has decided... (decide) to open her own restaurant. Yesterday, she 2) …….  (have) a meeting with her bank manager and she 3) … (ask) him for a loan. He agreed, so Kate     4)
……. (be able) to start making plans. In fact, she 5)…….(already/find) a building for her restaurant and she 6) ……. (look) at tables and chairs next week. By the end of the month, work on the restaurant 7) …. (begin) and by the summer, everything will be ready. Kate 8)…. (hope) that her business will be a success. At the moment she 9) …….. (interview) people to be chefs and waiters.
3.   Read the article and insert necessary verb forms (finite: active and passive, or non-finite: the infinitive, the gerund). Answer the questions after the article.

SOCIAL NETWORKING SITES DO NOT DEEPEN FRIENDSHIP
Social networking sites like Facebook and MySpace 1) … (not/help) you 2)… (make) more genuine close friends, according to a survey by researchers who 3)… (study) how the websites 4)… (change) the nature of friendship networks.

Although social networking on the Internet 5) … (help) people 6) … (collect) hundreds or even thousands of acquaintances, the researchers 7) … (believe) that face to face contact is nearly always necessary to form truly close friendships. 

"Although the numbers of friends people have on these sites can be massive, the actual number of close friends is approximately the same in the face to face real world," said Will Reader at Sheffield Hallam University.

Social networking websites such as Facebook, Bebo and MySpace 8) … (take off) rapidly in recent years. Facebook 9) … (launch) initially in 2004 for Harvard University members but 10) … (since/expand) to over 34m users worldwide. MySpace, which 11) … (set up) in 2003, 12) … (have) over 200m users and 13) … (buy) by Rupert Murdoch's News Corporation in 2005 for $580m.

Previous research 14) … (suggest) that a person's conventional friendship group 15) … (consist) of around 150 people, with five very close friends but larger numbers of people who we 16) … (keep in touch) with less regularly. This figure is so consistent that scientists 17) … (suggest) it 18) … (determine) by the cognitive constraints of 19)  … (keep up) with large numbers of people. Larger numbers just require too much brain effort 20) … (keep track) of.

But Dr Reader and his team 21) … (find) that social networking sites do 22) … (allow) people to stretch this figure. The team 23) … (ask) over 200 people to fill in questionnaires about their online networking, 24) … (ask) for example how many online friends they 25) … (have), how many of these 26) … (be) close friends and how many they 27) … (meet) face to face.

The team 28) … (find) that although the sites 29) … (allow) contact with hundreds of acquaintances, as with conventional friendship networks, people 30) … (tend) to have around 5 close friends. Also, 90% of contacts that the respondents 31) … (regard) as close friends 32) … (be) people they 33) … (meet) face to face. "People see face to face contact as 34) … (be) absolutely imperative in 35) … (form) close friendships," added Dr Reader.

He 36) … (tell) the British Association Festival of Science in York that social networking sites 37) … (allow) people to broaden their list of nodding acquaintances because 38) … (stay in touch) online is easy.

"What social network sites can do is decrease the cost of 39) … (maintain) and 40) … (form) these social networks because we can post information to multiple people," he said.

But 41) … (develop) a real friendship we need to see that the other person is trustworthy. "We 42) … (invest) time and effort in them in the hope that sometime they 43) … (help) us out. It is a kind of reciprocal relationship," said Dr Reader, "What we need is to be absolutely sure that a person 44) … (really/invest) in us, 45) … (really/be) there for us when we need them...It's very easy to be deceptive on the Internet.

Sum up the author’s attitude to social networks. Do you agree with this  point of view? Why? Give your personal opinion and support it with arguments.

II. READING and SPEAKING

· Who do you think usually has accounts on social networking sites? 

· What might their reasons be for using these sites?

SOCIAL NETWORKING. JOINED-UP THINKING
From The Economist print edition

Social-networking sites are not just for teenagers. They have business uses too

THE most avid users of social-networking websites may be exhibitionist teenagers, but when it comes to more grown-up use by business people, such sites have a surprisingly long pedigree. LinkedIn, an online network for professionals that signed up its ten-millionth user this week, was launched in 2003, a few months before MySpace, the biggest of the social sites. Consumer adoption of social networking has grabbed most attention since then. But interest in the business uses of the technology is rising. 

Many companies are attracted by the marketing opportunities offered by community sites. But the results can be painful. Pizza Hut has a profile on MySpace devoted to a pizza-delivery driver called Ted, who helpfully lets friends in on the chain's latest promotional offers (“Dude, I just heard some scoop from the Hut,” ran one recent post). Wal-Mart started up and rapidly closed down a much-derided teenage site called The Hub last year. Reuters hopes to do better with its forthcoming site for those in the financial-services industry.

Social networking has proved to be of greatest value to companies in recruitment. Unlike a simple jobs board, social networks enable members to pass suitable vacancies on to people they know, and to refer potential candidates back to the recruiter. So employers reach not only active jobseekers but also a much larger pool of passive candidates through referrals. LinkedIn has over 350 corporate customers which pay up to $250,000 each to advertise jobs to its expanding network. Having lots of people in a network increases its value in a “super-linear” fashion, says Reid Hoffman, LinkedIn's founder. He says corporate use of his service is now spreading beyond recruiters: hedge funds use it to identify and contact experts, for example.

Jobster, a Seattle-based social-networking site, is entirely devoted to recruitment. Jobseekers can post their own profiles and tag their skills; these tags are then used to match candidates against jobs posted by employers. Unlike on LinkedIn, companies can set up private networks to ensure that the right kinds of people are alerted to openings and that the data they post remain under their control. Information needs to stay behind when a user leaves the company, argues Jason Goldberg, Jobster's founder. 

Where LinkedIn emphasises scale and Jobster emphasises specialisation, Visible Path, a start-up based in New York, focuses on the strength of individual relationships. The firm analyses e-mail traffic, calendars and diary entries to identify the strongest relationships that exist inside and outside a company. An obvious application is to generate leads: a salesman can use the service to identify who within his network has the closest links to a prospect, and request an introduction.

Such techniques are also gathering momentum in “knowledge management”. IBM recently unveiled a social-software platform called Lotus Connections, due out in the next few weeks, that lets company employees post detailed profiles of themselves, team up on projects and share bookmarks. One manufacturer testing the software is using it to put inexperienced members of its customer-services team in touch with the right engineers. It can also be used to identify in-house experts. Software firms will probably start bundling social features of this kind into all sorts of business software.

To work well in the business world, social networking has to clear some big hurdles. Incentives to participate in a network have to be symmetrical, for one thing. The interests of MySpace members—and of jobseekers and employers—may be aligned, but it is not clear why commission-hungry salespeople would want to share their best leads with colleagues. Limiting the size of the network can reduce its value for companies, yet confidentiality is another obvious concern for companies that invite outsiders into their online communities. “Social networking sounds great in theory, but the business benefits are still unproven,” says Paul Jackson of Forrester, a consultancy. But if who you know really does matter more than what you know, it has obvious potential. 

· List the advantages and disadvantages of using social networks in business.

· Think of more possible spheres in which social networking sites will prove to be useful.

III. READING and LANGUAGE WORK
FACEBOOK KILLS YOUR MEMORIES
Social-networking services disconnect us by scattering our lives into tiny compartments. Years down the road, we're going to regret it when we try to delve into our boxes of virtual memories and find they're not there.


Somewhere on a CD I have nearly every e-mail I've written since 1991. It's a chroni​cle of my life, loves, and personal changes that is far more accurate than the misty haze of memory. "That chronicle was made possible by interoperable and locally stored e-mail. In this regard e-mall is a lot like letter writing: Paper letters arе inter​operable (generally anyone can read them, even hundreds of years later, since translation codes are freely available for older lan​guages) and locally stored (bundled up in a box). E-mail can typically be downloaded as ASCII and burned to CD, which is as interoperable as we get nowadays.

But social-networking sites may destroy our ability to keep our memories, because our online discourse is neither interoperable nor locally stored. If you get a MySpace message, there's no way to remove it from MySpace and store it on your PC (other than rough copying and pasting, which is pretty tedious if you're a heavy Spacer), or transfer your MySpace friends, data, and accumulated messages to whatever faddish service will be next down the road.

Facebook is even worse, because so much Facebook information is metadata, a stream of "pokes" and "virtual gifts'' and other non-e-mail-related information that adds up to a history of human interaction.
The practice of writing letters on paper has lasted several thousand years - we can read Sumerian shopping lists if we want to - and is still going on. And e-mail in general can be exported to easily decoded ASCII, making the past 40 years' worth of e-mail readable in the future.
But what about Facebook event streams? Never mind 20 years from now when Facebook goes out of business: you could lose that metadata three years from now when everybody gets tired of the net​work and moves to another system. The situation is made even worse because your Facebook “e-mail” doesn't belong to you. If Facebook one day decides to delete all your messages, there's nothing you can do.
These walled gardens demand that you consume information on their terms, not your own. I hate Evites and other online invitation services that make you go to a Web site to get the info about your friend's party. It wouldn’t be difficult at all for these services to put the invitation details in the e-mail they send you, except that would mean you wouldn't have to establish yet another account on yet another site.

Finally, the walled-off nature of social-networking services disconnects us by scattering our lives into many tiny, non-interlocking compartments. You receive all your paper mail at one address: with e-mail forwarding (and call forward​ing), you can do a pretty good job of consolidating e-mail and phone calls, too. But MySpace messages, Facebook mails, Evites, and all that other social-networking guff stubbornly refuse to leave the host Websites, making "checking your messages" a tedious process of hitting a half dozen sites. Your messages become impossible to consolidate, file, or sort.

