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solar reflectors

Protective panels used to deflect the
Sun'’s rays and lower the heat reaching
the satellite equipment so it will not be
damaged.

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, transceiving dish
Antenna allowing a satellite to capture radio
waves emitted from Earth and to redirect them to
ground stations.

.. communication module
Part of the satellite that receives and amplifies
signals captured by the dish and then relays

them to the transmission dish.

propulsion module —--
Section of the satellite housing the rocket
engine, which maintains the position and

orientation of the satellite in its orbit.

service module
Section of the satellite housing the command
and control systems.
transmission dish ... N ...
Antenna allowing the satellite to
broadcast radio waves to an Earth station.
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INTRODUCTION

EDITORIAL POLICY

The Visual Dictionary takes an inventory of the physical
environment of a person who is part of today's technological age
and who knows and uses a large number of specialized terms in a
wide variety of fields.

Designed for the general public, it responds to the needs of
anyone seeking the precise, correct terms for a wide range of
personal or professional reasons: finding an unknown term,
checking the meaning of a word, translation, advertising, teaching
material, etc.

The target user has guided the choice of contents for The Visual
Dictionary, which aims to bring together in 12 thematic books the
technical terms required to express the contemporary world, in the
specialized fields that shape our daily experience.

STRUCTURE

Each tome has three sections: the preliminary pages, including the
table of contents; the body of the text (i.e. the detailed treatment
of the theme); the index.

Information is presented moving from the most abstract to the
most concrete: sub-theme, title, subtitle, illustration, terminology.

TERMINOLOGY

Each word in The Visual Dictionary has been carefully selected
following examination of high-quality documentation, at the
required level of specialization.

There may be cases where different terms are used to name the
same item. In such instances, the word most frequently used by
the most highly regarded authors has been chosen.

Words are usually referred to in the singular, even if the illustration
shows a number of individual examples. The word designates the
concept, not the actual illustration.

DEFINITIONS

Within the hierarchical format of The Visual Dictionary's
presentation, the definitions fit together like a Russian doll. For
example, the information within the definition for the term insect
at the top of the page does not have to be repeated for each of the
insects illustrated. Instead, the text concentrates on defining the
distinguishing characteristics of each insect (the louse is a
parasite, the female yellow jacket stings, and so forth).

Since the definition leaves out what is obvious from the
illustration, the illustrations and definitions complement one
another.

The vast majority of the terms in the Visual Dictionary are defined.
Terms are not defined when the illustration makes the meaning
absolutely clear, or when the illustration suggests the usual
meaning of the word (for example, the numerous handles).

METHODS OF CONSULTATION

Users may gain access to the contents of The Visual Dictionary in
a variety of ways:

* From the TABLE OF CONTENTS at the end of the preliminary
pages, the user can locate by title the section that is of interest.

 With the INDEX, the user can consult The Visual Dictionary from
a word, so as to see what it corresponds to, or to verify accuracy
by examining the illustration that depicts it.

« The most original aspect of The Visual Dictionary is the fact that
the illustrations enable the user to find a word even if he or she
only has a vague idea of what it is. The dictionary is unique in this
feature, as consultation of any other dictionary requires the user
first to know the word.



TITLE

Its definition is found below. If the title refers to
information that continues over several pages,
after the first page it is shown in a shaded tone
with no definition.

TERM

Each term appears in the index
with a reference to the pages on
which it appears.

_SUBTHEME

These are shown at the end of the
preliminary pages along with their
definitions. They are then repeated on
each page of a section, but without the
definition.
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ILLUSTRATION

NARROW LINES

Itis an integral part of the numbers.
visual definition for each of
the terms that refer to it.

These link the word to the item indicated.
Where too many lines would make reading
difficult, they have been replaced by color
codes with captions or, in rare cases, by

DEFINITION

It explains the inherent
qualities, function, or
characteristics of the
element depicted in the
illustration.
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COMMUNICATIONS
languages of the world

There are more than 6,000 languages in the world; of these, only 250 are spoken by more than 1 million people.

Afro-Asiatic languages

Family of some 120 living languages and several

dead languages that are associated with major
. civilizations (Egyptian, Babylonian, Phoenician).

= Arabic
Language of the Koran as well as the Afro-Asiatic
language spoken by the greatest number of
individuals; it is concentrated mainly in North
Africa and the Middle East.

= Hebrew
One of the official languages of the State of Israel;
itis associated with the Jewish faith and people.

= Aramaic
Spoken throughout the Middle East since
antiquity; it continues to be spoken in some
regions of Turkey, Syria and Iraq.

= Amharic
Language spoken mainly in Ethiopia, where it has
the status of official language.

== Berber
Language of the Berber people of North Africa
and spoken mainly in Morocco and Algeria.

a,

Central African languages
Family grouping some 900 languages that are
spoken mostly in central and western Africa.

Fulani

Language spoken along the west coast of Africa,
especially in Senegal, Guinea, Nigeria and
Cameroon.

Wolof
Language spoken in the western part of Africa,
including in Senegal and Gambia.

Bambara

Language spoken in Mali and in some neighboring
countries, including in Senegal, Guinea and Ivory
Coast.