The social-networking companies love this: it's called "stickiness," and it keeps users coming back. But years down the road, we're all going to regret it when we try to delve into our boxes of virtual mem​ories and find they aren't there, or we just get tired of having to visit several different sites to check up on our friends.
Cell-phone text messages are another problem, but a more ambiguous one because companies' approaches vary, there are the angels, such as Nokia, which has built its phones with an awesome application called Lifeblog that lets you down​load photos and text messages to sew them into a locally stored archive of your life. And there are the devils, like Verizon Wire​less, that make getting your texts onto your PC as difficult as humanly possible.
Social-networking sites could learn from an arena where this problem has actually been solved: instant messaging. Long ago, users of AIM, MSN Messen​ger, and Yahoo! Messenger were forced to load three different programs to talk to all their friends. Then multiplatform mes​sengers like Trillian came along and solved the problem, A Trillian-like solution for social-networking sites would simultane​ously log in to several services, present integrated friend lists and news feeds, and let us archive messages, history, and data on PCs for future reference.
Social-networking sites are Web sites, so they can be scraped and manipulated with simple HTML scripts. Where are the enterprising Python programmers writing screen-scraping scripts to liberate our private messages from their little Web 2.0 boxes? It's time to reunite all these com​munications, before we look back and find that we recorded years of our lives on dead and forgotten Web sites.
1.Read the article and be ready to answer the following questions:

1. Why do social-networking sites prevent us from keeping our memories?

2. What is the main problem of these sites according to the author? Does he see any solution?

3. Are other media more suitable and convenient than online discourse (letters, e-mails, text messages, instant messages)?

4. Do you agree with the author that it is important to keep track of human interaction?

5. The last sentence of the article runs: “It's time to reunite all these communications, before we look back and find that we recorded years of our lives on dead and forgotten Web sites.”. Do you agree with the statement?

6. Do you think that networking sites connect or rather disconnect people?

2. Define the following words and give good Russian equivalents to them:

Social-networking sites, interoperable, ASCII, metadata, to establish an account on a site, e-mail forwarding, locally stored archive.

3. Explain the meaning of these word combinations within the context of the article:

Walled gardens, a heavy Spacer, stickiness, years down the road, delve into memories, check up on one’s friends, screen-scraping scripts.

4. Translate the following passages into Russian:

· The practice of writing letters on paper has lasted several thousand years - we can read Sumerian shopping lists if we want to - and is still going on. And e-mail in general can be exported to easily decoded ASCII, making the past 40 years' worth of e-mail readable in the future.

· Finally, the walled-off nature of social-networking services disconnects us by scattering our lives into many tiny, non-interlocking compartments. You receive all your paper mail at one address: with e-mail forwarding (and call forwarding), you can do a pretty good job of consolidating e-mail and phone calls, too. But MySpace messages, Facebook mails, Evites, and all that other social-networking guff stubbornly refuse to leave the host Websites, making "checking your messages" a tedious process of hitting a half dozen sites. Your messages become impossible to consolidate, file, or sort.

· Then multiplatform messengers like Trillian came along and solved the problem, A Trillian-like solution for social-networking sites would simultaneously log in to several services, present integrated friend lists and news feeds, and let us archive messages, history, and data on PCs for future reference.

IV. SUMMARISING.

Write a summary of the articles “Social Networking Sites Don’t Deepen Friendship”, “Joined-up Thinking”, “Facebook Kills Your Memories” (400-450 words). 

V. LISTENING.

You will hear extracts from a presentation “Web 2.0 in Action! How SAP is Leveraging Web 2.0 in CRM to Improve Customer Experience” given by one of SAP experts.

1. Listen to the second  part of the presentation by Volker Hildebrand  and answer the questions:

1. Who is the presenter?

2. What two communities does Volker Hildebrand mention?

3. What is the focus of these communities?

4. With regard to the second community, Volker speaks about four aspects. What are they?

5. Speak about the channels in more detail. 

2.  Listen to the next part of the presentation and find English equivalents to the following phrases:

1. любой может вступить (в сообщество)

2. начал действовать

3. последний выпуск

4. на данный момент у нас имеется

5. оживленный форум

6. вклад в обсуждение на форуме

7. члены сообщества

8. идейный лидер

9. похвала

3. Listen to the third part of the presentation and insert the missing words in the correct form to fit the blanks:

Next Generation CRM

The development of the Internet and Web 2.0 applications make consumers 1 ______ as compared to the company staff.

Customers play an increasingly important role in businesses due to 2 ______  and 3 ______ provided by the Web.

The demonstration of the customer’s  trust in an on-line community is the customer’s 4 ______

The new CRM 2.0 is based on the combination of 5 ______ and the events in  6 ______  

7 ______ conversations should not be overlooked by companies in order to ensure positive customer experience.

According to SAP experts, 8 ______ gives a good perspective on consumer attitudes to the company.

Therefore, the social community unstructured data should be 9 ______  and   10 ______ upon. 

VI. LANUAGE PRACTICE. Passive Voice.

1. Put the verbs in brackets into the correct  Passive tense.

A.

1   A:  That's a lovely shirt. Is it new?

     B: Yes.   It   ......  (buy)   for  me  by  my grandmother.

2   A: When do you have to have this report ready?

     B: Well, it ...... (must/hand in) by Tuesday.

3   A:  Did you read the newspaper this morning?

     B:  No. It …… (not/deliver) by the time I left for work.

4   A:  Where is your car?

     B: At the garage. It …… (repair).

5   A:  Do you know your exam results yet?

     B:  No. They ……(not/announce) yet.

6   A: Are you going to make dinner tonight?

     B:  No. It …… (make) by Simon. He promised to do it.

7   A:   Have you finished your homework yet?

     B:  No, but it …… (finish) by eight o'clock.

8   A: Who waters your plants for you when you're away?

     B: They …… (water) by my neighbour.

B.

The Academy Awards Presentation  1)  ...... (first/organise) in 1929 and since then, it   2) … (hold) every year. The presentation 3) ……(attend) by those at the top of the film industry and 4)…… (watch) on TV by millions of viewers who want to see who 5) …… (present) with the golden statue which 6) …… (desire) by everyone in the motion picture world. The voting for the Academy Awards 7) …… (conduct) secretly and the results    8) …… (not/reveal) to anyone until the envelope 9) ……. (open) on stage in front of the audience. Awards 10) ……. (give) for the best individual or collective work and 11) …… (separate) into different categories. Up to five nominations 12) …… (make) in each category. The awards, which 13) …… (know) as Oscars, 14) …… (consider) to be the highest honour anyone in the film industry can 15) …… (give).

2. Complete the sentences, as in the example. Use appropriate forms of the infinitive.

     1
It is said that this orchestra is the best in the world.

            This orchestra ..is said to be the best in the world.

     2
It is believed that the thieves have left the country.

            The thieves ….


     3
The fire is reported to have started by accident.

            It …..


     4
He is known to be making a lot of money.

            It …..


     5
It is expected that they will arrive in time for dinner.

            They …..


     6
She is said to know a lot about gardening.

            It …..

     7
It is thought that he will be attending the meeting.

            He ……


     8
It is believed that we are able to win the competition.

            We ……


     9
The company is thought to be making a big profit.

            It ……


    10
It is reported that the government has reached a decision.

            The government ……


    11
It is said that they were responsible for the damage.

            They …….

    12
She is expected to break the world record.

            It …… 


    13
He is known to have several foreign bank accounts.

            It ……


    14
They are reported to have financial problems.

            It …… 


3. Underline the correct answer.

A large amount of valuable jewellery 1) has stolen / has been stolen from Forest Manor. A man 2) arrested / was arrested yesterday and 3) is questioned /is being questioned by the police at the moment. He 4) thought / is thought to 5) have committed / have been committed the crime, although so far no proof 6) has found / has been found. The robbery 7) believed / is believed to 8) have carried out / have been carried out by two men, but so far no clue 9) has discovered / has been discovered as to the second man's identity. The police say that he may 10) have left / have been left the country.

4. Put the verbs in brackets into the correct passive or active tense.

Coffee 1) ... (say) to originate from Kaffa in Ethiopia and most species of coffee plant 2) … (find) in the tropics of the Eastern Hemisphere. The species which 3) …. (think) to be the earliest coffee plant 4) ….(ever/cultivate) by man is Coffee arabica. Today it 5) …. (grow) mostly in Latin America. The coffee shrub 6) …. (reach) a height of 8-10 metres and 7) …. (have) white scented flowers. It 8) …. (produce) a red fruit which 9) …. (call) a cherry. The cherry 10) …. (contain) two seeds which 11) …. (join) together. These seeds, which 12)
…. (also/know) as beans, 13) …. (first/roast) and then they 14) ….(grind) to make coffee. The grounds 15) ….. (then/process) in a variety of different ways. Sometimes they 16) …. (filter) and sometimes they 17) ….. (soak) in water to make the drink which is popular with so many people. Coffee is available as grounds or as instant coffee powder and 18) …. (drink) by one third of the world's population.

Part III. WEB DESIGN

LEAD-IN

Read and sum up the two definitions (check the unknown terms in the Glossary):

Web design

( The arrangement and creation of web pages that in turn make up a web site. There are many aspects to this process, and due to the rapid development of the Internet, new aspects are continually being added. As far as business oriented web sites go, the basics currently consist of (in order of importance): 

            a) The "visibility" of the site on the Internet, particularly within the major Search

                    Engines. 
            b) The informational value of the site, from its target public's point of view. 
            c) The aesthetic / professional appearance of the pages.

( Web design is the designing and graphical presentation of content shown on the Internet in the form of Web sites and other Web applications using many different forms of media. The basic design of most pages on the Web use HTML, CSS, and the newest form of language, XHTML. Many sites today also integrate various forms of dynamic, interactive content using E-Commerce, and server-side languages such as PHP and ASP. Web design contrasts with Web development, which includes Web server configuration, writing Web applications, and server security.

I. READING and SPEAKING.

· Do you find web design interesting?

· Have you ever tried to create a web page? If ‘yes’ - was it difficult? If ‘no’ – would you like to try?

· Is basic web design a necessary skill nowadays? Why?

You Can Build Your Own Website

Author: Nina Greene

There is really no reason why anyone wanting   1. |____| these days cannot build one on his or her own. Gone are the days when only high tech people possessed the ability to build amazing websites. Building a website on your own is fun, affordable and surprisingly easy. 

In the past, you needed to learn HTML (hyper-text markup language) to build a website. Today all you need is site builder software. More and more hosting companies have expanded their services   2. |____| . 

A benefit of building your own website is the option of using a website template. Simply find a template in a design that is similar to what you want. Next use the site builder   3. |____| by changing colours and images. Then add on any additional features you desire such as video plug-ins or forms. Changing what you do not like about a template is much quicker and easier to do than starting a website design from scratch.  

Good site builder software incorporates WYSIWG (What You See Is What You Get) editors so you can edit text in any way you see fit. This software allows you to create your website pages similar to editing a document plus you have the ability   4. |____| .

When shopping for a site builder check to see if it includes options to easily add on additional functionality to your website. You want the site builder   5. |____| . You want add on features such as forums, image galleries, and shopping carts. 

Now that you know that building your own website isn't as complicated as you may have previously thought, give it a try. All it takes is to use a site builder and you will have a website designed in no time. 

A. to customize the template

B. to drag and drop images onto your web pages

C. to have a website

D. to use site builder software

E. to include a wide variety of templates with a professional look and feel

F. to include excellent site builder software

Answer the following questions:

1. What does it take to create a web site?

2. Which  features are easy to customize?

3. What does a user need to take into account choosing site building software?

II. GRAMMAR PRACTICE. Revision of articles.

Do the test which will show how well you know the use of articles:

[image: image2.emf]
Count the number of correct answers:

14 - 16 – Excellent. 

9 - 13 – Quite good.

0 - 8 – This is difficult for you. 

III. LANGUAGE PRACTICE.

Ways to Build Your Own Social Network.

Ex. 1

Read the following text and sum up the main idea. 

The news may overflow with stories about the social networking giants, such as 


, but a horde of companies are doing their best to reduce the fundamental features of these websites to mere commodities. These up-and-coming companies provide so-called “white label” social networking platforms that enable their customers to build their own social networks (often from scratch) and to tailor those networks to a range of purposes.
MySpace


 and Facebook
The idea of white labeling a network is to make the platform provider as invisible as possible to the social network’s users and to brand the network with the builder’s identity or intent. While definitions of “social networking” may vary, social networks are primarily defined by member profiles and some sort of user generated content.

There are roughly three types of companies that have emerged in the space of white label social networking. The first provides hosted, do-it-yourself solutions with which customers can largely point and click their way to a brand new social network. Companies of this type interact minimally with their customers and rather focus on providing the network-building tools that they demand.

We have taken a sample of seven of these companies - 


 of white label social networking services.
comprehensive list


 - all of which provide free baseline services, and reviewed them individually below. Credit for initial research into these companies goes to Jeremiah Owyang who compiled a Haystack


 and Me.com


, CollectiveX


, GoingOn


, CrowdVine


, KickApps


, Ning
The second type of company provides social networking software for download and installation onto one’s server. The third type works very closely with clients to build a social network based on their needs. These companies might suite your needs much better than any do-it-yourself social networking service, so you may want to check out companies such as 


 (a downloadable solution). 
phpFox


 (a personalized service) or Social Platform
Out of the services that we review below, we found that Ning provides the best platform for setting up good-looking, sophisticated social networks with minimal effort. KickApps provides the best platform for integrating social networking components into existing websites. CrowdVine and Haystack are viable options for organizations that are looking for simple social networks to improve personalized communication online. CollectiveX is most suitable for existing groups that want to collaborate online. And GoingOn provides a promising hybrid solution with capabilities shared by both Ning and KickApps.

More details on each are below.

Ex. 2.

Read the text and fill the blanks with suitable adjectives or adverbs from the list. Some of the words do not fit.

Ning
ad-supported,  appealing,  currently, essentially, fully-featured,  functional, setup, standard 




, none of its competitors can yet match the professionalism of its product.
Me.com


 and GoingOn


 (which means “peace” in Chinese, in case you were wondering) 1) … provides by a wide margin the best platform for setting up fully 2) … and visually 3) … social networks from scratch. While Ning attempts to provide 4) … the same out-of-the-box service as Ning
The 5) … Ning package allows affiliates to build at no cost a(n) 6) … network with all of the features that they offer. This entails a point-and-click 7) … process in which an affiliate chooses a theme, tweaks appearances, and loads features such as photos, videos, groups, and blogging. Within minutes, the affiliate has created an impressive, 8) … network that is ready to accept its first batch of members, which can be invited by email or Ning ID.
entirely, invisible, hosted, constant, completely, selling, actually,  

While the Ning platform can be made almost 9) …  10) …  by removing the top Ning toolbar and masking the URL, all networks 11) …  by Ning share the same user base. When a user joins your Ning network as a member, he or she obtains a Ning ID that works with all other Ning networks. On the one hand, this system facilitates the process by which users sign up for more than one network. On the other, it serves as a 12) …  reminder that the network is 13) … hosted by a white label social networking platform. Many affiliates will not mind this system at all, but others who want to 14) … brand their community will consider this a detraction.

Ex. 3.

Fill in prepositions where necessary.
KickApps
Whereas Ning holds your hand from start to finish as you construct your social network, 


 is targeted more … web developers (and companies with web developers … staff) who want to incorporate social networking features … their existing websites without going … the hassle of coding and maintaining those features … their own. As such, when you begin to construct your social network with KickApps, you will be presented … a pretty bland, default template that you then must mould … create anything decently attractive. Ning helps you … customize your network … premade templates, but KickApps gives developers more immediate control … header and footer code and CSS styling. Consequently, it takes more time and expertise to get a KickApps network looking good, but … the end it may very well look more seamless and professional than any network hosted … Ning.
KickApps
Other features provided … KickApps emphasize the intention … its social network components … integrate nicely … an existing site. The company allows you to customize … your network’s URL … free so users don’t feel … though they are leaving a main site. Also free … charge: unlimited storage and bandwidth … all that multimedia content (video, audio, photos, etc.) you want your users to upload. To top it off, the company is willing to work individually with affiliates to make their platform … invisible … possible (… removing all references to KickApps, etc).

KickApps’s advertising scheme is particularly unique. Whereas other platforms charge a flat rate … turn off the advertising that supports … their free service, KickApps follows a pay … performance model … which affiliates who opt to turn off or run their own advertising only pay KickApps in amounts proportional … their networks’ traffic. 
KickApps’s 4,000 networks may pale … comparison … Ning’s 76,000 but the company appears to be gaining traction as it continues to roll out features. The recently released v2.2 of its platform improves the platform’s video and content moderation capabilities and suggests that the company is moving …  providing better tools … quick and easy customization, thereby competing more directly … Ning … the patronage of laymen.

Ex. 4. 
Fill the blanks with verbs in a suitable form (gerund, participle, infinitive etc.). 

CrowdVine



 may not 1) … (be) pretty or intricate but it is not meant to be. Until recently a one-man show 2) … (embody) by Tony Stubblebine, CrowdVine provides the simplest, most basic solution for those 3)  … (look)  4) … (set up) their own social network.
CrowdVine
The main features of CrowdVine are member profiles, blog posts, and public messaging. You won’t find any rich media 5) … (share) capabilities, such as photo and video, in the basic package because Tony intended CrowdVine to be all about 6) … (connect) people and not about 7) … (share) their forms of self-expression. As such, the platform has appealed mainly to conference organizers and attendees, alumni (of businesses and schools), intranet users, and professionals.

The lack of control over the look and feel of one’s social network corroborates the idea of CrowdVine as a utility provider. So does the fairly unique feature of 8) … (have) all members 9) … (respond) to network-specific questions, the answers of which become tags that facilitate the 10) … (browse) of members by criteria. For example, new members to the 


 network are asked about their interests and expertise, and their answers become 11) … (link) tags on the homepage of the network that enable visitors 12) … (view) members, for example, by their interest in “blogging” or expertise in “video production”.
PodCamp Atlanta
While Tony is not rushing 13) … (add) features to CrowdVine, he is happy 14) … (work) with affiliates 15) … (add) functionality to their networks. The 


 has taken advantage of the Tony’s accessibility by 16) … (integrate) calendar and wiki support as well as color 17) … (code) of members. Tony is also willing 18) … (work) with affiliates 19)  … (set up) custom URLs and deactivate ads (for a fee of course), thereby 20)  … (achieve) more of a “white label” result.
Foo Camp network
Ex. 5.

Fill in the missing verbs from the list (two of them do not belong to this text)

GoingOn
Admit, intend, provide, integrate, execute, partner, provide, choose

Representatives for 


) to 5) … social networks into existing websites a la KickApps.
American Superstar Mag Lounge


 and the Forbes Office Pranks


 (still in beta) 1) … that their site is ugly (and, I should add, quite disorganized), but appearances tend to mask the potential of this company’s platform, which is 2)…ed to straddle the divide between those of Ning and KickApps. Built on top of Drupal, GoingOn 3) …s easy network setup a la Ning, but the company is also 4) …ing with media companies (with results such as GoingOn
Currently, GoingOn 6) …s neither of these services as well as Ning or KickApps. However, its platform does 7) … a wider range of features than either of these two companies.

opt, manage, maintain, maintain, join,  facilitate, deploy, complicate, claim, base

Since it is 8) …ed on Drupal, the company 9) …s that it can more readily 10) … open source software packages on its platform. This translates into even more features over time, which may help it 11) … its feature lead on its major competitors. Its Drupal heritage also 12) …s the creation of a Drupalesque API, which the company tenatively plans to roll towards the end of the year.