Hausa
One of the most widespread languages in western
Africa; it is spoken mainly in Niger and Nigeria.

Yoruba
Language spoken mainly in Nigeria, Benin and Togo.



COMMUNICATIONS
languages of the world

Bantu languages
Family of over 400 languages spoken in the
southern half of the African continent.

Swahili

Bantu language spoken by the greatest number of
individuals; it is concentrated mostly in southeast
Africa, including in Kenya, Tanzania and Uganda.

Kirundi
Official language of Burundi; it is very similar to
Kinyarwanda.

Kinyarwanda
Language spoken mainly in Rwanda.

Lingala

Language spoken mainly in Congo, the
Democratic Republic of the Congo and the Central
African Republic.

Zulu

Language spoken by some people in South Africa
and in several neighboring countries such as
Swaziland and Mozambique.

Sino-Tibetan languages

Family of languages of Southeast Asia; it is
spoken by about one-quarter of the world’s
population.

Chinese

Family of languages belonging to the same
writing system using ideograms; it includes
Mandarin, the most widely spoken language in
the world.

Thai
Official language of Thailand; it is also spoken
in certain regions of Laos and Myanmar.

Vietnamese

Language spoken mainly in Vietnam; it is
usually written using a modified version of the
Latin alphabet called “quoc ngu”.

Burmese

Language spoken mainly in Myanmar
(formerly Burma), where it enjoys the status of
official language.

Tibetan

Language spoken in Tibet and certain regions
of Nepal and Bhutan; the written alphabet
originated in India.
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Ural-Altaic languages
Family made up of some 100
languages spoken in central and
eastern Asia, the Middle East and
northern and central Europe.

Japanese

Language spoken throughout the
Japanese archipelago; it is written using
ideograms or syllabic characters.

Korean

Language spoken mainly in Korea; its
lexicon includes many words of Chinese
origin.

Mongolian
Official language of Mongolia; it is also
spoken by some communities in China
and Russia.

Turkish
Official language of Turkey; it is written
using the Latin alphabet.

Hungarian
Language spoken in Hungary.

Finnish
With Swedish, one of the official
languages of Finland.

Malayo-Polynesian languages
Family grouping some 850 languages that
are spread over a vast area, including
Madagascar, parts of Southeast Asia and

the Pacific.

= Indonesian Hawaiian
National language of Indonesia; it is Language spoken mainly in Hawaii (United
closely related to Malay. States).

= Tagalog Maori
Language spoken mainly in the One of the official languages of New
Philippines, where it has the status of Zealand.

official language.

= Malagasy
Language spoken mainly in Madagascar,
but also in Comoros and Réunion.

= Samoan
Language spoken in the Samoan
archipelago of Polynesia in the central
Pacific.

== Tahitian
Language spoken in French Polynesia.
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languages of the world

Oceanian languages

All the languages spoken in Oceania; they
usually have few ties among themselves
or with other language families.

Melanesian

Language spoken in Melanesia, a group of
archipelagos in the South Pacific that
includes mainly New Guinea, Vanuatu, the
Fiji Islands and New Caledonia.

Papuan languages

There are over 800 Papuan languages and
dialects; they are spoken mainly on the
island of New Guinea.

Australian aboriginal languages
There are a few hundred languages
associated with the indigenous peoples of
Australia; several are barely spoken today
or have disappeared completely.

Amerindian languages

Several hundred languages are associated with

the indigenous peoples of the Americas;
several are barely spoken today or have
disappeared completely.

Inuktitut
Language of the Inuit who live in Alaska,
the Canadian North and Greenland.

Cree

Algonquian language associated with the
Cree, the largest Amerindian community in
Canada, who live in the area between
Alberta and Labrador.

Montagnais

Algonquian language associated with the
Montagnais, who live in Eastern Canada,
mostly in Quebec (North Shore of the

St. Lawrence) and in Labrador.

Navajo

Native language spoken by the Navajo
people of the Southwestern United States
(Arizona, New Mexico).

Nahuatl

Language of the Aztec Empire that is still
widely spoken today in certain regions of
southern Mexico.

Maya

Language of the Maya Empire that is
spoken in certain regions of southern
Mexico, especially the Yucatan Peninsula.

= Quechua
Language of the Inca Empire and the
language spoken today by the largest
number of Amerindians in countries such
as Peru, Ecuador and Bolivia.

= Aymara
Language spoken mainly in Bolivia and
Peru.

= Guarani
Language accorded official status in
Paraguay; it is also spoken in certain
regions of Argentina and Bolivia.
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Indo-European languages
Group of languages (there are more than 200) sharing a common ancestral language as

deduced by a historical comparison of the grammars of the present-day languages. Latin
and ancient Greek are Indo-European.

Romance languages

All the European languages derived from
Latin; some have spread throughout the
world.

French

Language of France and some neighboring
countries that spread with the arrival of the
French or Belgians to North America,
Africa and Asia.

Spanish

Language of Spain that was introduced by
the Spanish to most of the Americas (23
countries) and one African country
(Equatorial Guinea).

Catalan

Official language of Catalonia, Valencia
and Andorra; it is also spoken in the
south of France.