GoingOn, the self-described “network of networks”, 13) …s a shared user base for its hosted networks. Unlike Ning, however, it explicitly plans to take advantage of this shared authentication system by providing networks within networks. For example, teachers at one point may be able to 14) … a nation-wide network that contains sub-networks for the country’s school districts. 

Affiliates can 15) … for one of five GoingOn network packages, each of which provides progressively more customization capabilities. Most affiliates will probably choose between a Free Network and a Pro Network, of which the latter allows affiliates to 16) … their advertisements. Custom URLs are free of charge for all packages.

Ex. 6.

Fill in missing words and expressions (some words are extra):

CollectiveX 

user interface design,    premium features,    platform,    main features,    idiosyncrasies,     environment,   customization options,    content,    basic feature.  




 is a borderline white label social network 1) … . Its questionability arises from its orientation around exclusive groups (”groupsite” being its word for “network”) and from its very narrow range of 2) … . Additionally, members of a CollectiveX group cannot friend each other, so it lacks a 3) … of virtually every social network (apparently, it is presumed that everyone within a group knows each other).
CollectiveX
However, beyond these 4) …, CollectiveX provides an impressively refined way for people to share information and 5) … within a controlled, social network 6) … . The 7) … of a CollectiveX site include a calendar, forum, and file area (for general uploads and photos in particular). 

encryption, storage capacity,    premium features,    platforms,   platform,    package,   network security,   main features

While CollectiveX’s free 8) … is supported by advertisements as with other SN 9) …, the company’s strategy seems to be particularly focused on earning money through selling 10) … . For additional payments admins can also gain more control over group permissions, enhance 11) … with 128-bit SSL 12) …, and increase 13) … to 3 gigabytes. 

Ex. 7.

Insert articles where necessary.

Me.com



, which runs on top of … software called SNAPP, is the MySpace of  … white label social networking platforms. … idea, as with Ning, is to set up … network in … minimal number of … steps. However, each of Me.com’s themes is … eyesore and, worse, … organization of … elements throughout … default network is horrible. If you like this MySpace approach to … user interface design, then you’ll be right at home. I, for one, get … headache just looking at … thing.
Me.com
Me.com provides … abundance of … features, although many of them are poorly implemented. … audio and video sections, for example, don’t support … file uploads; you actually have to record … media directly into … browser using … webcam or … similar device.

… most bizarre feature is … cars section in which you can actually list … cars you own/once owned/want to own/dream about, etc. Criticisms aside, Me.com does integrate … pretty slick chat applet into … each network and … same can’t be said for … most of … other platforms.

Ex. 8.

Insert articles where necessary.

Haystack
Haystack, … 


 product, is … social networking utility that is even more stripped down than … CrowdVine. … networks (or “haystacks”) built on this platform are very simple, both visually and functionally. … main features consist only of … profiles and … group blogging.
Cerado
Haystacks are so plain because their intention is fundamentally different from those of … most social networks. While we generally think of … social networks as … ways for people to interact with one another within … network, haystacks are more outwardly focused as they are meant to provide … visitors with … detailed information about people in … particular organization. According to 


 of Cerado, … initial idea for Haystack was to enable … organizations, and particularly … businesses, to present … interactive information about externally-facing individuals (such as those in … sales and … support).
Christopher Carfi
Haystack makes good use of ... tagging as … way to find … people according to … criteria. … members across all hosted haystacks can search for each other by … tags they have assigned to themselves, and there is even … handy Google Maps integration that shows you where … people in your search results are located across … globe.

Recognizing that … default haystack layout may cramp some people’s styles, Cerado provides … API that can be used by … developers to take … advantage of … haystack data structure and create … applications on one’s own sites.

VIII. Project.

You are going to set up a social network of your own. 

This is the first time you are presenting your project to the public.

Mention the following information: name of the site, platform (account for your choice), functions and features, target user, user interface, the cost of the project and anything else you find relevant. Though, do not forget that the focus in the content of your presentation will depend on the target audience which you can define yourselves (potential investors, users, advertisers etc.). 

Prepare a presentation for about 5 minutes. Do not forget about the presentation format and structure.

ADDITIONAL ARTICLES

1.  How To Attract Members to Your Social Networking Sites
One of the best ways to attract members for your online community is through the quality of your content. If you have high quality, unique, relevant and up-to-date content then you are far more likely to attract members. The same goes for blogs - if you are writing quality articles, you will naturally attract visitors. You can convert these visitors into regular readers and members by encouraging them to use the commenting system.

The one problem with social networks is that in comparison, they are far more closed. Most content is generated through profile pages and the internal messaging system, so how do you attract members?

 Express yourself in your profile.
There are lost of social networks that look alike. They use the same scripts that almost all other sites are using, and almost the same default design for their member's profiles. If you want your social profile to succeed in attracting members, it needs to look different and be unique from all the thousands of other profiles out there.

Your profile needs to immediately convey what it is all about. Visitors to your profile will form an impression, be it negative or positive, in the first few seconds that they see your page. You need to express yourself clearly in those first few seconds so as to hook their interest about you. Use images, symbols, and catchy and relevant words to ensure that your visitor will know exactly what your page is all about.

 Give out as much information as you are willing to give, if possible.
If you aren't shy at all in giving out information about yourself to others, do this to help in attracting new friends and acquaintances. However, it is not really wise to publish a huge amount of personal information so be picky in choosing which ones to hand out. Several social networking sites have an option where you can restrict viewing of your profile to members of your network only. This can be worked out to your advantage if you are hesitant about displaying your personal information online. Just place enough information that will surely catch their attention and arouse their curiosity. This will then lead to them to send you requests to add them to your network. 

 Spice up your profile!
No one wants to look at a boring profile. Add music, pictures, and even videos or widgets to spice it up. Believe me, there are circumstances where a user will add you up just because they have seen your cool profile. A really spiced up profile will get you on top of everyone's list. Some social networks even display profiles of those users having some of the best designed pages on their popularity pages. 

 Leverage and promote.
As with all social networks, you will need to promote your social network if you want to attract members. If you have other websites, leverage their traffic and promote the community on them. If you already have a website on the same subject as your social network, consider incorporating the social network right into that website. Exchange links with relevant websites, consider paid advertising, include your website in the signature of your emails and any forums that you are a member of.

Members are the best referral tool you will ever have. A recommendation from a friend is far more effective than any form of paid advertising you can do. Ensure your social network offers the facility for members to recommend profiles or the actual site itself to friends by email. You may be surprised at just how many new members your existing network can bring you.

2. Social Networking – The Future of the Internet

  

The very origin of the internet was as a giant social network.  It was a system called ARPANET that, for the most part, connected University systems together.  This system became a true social network once an email system was invented to be used on the network.

Once the internet exploded - the dot-com boom brought a major commercialization of the internet and enormous investments into ads and attempts to get people to make purchases over the internet.   However the medium of the internet did not lend itself to massive sales because people were largely concerned about privacy and the security of financial transactions.  Even today - many people will not make purchases online because of these concerns.

However, from its very beginnings, through the dot-com bust, and continuing today - social networking has been at the very core of what drives the success of the internet.

What People Use the Internet for
In the late 1990's, Carnegie Mellon University conducted a field trial study to understand how people use the Internet at home.  The study separated the various categories of internet use by demographics.  However the most significant finding of the study was that, "The most popular reasons they cited for using the Internet were to get information relevant to a hobby or a personal interest, to communicate with family and friends, and to ‘enjoy myself'".
In other words, the most popular use of the internet wasn't for purchasing goods, but instead it was to conduct research for a hobby, and to communicate with other people.

The very origins of the internet, and the findings of this study clearly prove that the heart of the internet itself is social networking.
The Future of Social Networking
The fact that social networking was the very foundation of the internet tells us that it is essential to its future.  People log onto the internet to talk to people across the world on forums, they write blogs to tell people across the world about their lifestyle and home life in their region of the country or to share with other business owners the secrets of their business successes.  Still others communicate through messaging systems like Skype, MSN, or Instant Messengers which offer various forms of communication including chat, voice, and messaging systems.  

Social Networking on the internet has become a variety of technologies and web pages that are used to connect people to people in ways that were only imagined in science fiction novels ten years ago.  Today we can video conference, post images and files on collaborative forums, and we can share videos and information through profile pages on the thousands of social network websites that are peppered throughout the internet.

Specialty Social Networks target specific niches that are related to particular hobbies, businesses or industry.  These niches are where the most successful entrepreneur will focus his advertising resources.  Specialty Social Networks provide businesses with a rapt audience related to specific topics such as antiques collecting, web design, automobile repair, or millions of other potential interests.  Just about every of these interests and hobbies require supplies, information, and services that a savvy business person can subtly offer on the social network.  As long as the business person doesn't spend their entire time on the network trying to sell their product or service, but instead focuses on meeting people and making friends, they will find more success in social networks than they will in any other ad campaign anywhere on the internet.

Social Networks in Ten Years
The new internet of the future is one that will seamlessly integrate technologies of images, voice, and data all into one entire networked system that is now known as the internet.  In the future, it is very likely that the social networking sites that currently exist on the internet will mature, as will their users, into sites that offer a multitude of technologies that seamlessly mesh with our everyday life.  The internet will integrate with television sets and telephones.  We will have the ability to communicate with our social network contacts through the television, telephone, cell phone or computer - as they will all share common voice and data communication technologies.  

Contact with our entire social network will no longer be only through the computer - it will be possible to contact any contact within the network regardless of where you are in the world.  Automobiles will all have active connections to the internet, and movies, radio, and all communications will be fed to cars, busses, trucks, trains and planes.  No matter where you are ore what you are doing, you will no longer need to locate a computer to get in touch with a business colleague or a friend on your social network.  You will be connected everywhere.

 The future of Social Networks is the future of the entire internet.  This is what the internet has always been primarily used for, and it is what the internet will continue to be used for in the future.  

3. Improve your Business with Online Social Networking

Everyone who has ever attempted to start a business, either on or off the web, knows that the key to business success is social networking.  Getting the word out that you are in business, and that the product or service that you sell is important and valuable, is central to building a strong customer or client base. Online Social Networking Websites can help.

 Make Yourself Known
The key to a successful business is attracting customers or clients.  The most effective way to do that is to somehow let people who have a need for your product to learn about your existence.  

While ads essentially work to some degree, for the most part they are virtually ignored by potential customers or clients.  Most people who decide to purchase a product don't do so immediately in response to an ad.  They will research the product or service that they need, and they will ask friends and family for advice and referrals. This is where the value of social networking comes in.

Offline, if you have friends who have been your customers or friends who are involved in the same sort of business that you are - you often will end up getting mentioned in conversations that they have with their own business partners.  It might be as simple as a business partner telling your friend that they really have a need for web design services.  Your friend, who knows that you run a web design business and that you do excellent work, will offer the business contact your name and number.  You now have a potential customer who is much more willing to purchase your product or service than any customer who would be responding to an ad.

Online Social Networking works in very much the same way.  As you build an online social network of business partners and customers who you meet to discuss the industry or business ideas, you will develop a reputation among this social network as an expert in your particular field.  The contacts that you form and foster in your social network will begin to mention you to members of their social network - and before you know it, your own social network (and potential customers and clients) will begin to grow exponentially.

There is no faster known system to building a business than developing and fostering an active social network.  "Word-of-Mouth" is the key to business success - and online social networks can take advantage of that phenomenon to a great degree through the power of the internet.  Because of online social networking sites, your social networking for business can expand outside of your local geographical area and immediately grow into the online global marketplace.  This is an enormous advantage for any business.

Making Friends and Influencing People
The key to making social networking sites work for your business, is to first and foremost "make friends."   This is exactly what it sounds like.  Social networking sites provide you a wide multitude of ways to introduce yourself to people and to strike up conversations.  This may be on a forum, a chat room, or a simple messaging system within a social networking website.  Whichever the preferred method of the site is, make sure you constantly run careful searches of the website's membership related to the industry that your business is a part of.  Once you find other folks out there who do the same things that you do - introduce yourself.  Send a message or reply to their forum posts and strike up a conversation related to the business or industry.  

Enjoy yourself - it's about having a fun discussion and getting to know other people as individuals.  There is an entire world of interesting and fascinating people out there - don't limit yourself to thinking in terms of customers or clients.  Think of people in terms of friends and colleagues, who may happen to require your services.  Present your product as a way to assist or to fill a need related to some issue or problem that might be expressed in their messages or forum posts.  Don't "sell yourself" - simply offer your services and support to the person with the tone of a friend who is offering assistance. 

Additionally - don't limit yourself to members who are part of the same industry as you.  Make sure to brainstorm related industries of businesses that generally have a need for your service.  For example, if you are a writer - you might consider searching for social contacts who work in the publishing industry.  If you are a website designer, you might look for social contacts who work for companies who express a need for an internet presence.  Thinking outside of the box to find opportunities to offer your services or product is critical to using your social network to drastically grow your business.

Remember - people don't buy from salesmen, they prefer to buy from friends.  So don't be a salesman - be a friend.

Where To Start
While generic social networking websites can be very valuable tools for developing important contacts who may require your services or product - the most efficient way to develop contacts who will actively be seeking help from other industries is to join a business social networking website.  These websites are focused on connecting businesses to each other.  It's the business version of MySpace - except extremely well designed, and not overrun by teenagers.

Three of the most popular business social networking sites include LinedIn, ryze business networking, or Tribe - just to name a few of the most popular.

Once you join, you simply create a profile detailing your business and what you do for work, your interests, and additional information that will help to define who you are and what you do. Then - you can start browsing profiles and comments, and start meeting people and making friends.

Dale Carnegie once said:  "You can make more friends in two months by becoming more interested in other people than you can in two years by trying to get people interested in you." Remember this - and practice it when you work to create new contacts.  Take an interest in what they do.  Learn what they're interests are and what they are actively pursuing.  Not only will you make some great friends, but you will discover that opportunities for your service to help them in their efforts simply present themselves on their own.

 Social Networking Sites can help you to succeed in your business because they offer us ways to get away from simply obtaining "sales" - and to instead embrace mutual respect and collaboration with friends.

4. Social Networking Sites: Changing The Face Of Online Marketing

At the start of the social network big bang, as people scrambled to join up or be left out, some had staunchly declared that they would never give in to the social pressure of signing up and creating their profiles. If friends drifted out of touch because of that, then so be it. Eventually though, they gave in to the pressure and signed up for accounts and created and designed their own profiles.

People are social beings by nature. We don't always want to be with other people, but we do like to know how and what they're doing. Social networks are a way for us to stay in touch while keeping our distance. They are also, somewhat conflictingly, a way for us to narrow the gap and build closer, more intimate non-physical relationships. People ultimately share on social networks. They share thoughts, virtual hugs, news, opinions and recommendations, and other kinds of content.

So ultimately, online social networks are one of the best ways considered to succeed in online marketing. In the world of online marketing, the sharing of content, news, opinions and recommendations is quite important. Numerous studies and researches have shown that people attach great worth to recommendations from other people, particularly from those within their social circles.

Search patterns are changing and new ways are emerging. Instead of entering a few keywords in a search engine to find local electricians or accountants, people log in to their Facebook, MySpace, Friendster, or other social network accounts and ask their friends. Good and bad experiences are readily shared and that goes a long way toward making or breaking business reputations.

Many online marketers are recognizing and heeding the importance of engaging in social networking themselves. This helps them to establish brand awareness, creditability, build up their reputation as sellers, and to initiate damage control, should events not go according to plan.

Business-minded people or online marketers, as they call them, join social networking sites for a number of reasons. These are for promoting their products, to keep them updated on trends of their selected industries, to establish links for customers and competitors alike for sharing of information, and lastly, to keep their targeted audiences and customers informed of product developments and other activities related to their niche.

Whatever the reasons for joining up, online marketers need to remember that social networks are interactive and require constant updating to maintain public interest. They need to engage in dynamic conversations, not only on their pages, but also on competitor pages. Marketers need to be as visible as possible because out of "site" profiles and pages equals out of mind. They also need to brace themselves because not all comments that come their way will be favorable. It's imperative that companies know how to respond to negative feedback rationally and calmly so that they don't alienate their audience.

Another aspect of social networking that online marketers need to consider is that these days, people devote more time to networking than Internet surfing. People's experience of the Web has changed, which means that businesses now have to vie with social sites, as well as competitors, for online attention. This has lead to many companies advertising on social networks.

Advertising on social networks has many advantages:

• Chances of reaching the right audience are improved because they're all huddled together.

• Niche networking sites that cater to particular fields or interest groups can be targeted.

• Campaigns can be tailored to specific groups, rather than assuming generic, all encompassing forms, the success of which is quite hit-and-miss.

The key is not to put all of your marketing eggs in one great big social basket. While social networking has been around for a while, and many experts predict that it will be around for many years to come, don't underestimate the public's low threshold for boredom. Many people who jumped on the social bandwagon when it first set out, now suffer from social overload and don't even remember the passwords to their accounts.

While it is good to engage in social networking to promote and market your products, keep in mind that social networking sites, while they are the craze right now, might not last forever. So while it's still hot, jump on in right now and profit from it.

5. How to Create an Attractive, User Friendly Web Site

Author: Gary Klingsheim
There are few things more important on the web than "usability," because the Internet is an interactive space and not a one-way street. You want to improve the visitor's experience, make choices simple, be pleasing to the eye and not overuse the flashy add-on du jour. In addition, your site will tell visitors a lot about your company just from the way it looks, loads and functions, before they even read a single word. The importance of creating an attractive, user-friendly website simply cannot be overstated. 

For reasons that are almost too numerous to list - marketing, sales, psychology, trust building, perceived professionalism, etc. - the way your website is experienced by users should be foremost in your mind. The following eight important reminders will get you going in the right direction, but you're the one who knows your customers so the finer points of personalization and "character" are up to you. 

1. The importance of focus. You need to think like your visitors do. This is key to your site's success. Your customers simply want to find what they need, make the payment and get back to real life (jobs, family, tennis, whatever). If you can make their lives a bit simpler and easier, they'll reward you for it. If, on the other hand, you make their lives more complicated, they'll "surf away" and stay away. 

2. The importance of understanding the medium. You are not creating a slideshow, a YouTube video, a TV commercial or a PowerPoint presentation. You are building a website for commercial purposes. You need to provide easy, simple, clear navigation on every page, since you never know how people will link to your site and what they will see first. Visitors to your site, no matter how hard you try, will not always go where you would like them to go, or do what you want them to do. Remember that, and give them a few tools to move around the site, like a sitemap and/or internal search engine. 

3. The importance of non-aggression. Most Internet users, especially experienced ones, like to stay in control of their movements. Research suggest that your first-time visitors are "hunting," not "deciding," so do not make unnecessary demands for clicking, scrolling, resizing windows or anything else. Neither should you put up any roadblocks that will slow down their hunting, like time-consuming "Flash and splash screens." 

4. The importance of reduced load times. Tied into #3 is the notion of your site's real and perceived "speed." Carefully consider each page element and make each one earn its place, based on functionality, not "wow" value. Keep graphic file sizes small and do whatever else you need to do to have a fast-loading, easy to use site. 

5. The importance of customer needs: Define all the kinds of people you expect to visit your site and consider what they'll be looking for. Ensure that the navigation design helps the greatest number of people find the most popular items in the least amount of time. Don't "bury" essential information so that visitors have to dig down two or three levels to find it. 

6. The importance of simplicity. Flash is a powerful tool, especially helpful in demonstrating things that are difficult to describe in words, but it is so pathetically overused that it has turned people off. It can be a huge distraction, too, since animation and bright (moving) colors are exceptionally hard for our eyes to ignore even when our brains want to. 

7. The importance of proportionality. Although Javascript is used on some sites to display all the links to the other pages, there is really no reason to do this when simple, straightforward, low-overhead HTML works fine. When you employ a "new, improved" or more complex means of doing something - anything - you have to take into account browser compatibilities, possible bugs and user resistance. Don't use more technology than it takes to accomplish something cleanly, clearly and consistently. 

8. The importance of avoiding surprises. You should use the expected, usual and standard placements for expected, usual and standard site elements. Site navigation is not something you want to be too creative with, as it needs to be immediately understandable and usable. Such consistency across the World Wide Web is actually a good thing, as it tends to make people's lives a bit easier when they feel they are in "familiar territory." Generally speaking, your various website components should look and work as people think they're supposed to. 

To borrow from Oscar Wilde, consider also the Importance of Being Earnest. More specifically, you want to be seen as being earnest, meaning that you want every visitor to understand, implicitly if possible but explicitly if necessary, that you are doing everything possible to make their site visit a simple, straightforward experience. "No muss, no fuss" is a great slogan to remember. 

Therefore, rather than get caught up in profound design metaphors or using your bandwidth to display every possible website trick and/or treat, you should focus on making your site into a solution for your customers. Make it easy for them to do what they need to do and then get on with their lives. Perhaps the most important thing you can give a site visitor, then, is respect and appreciation. 

6. How To Create Usable Websites

Author: Tony Colon
A usable site will: Help users achieve a goal, usually to find something, such as information, or obtain something, such as an article; Make it easy for them to achieve that goal; Make it possible to achieve the goal quickly; Make achieving that goal a pleasant experience. 

Good Content is Critical - A site with good content, regardless of its subject, is one that provides products or information that is useful or beneficial to users. A good usable site will make it clear what information or content is available and at what price AND what is not available. A good usable site should define clearly all subscription packages offered. 

Ease of Access to Information - Good navigation, precise location indicators, secondary navigation, clear linked text and a well-organized structure all contribute to making information easy to find for a wide range of different users. Bearing in mind that many users are inexperienced, it may be necessary to include explanations of things you consider self explanatory. For example, an inexperienced user may need an explanation of how to use a drop down menu. Remember, make it as easy as possible for people to use your website. 

Quick Access to Information - This is the aim of the majority of web users. It can be broken into two important aspects: Speed of Page Loading and Speed of Access to Content. 

Speed of Page Loading - This requires, in particular, attention to images to ensure they are properly optimized and do not excessively delay load time. It may also mean breaking up long articles and ensuring that important content is at the top of the page where it will load first. 

Speed of Access to Content - This is where the 3-click rule comes in - no important content should be more than 3 clicks from the home page. Some standards even say that it should be no more than two clicks. One helpful way to speed access to content is to consider each type of user, select the content that they are most likely to be interested in and create links from the home page to one piece of content for each group. This will get them quickly to the appropriate part of the site. 

Cleanly Designed Pages - Cleanly designed pages are pleasant to look at and easy to read. It is almost impossible to make a site with an image shown as a tiled background usable - the whole thing is too distracting and confusing. It takes no great design skills to create clean pages; it just requires thought and adherence to the principle that when it comes to design, less usually is more. 

Download Status - Most paid membership websites are limited to online access and information download rather than selling products. There should be clear download instructions provided. Your website should also state the size of the file in kilobytes and the estimated time of download for a user having a 56K modem, DSL, Cable and so on. 

Usability Problems - While for large commercial sites investment in full-scale usability studies may be essential, few small sites can afford such luxuries. However, identifying problems with usability for your site need be no more complicated than asking a few (honest) friends to act as guinea pigs on your site and, if possible, watching them silently as they do this. 

Watching users try to find information at your site can be both instructive and quite surprising. Remember that if at any stage you feel the urge to intervene and explain, then you have identified a usability problem. 

1. The site does not state its purpose clearly Java applets, huge images, banner ads or flashy elements slow down loading; 10 seconds is about as long as the average user will wait for a page.

2. The site requires specific software to be used. Have you ever actually changed browsers or downloaded a piece of software just to see a site?

3. Poor navigation, too little navigation, too much navigation and, not uncommonly, no navigation at all.

4. Bad design leading to poor readability.

5. Discomfort due to ugly design or inconsistent design. Almost always because a designer overestimated their skills.

6. Irrelevance of content - for example the business site that includes biographies and photos of each of the board members. Happy egos on the board = bored website visitors!

7. Complexity or excessive originality of design, which requires users to learn how it works in order to use it.
8. Inaccessibility because the site cannot be used by browsers for people with disabilities.
7. Logo Design Mania

Author: Kristine Llabres
When you are about to design your very own logo take into consideration how you plan to use it. For instance, a logo created for website or full color stationery printing will be designed for faxing and imprinting on coffee mugs and other items. 

Most companies crave to use their logo for more than just a single application. Graphic designs that possess gradients, transparences and special effect filters tend to cost more to reproduce and often need to have an additional simplified version created. 

Your logo represents your very company. How it appears tells the potential customers what kind of business you have. See to it that your logo represents you just enough. For instance if your business is about financing, your logo must be high tech, conservative and contemporary, creating a quirky design could instantly take away its credibility. 

The company’s philosophies, goals, missions, and objectives are also taken into consideration. Make sure that you are using the proper format for the application. You can either make it Adobe illustrator that is editable both in PC and in MAC software. 

Your company logo is very important in branding your business. It should be strictly unique and would clearly depict you. The ultimate purpose is for the people to recognize your logo and associate yourself with it. Make sure that your chosen logo stand out ion the crowd. 

Make sure that you really like the logo before finally deciding on that. It will be for you and your business so; you have to like it as much as you like your own business. As years go by you may opt to update your logo but it should always have the same basic feel to it. After all, this is how people would recognize you and your business. 

Make sure that 20 years from the time you created your logo design you will still like the same color. The same holds true for the kind of font. Sure these nuances can be changed but often they are very important part of the design so they get it perfect at the same time during the first meeting. 

Create your own logo and make sure that it clearly speaks of you and your business!


8. Graphics on your Web Pages - Why Color is so Important?

Author: Dmitry Graphicson 

Graphics on your web pages - why color is so important? Let's imagine you want to start an online project. What is the first thing you make your idea come true? Surely, a web site! But ask yourself if you need an ordinary web site that will make no impression on your visitors, your potential customers? Of course you want something special from the point of view of usability and of course of graphics on your web site. Professional web graphic design is what will attract your visitors at first! Let's leave the usability question to the experienced web developers and focus on graphics since it is the issue we are going to talk about in this article. 

So, you have a general idea what your web site should look like. What is then the most important thing you should concentrate before you start? Have no answer? We will help you :) - this is the color! Right color spectrum equipped with remarkable flash animation will make your web site attractive and rememberable whereas a bad color combination may whittle down all your undertakings. The fact itself that you have customers on your web site means that a general color combination has been chosen right. However, to make your web site more visitable, you should think about a really successful combination of colorful graphics on your web pages and your web graphic design represented by a perfect color match. Even a person being far from psychology will tell you that every color has its own meaning and same colors in different cultures may have absolutely different meaning. Let's focus now on general color combinations available for professional web design and what meaning content each color brings. 

First of all, professional designers never use more than three colors. Multicolored web graphic design distracts customers' attention from the essence and sometimes even irritates. What are the colors you wonder that would make everybody happy? Usually these are the colors that inspire calmness, confidence and serenity such as green, blue, white. A combination of blue colors presented in professional web design is extremely popular as well as a combination or white and blue. Such colors as pink, lilac and orange are also popular among designers due to the fact that pink color associates with softness and generosity, whereas orange and lilac are favorite colors amid kids. But the main principle of choosing colors for your web graphic design should be your target group. 

Web sites for women should be accomplished in soft pale shades, such as pink, lilac, white. Web site for men may use gray and dark tints, web site for children should contain bright, vivid colors such as orange, yellow, violet, green. And of course you should never forget about cultural differences and ethnic aspects while selecting the graphics solutions for your web site. 

Let's consider it on an example of simple white color. For European countries white color stands for marriage, angels, peace. However, for most Oriental countries white color does not bear emotions as positive as for Europe. For China white color stands for death and mourning, for India means unhappiness etc. That's why understanding of color theory is so important especially for the beginners. When you create your first web site you want it to be as expressive as possible, bright and vivid, that's why the most popular mistake of young designers is to use the colors they like. As a result the web site looks like a Christmas tree. 

Obviously a multicolored web site containing all the rainbow spectrum is not what will make your business look confident and serious. There is a combination of primary colors such as reds, yellows and blues that may serve as a basis for different further color combinations. If you are a beginner and have some doubts concerning how to combine this or that color, the best way to reach the harmony is to use warm colors with warm colors (red, orange, yellow) and cold ones with cold ones (purple, green, blue). Good color combinations are also possible with tints of the same color (for ex. red and pink, dark and light blue), but what you really should always keep in mind is the target group you are going to hit. 

10. Ten Of The Most Common Mistakes Made In Web Design

Author: Kenneth Scott
Designers can keep more of their website visitors by avoiding common mistakes. The following list describes some of the most common design errors associated with websites. 

It is a mistake to put too many ads on your website. You have probably decided to use ads to make some money from your site, but don't fall into the trap of fitting in more ads than you should. And don't use ad formats that seriously intrude on a visitor's experience of your site. 

You should keep the use of media plug-ins to a maximum of one per page. If you're using Flash, for example, you shouldn't have a media player. If you decide to use Java, you can't also use Flash. You may use the same plug-in twice, however. 

Web design experts strongly advise against using a Flash introduction on your website. While most people understand that these introductions are a bad idea, designers still get clients who don't know how much Flash intros are disliked and criticized. 

Having unclear layouts and navigation schemes is a major mistake. Business sites, in particular, tend to use many steps to perform really simple tasks. If you are receiving many e-mails from visitors asking how to use your site, you need to make some improvements in your layout and navigation. If you find that there are specific tasks people want to do more often than others, put these on the front page of the site. 

All external links those that take a user off your site should be specifically marked by making them a different color or by using a symbol of some type. You should also have external links open up in new windows so visitors do not leave your site completely when they click on them. While you might like it when links become visible only when users mouse over them, or when you keep the link colors from standing out from the rest of the text, these are a big mistakes. Visitors want to know where the links are without hunting for them. Use contrasting colors and even underline your links. 

Another bad design idea is to include a link that will send an e-mail without marking it clearly to identify it as an e-mail link. 

Broken links are annoying to website visitors. You should check your links on a regular basis to ensure that they still work. 

Don't use strange fonts. Use Arial, Georgia, Tahoma, and Verdana. If you use obscure fonts, you'll find that most visitors won't have them, and those that do will find your text difficult to read. Only use non-standard fonts in a logo or in headings and only if they are displayed as images. 

Body-text that is poorly sized can ruin a website. Make sure your text is a standard size. If it is too small or too large, it is difficult to read. Try to use relative text sizing rather than pixel sizing. This allows visitors to utilize their preferred text size at your site.

11. The 5 Biggest Mistakes of Web Design

Author: Robin Eldred 

Your business needs a website. Here's a quick primer on how not to screw it up. 

Anyone who faces the challenge of having a website built faces a very daunting task, indeed. You know your business needs a web site, or perhaps you need to rebuild what you've already got. Getting is right is a delicate balance of business objectives, usability for the web, and search engine promotion. Getting it wrong is what this article is designed to help you avoid. 

Here are the five biggest mistakes you must avoid. 

1. Not establishing objectives 
Without a thorough plan to kick things off, what are you building? It's like showing up at the airport one day and saying, "I'm going on a vacation." Where are you going? Where will you stay when you get there? How long will you go for? Can you afford it? Did you ask your boss for the time off? 

To start, figure out what you want the benefits of your website to be. Forget about the bells and whistles required to make it happen; that's the job of your web designer. Establish what you want your website do for your business. Some examples: generate leads, sell your products/services right on the website, reduce administrative tasks, brand your company, pre-qualify prospects, recruit employees - the things a website can do for your company are virtually limitless. Establish your objectives and ensure that you and your web designer understand them fully. 

2. Ignoring your customers 
We're talking about your messaging here. It's so easy to write your content from an internal perspective. What you want to say, what you think is compelling, what you think matters. What about your customers? Don't forget that you need to convince them to do business with you. The key to writing good, customer-centric content is to understand the "why". Why should your customers buy from you? You might think you know, but a good dose of objective research will uncover the truth. Capitalize on your unique selling proposition from the perspective of how it benefits your customers. 

You will also need to use proper web style in your writing. Your content should be well organized, highly scannable, easy to digest, and to the point. If you can organize it in a "pyramid" style, even better. This is where the most important, compelling information is presented first, and deeper information follows (such as technical specifications). Depending on your strengths this may be difficult for you to produce, so you may consider hiring a professional writer or copywriter. 

3. Forgetting the marketing 
When your website is built, it is an island; and a deserted one at that. Your customers don't know about it and neither do the search engines. You need to tell them. You need to market your website. 

Getting your website noticed by the right people is key. You're not actually marketing to search engines here. Search engines are simply a means to an end. You need to market to your customers. You must understand that your customers use different online methods to find what you sell; and this most likely includes search engines. 

You may also consider newsletter advertising, email advertising, PR campaigns, social networking, etc. The exact approach you need to take depends on your objectives, how your target audience looks for what you sell, your budget, your industry, etc. 

4. Not measuring the results 
So, how did you do? You built a great web site and marketed the heck out of it. How many people came to your site? How many became leads? How many leads did you turn into customers? How much were they worth? What content did your visitors like and not like? {Insert your own redundant questions here} 

Just like any marketing venture, you must measure the results in order to find out if it was successful. I'm talking about things like: 

A tracking plan . Your leads might call you instead of buying online or using your contact form. You need a plan to track them, and how they found you. If you're running offline marketing campaigns, setup a separate domain name or create a unique web page. Online forms specific to a marketing campaign can be really useful as well. 

Statistics and reporting . Good statistics can tell you a lot about how people use your website. Google Analytics is a wonderful package, easy to install, and totally free. More than this, you need to understand the numbers, and draw conclusions. This takes quite a lot of practice and understanding. A professional web design or marketing company can help you with this. 

Adapt . Use your results, don't just read them. This will invariably require consulting with an expert again, but you need to act on your results to improve them. This is an on-going process. Forever. 

5. Getting Paralyzed 
A lot of web design projects never see the light of day because they get mired down in perpetual planning. There comes a time when you need to act. You won't get it perfect the first time out (or ever), but you've got to move. If you aim, re-aim and re-aim forever, you'll never actually get off a shot. Aim - shoot - repeat. 

A quick caveat: I'm not telling you to put up a poorly written and poorly constructed web site just to have something; that can be very dangerous. A bad website can turn customers away and, even worse, have them poison your business through negative word of mouth. What I am telling you to do is to not get paralyzed trying to perfect your plan. Hiring the right team of experts can get you on track, and get things moving. 

Hopefully this article helps steer you away from the most common (and dangerous) pitfalls of web design. Whether you hire a professional, create your site internally, or do it on your own from start to finish, keep these tips in mind. 

GLOSSARY

Ad management and Tracking

Banner advert management and tracking software for high traffic websites. 100% Browser-Based application, allows your customers and monitor their ads effortlessly and at their own convenience.  

Affiliate marketing

Affiliate marketing is a method of promoting web businesses (merchants/advertisers) in which an affiliate (publisher) is rewarded for every visitor, subscriber, customer, and/or sale provided through his/her efforts.  

Analytics

Web analytics is the study of the behavior of website visitors. In a commercial context, web analytics especially refers to the use of data collected from a web site to determine which aspects of the website work towards the business objectives; for example, which landing pages encourage people to make a purchase. 

Data collected almost always includes web traffic reports. It may also include e-mail response rates, direct mail campaign data, sales and lead information, user performance data such as click heat mapping, or other custom metrics as needed. This data is typically compared against key performance indicators for performance, and used to improve a web site or marketing campaign's audience response.  

Applet

A small program designed to run over the internet. It's held on a serer but works inside a web browser.  

ASP

Active Server Page. Server side program scripting to create dynamic web pages integrated with the HTML of a page. 

Bandwidth

The allocated amount of data that can be transferred over our network during a fixed amount of time expressed in bits per second (bps).  

Banner advertising

A web banner or banner ad is a form of advertising on the World Wide Web. This form of online advertising entails embedding an advertisement into a web page. It is intended to attract traffic to a website by linking them to the web site of the advertiser. The advertisement is constructed from an image (GIF, JPEG, PNG, SWF), JavaScript program or multimedia object employing technologies such as Java, Shockwave or Flash, often employing animation or sound to maximize presence. Images are usually in a high-aspect ratio shape (i.e. either wide and short, or tall and narrow) hence the reference to banners. These images are usually placed on web pages that have interesting content, such as a newspaper article or an opinion piece. 

Blogging

Short for weblog, a blog is similar to diary online, that can be edited using a simple content management system (CMS).  

Bookmark

A link to particular website, stored by a user for future use.  

Browser

Software that is used to interpret HTML commands and display web page content. The two most widely used browsers are Mozilla Firefox and Microsoft Internet Exporer (IE).  

Cache

A web browser feature, which stores copies of regularly accessed files on a computers hard disk to speed access.  

Case sensitive 

Used to indicate that characters typed in will only be recognised if entered in the correct case.  

Click through rate 

The number of times visitors click on a link, or advert on a page, as a percentage of the number of times the page has been displayed.  

Content Management System

Content Management System (CMS). A program that automates the management of the content you add to your site.  

Content 

The words, graphics, photos, audio, video and downloadable docs that make up your web site.  

Cookie

Web cookies are parcels of text sent by a server to a web browser and then sent back unchanged by the browser each time it accesses that server. web cookies are used for authenticating, tracking, and maintaining specific information about users, such as site preferences and the contents of their electronic shopping carts. 

Cookies are subject to a number of misconceptions, mostly based on the erroneous notion that they are computer programs. In fact, cookies are simple pieces of data unable to perform any operation by themselves. In particular, they are neither spyware nor viruses, despite the detection of cookies from certain sites by many anti-spyware products.

Most modern browsers allow users to decide whether to accept cookies, but rejection makes some websites unusable. For example, shopping baskets implemented using cookies do not work if cookies are rejected.  

CSS

CAScading Style Sheets. A feature of HTML that enables designers to specify style information, such as fonts, size, colour, background as well as define the placement of elements on a web page.   

DNS Records

The Domain Name System (DNS) serves as the "phone book" for the Internet; it translates human-readable computer hostnames, e.g. signature.gb.com , into the IP addresses that networking equipment needs for delivering information. In providing a worldwide keyword-based redirection service, DNS is an essential component of contemporary Internet use.  

Domain name

Domain name (web addresses, URL) is main apart of a web address that is it's unique identification, for example 'letsrentit.co.uk'. 

E-commerce

E-commerce consists primarily of the distributing, buying, selling, marketing and servicing of products or services over the Internet.  

Encryption

Conversion of data from it's original form to one that cannot be understood by others. Only the sender and recipient have the key to convert the data back to its original form. The purpose is to prevent unauthorised people from viewing data as it travels across the internet. 

Error 404

404 is an HTTP status code. Error 404 indicates a client error. The server is saying that you've done something wrong, such as misspell the URL or request a page which is no longer there.  

File sharing

File sharing is the practice of making files available for other users to download over the Internet. 
Flash

Vector graphic software from Adobe that allows a single animation or video file to play on all browsers, with the Flash plug-in installed. 

Flickr

Flickr - almost arguably the best known online photo management and sharing application. Flickr is a photo sharing website and web services suite, and an online community platform. The service is widely used by bloggers as a photo repository. 

Frame
In a Web site, frames are the multiple, independently controllable sections on a Web presentation. This effect is achieved by building each part as a separate HTML file and having one "master" HTML file identify all of the parts. Surveys of users indicate that many people do not like sites using frames.

FTP

File Transfer Protocol. Enables you to copy or send files from one computer to another via the internet. Anonymous FTP is a method for downloading files from an FTP server without using a login account   
 

Functional specification

A functional specification (functional spec) is a formal document used to describe in detail for web developers a website's intended capabilities, appearance, and interactions with users. A functional specification is a blueprint and continuing reference point as the developers write the programming code.  

Hits

The number of times a web object ( a page a picture within a page) has been viewed or downloaded.
  

Homepage

The main or first page of a website.  

Hosting

The act of storing and providing information over the internet. Hosting Companies offer hosting space for lease, enabling companies or individuals to set up their own websites or other internet content.  

HTML

(Hypertext Markup Language) is the set of markup symbols or codes inserted in a file intended for display on the World Wide Web. The markup tells the Web browser how to display a Web page for the user. Each individual markup code is referred to as an element or tag. HTML is a formal Recommendation by the World Wide Web Consortium (W3C) and is generally adhered to by the major browsers, Microsoft's Internet Explorer and Netscape's Navigator, which also provide some additional non-standard codes. The current version of HTML is HTML 4.0. However, both Internet Explorer and Netscape implement some features differently and provide non-standard extensions. This makes building web site very challenging, even for the professional.  

Hyperlink

A pointer to another document, most often a pointer to another web page.  

javascript

JavaScript is a scripting language most often used for client-side web development, but is also used to enable scripting access to objects embedded in other applications.  

Link

A pointer to another document, most often a pointer to another web page. 

Link building

Link building is an essential part of internet marketing. The internet and sites like signature.gb.com need links to other sites in order to receive traffic and to give resources to visitors. Strategic link building is about establishing your competitive position in the online marketplace that already exists. 

Mashups

Content used in mashups is typically sourced from a third party via a public interface or API, Web feeds ( RSS or Atom) and web services. 

Many people are experimenting with mashups using Google, eBay, Amazon, AOL, Windows Live, and Yahoos APIs.

Meta tag

A specific HTML tag that contains information about the page itself. Typical use of meta tags are to include information for search engines to help them index your site better. 

Navigation structure

The hierarchical relationship between pages in a website, mapped out in a site diagram, which is then used to determine the links that will appear in each page's navigation bar.
  

PayPal

PayPal is an e-commerce business allowing payments and money transfers to be made through the Internet. It serves as an electronic alternative to traditional paper methods such as cheques and money orders. PayPal performs payment processing for online vendors, auction sites, and other corporate users, for which it charges a fee.
  

Pay per click advertising

Pay per click (PPC) is an advertising technique used on websites, advertising networks, and search engines. Advertisers bid on "keywords" that they believe their target market (people they think would be interested in their offer) would type in the search bar when they are looking for their type of product or service. For example, if an advertiser sells red widgets, he/she would bid on the keyword "red widgets", hoping a user would type those words in the search bar, see their ad, click on it and buy. These ads are called "sponsored links" or "sponsored ads" and appear next to and sometimes above the natural or organic results on the page. The advertiser pays only when the user clicks on the ad.  

Push marketing

Push/ pull marketing analogy refers to the purchasing experience (CRM) between customer and your website. A customer/ browser "pulls" things towards themselves, while a site owner "pushes" things toward customers.  

PHP

PHP Hypertext Preprocessor is a scripting language often used to create dynamic web pages. A MySQL database holds the necessary information: PHP takes the required information and sets it out as a web page on demand  

Podcasting

Podcasting is a new type of online media delivery. You publish selected audio files via the internet and allow your users to subscribe via an RSS feed to automatically receive new files. Podcasting lets you create your own syndicated online talk-show or radio program, with content of your choosing.  

Rich media

Media with more than text and images, using sound, video and special effects via programs such as Flash and Shockwave, and often some interactive advertising capacity 

SSL

Short for Secure Sockets Layer, a protocol developed by Netscape for transmitting private documents via the Internet. SSL uses a cryptographic system that uses two keys to encrypt data − a public key known to everyone and a private or secret key known only to the recipient of the message. Both Netscape Navigator and Internet Explorer support SSL, and many Web sites use the protocol to obtain confidential user information, such as credit card numbers. By convention, URLs that require an SSL connection start with https: instead of http:.

Another protocol for transmitting data securely over the World Wide Web is Secure HTTP (S-HTTP). Whereas SSL creates a secure connection between a client and a server, over which any amount of data can be sent securely, S-HTTP is designed to transmit individual messages securely. SSL and S-HTTP, therefore, can be seen as complementary rather than competing technologies. Both protocols have been approved by the Internet Engineering Task Force (IETF) as a standard.

Sticky marketing

Marketing stickiness is the amount of time spent at a site over a given time period. Stickiness is often measured in terms of page views. When defined as minutes per month, site stickiness is a function of number of visits (repeat usage) and time spent per visit (session stickiness).  

Traffic

The number of visitors to your website. It's measured with stats such as page views, hits and pages accessed  

URL

Uniform Resource Locator, previously Universal Resource Locator is the unique address for a file that is accessible on the Internet. A common way to get to a Web site is to enter the URL of its home page file in your Web browser's address line. However, any file within that Web site can also be specified with a URL. Such a file might be any Web page other than the home page, an image file, or a program such as a common gateway interface application or Java applet. The URL contains the name of the protocol to be used to access the file resource, a domain name that identifies a specific computer on the Internet, and a pathname, a hierarchical description that specifies the location of a file in that computer. On the Web (which uses the Hypertext Transfer Protocol, or HTTP), an example of a URL is: http://www.ietf.org/rfc/rfc2396.txt
Viral marketing

Viral marketing is based on natural human behavious and refers to marketing techniques that use pre-existing social networks to produce increases in brand awareness. It can be word-of-mouth. Viral promotions may take the form of funny video clips, interactive Flash games, advergames, images, or even SMS text messages.  

VOIP

Voice over Internet Protocol (VOIP) is the routing of voice conversations over the Internet or through any other IP-based network. 

WC3

World Wide Web Consortium. The group responsible for defining major standards used in web design, such as HTML and CSS.  

Wikis

A wiki is a website that allows visitors to add, remove, and edit content.  

XML

Extensible Markup language. A format for defining pieces of information and how they relate to each other within a set of documents.

Useful words and phrases

1. I'd like to


 say a few words to you today about


talk to you today about


…
explain to you today the main features of


describe the operation of

2.1 shall take only about 15 minutes of your time. I aim to talk to you for only about 15 minutes. This will take about half an hour.
3.
To illustrate my talk


I'll be using some OHP transparencies.

I've brought along a few slides.

I intend to show you some diagrams.
4.
I've divided my talk into 5 main parts.
The subject can be looked at under 5 main headings.
During my talk I'll be looking at 5 main areas.
First(ly)
second(ly)
third(ly)
fourth
fifth
finally
5.
If you have any questions


 please feel free to interrupt

 I'll be glad to try to answer them at end of my talk
Let us now look at ways of showing your audience what point you have reached in the structure of your presentation. These are rather like traffic lights; they tell your audience if you are stopping or starting, turning right or left:
Starting your first point
To start with...
First of all, then...
Firstly....
Let me begin by saying...
Finishing a point
Well, that's all I have to say about... So that, then, is... That's all about.... Now we've dealt with ....
Starting a new point
Now let's turn to my next point, which is ...
Let's move on now to ...
The next point I'd like to make is ...
Next we come to ...
Turning now to ...
Leaving the structure
Incidentally ... By the way ...
Returning to your structure
Coming back to the subject of my talk ... To come back to ...
Referring back
As I was saying earlier ... 

As I mentioned earlier... 

If you remember, I said at the beginning ...
Referring forward
As we will see later, ... Later, we'll be looking at... Later, I'd like to look at...
Introducing your last point
And finally. ...
Lastly. ...
That brings me to my last point, which is ...
Summarising
So now, I'd just like to summarise the main points. In brief, we have looked at... Let me sum up.
Concluding
In conclusion,

Well, that brings me to the end of my talk ... 

That's all I have to say for now ...
Thank you for your attention. Thank you for listening.
Inviting questions
And now. if you have any questions. I'll be glad to try to answer them. Does anyone have any questions? Are there any questions? Any questions?
.... Yes. your question, please.
Checking that the questioner is satisfied
Does that answer your question? I hope that answers your question.
Inviting further questions
Are there any more questions? Any more questions?
Ending
If there are no more questions. I'd like to thank you for your attention.
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