Portuguese

Language of Portugal; it spread with the
arrival of the Portuguese to Brazil, Africa
and Asia.

Italian
National language of Italy and one canton
of Switzerland (Tessin).

Romanian
National language of Romania.

Germanic languages

All the languages derived from an early
Indo-European dialect, which has since
disappeared, as deduced from similarities
observed among the languages.

English

Language of England that spread with the
British Empire to North America, India,
Asia, Oceania and eastern and southern
Africa.

German
National language of Germany, Austria
and the greatest part of Switzerland.

Dutch

Language spoken mainly in the
Netherlands and by the Flemish
community in Belgium.

Danish
Scandinavian language spoken mainly in
Denmark.

Swedish
Scandinavian language spoken mainly in
Sweden and Finland.

Norwegian
Scandinavian language spoken mainly in
Norway.

Icelandic

National language of Iceland; it is
characterized by its great stability since
the Middle Ages.

Yiddish

Language of the Ashkenazi Jews of
Europe; it is a product of the fusion of
Hebrew with elements of Germanic and
Slavic languages.

Celtic languages

Widely spoken in western Europe
throughout antiquity, these languages
declined progressively and are found
today in only a few regions.

Breton
Language spoken in the west of Brittany
(France).

Welsh
One of the official languages of Wales
(United Kingdom).

Scottish

Language closely related to Irish that is
spoken mostly in Scotland (United
Kingdom).

Irish

One of the official languages of the
Republic of Ireland; it is also spoken in
Northern Ireland (United Kingdom).
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Slavic languages

Group of languages concentrated in Eastern
Europe and Russia; they derive from a common
extinct Slavic language.

Czech
National language of the Czech Republic
that is closely related to Slovak.

Slovak
National language of Slovakia; both
Slovak and Czech use the Latin alphabet.

Polish
National language of Poland; it is fairly
close to Czech and Slovak.

Russian

National language of Russia that is also
widely spoken in the former USSR;
Russian is written with the Cyrillic
alphabet.

Ukrainian

Language related to Russian that is
spoken mainly in Ukraing and in
several neighboring states.

Bulgarian

National language of Bulgaria that is
written with the Cyrillic alphabet; it is
related to Slovene and Serbo-Croatian.

Slovene
Language spoken mainly in Slovenia and
written with the Latin alphabet.

Serbian and Croatian

Serbians and Montenegrins use the
Cyrillic alphabet while Croatians and
Bosnians use the Latin alphabet.

isolated languages
Some modern Indo-European languages
cannot be classified into any subgroup.

Greek

The national language of Greece is directly
descended from ancient Greek; its origin
can be traced back several centuries before
the Common Era.

Albanian
Language spoken mainly in Albania and in
some neighboring regions.

Armenian
Very old language that is spoken in the
Caucasus region, mainly in Armenia.

Indo-Iranian languages

Spoken in Asia and the Middle East, they
number the largest group of speakers
among all Indo-European language
groups.

Persian

Language spoken mainly in Iran and
Afghanistan; it is written using the Arabic
alphabet.

Urdu

Language spoken mainly in Pakistan and
Northern India; it is very similar to Hindi
but is written using the Arabic alphabet.

Hindi

Indian language spoken by the largest
number of individuals; it is written using
the Devanagari alphabet, which is common
to several languages derived from Sanskrit.
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common symbols

! Pictograms used in public areas or along thoroughfares to advertise services or warn of prohibitions.

camping prohibited first aid

camping (trailer) picnic area

A

@

camping (tent) restaurant

&

N

wheelchair access telephone
police service station
camping (trailer and tent) taxi transportation
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common symbols

coffee shop hospital

D

picnics prohibited pharmacy

women’s rest room fire extinguisher

men’s rest room

information

¢

currency exchange lost and found articles

no wheelchair access information
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writing instruments

The first true writing instruments were made by the Sumerians in Mesopotamia nearly 5,000 years ago.

< e —

steel pen
Curved point mounted on a handle; it is
dipped in an inkwell to write.

quill

Large feather with a hollow stalk
(calamus) that is sharpened to a point -
and dipped in ink to write; it was used .
in the Middle Ages. writing brush

Natural or synthetic bristles set into a
handle and dipped in ink to write; it has
\ been used for Chinese calligraphy for 4,000
. ,/ years.

cane pen
Instrument that was used from antiquity through the
Middle Ages to write on papyrus and parchment; it f l__.o
remains the traditional instrument of Arabic
calligraphy.

Roman metal pen
Metal writing instrument devised by the
Romans in ancient times; it is the ancestor
=] — é&, - ‘ of the modern metal pen, which appeared
stylus in the 19th century.

Pointy metal instrument used by the
ancient Greeks to etch wax tablets; the

flattened end was used to erase

marker
Bevel-tipped color felt pen of variable
size.

lead pencil
Pencil made of lead with a decorative end;
itwas first used in the Middle Ages and

was later replaced by the graphite lead =

mechanical pencil
Instrument that is made up of a slender tube containing a fine
piece of lead; pressing the thrust button moves the lead
pencil forward.
Writing instrument made up of a
casing of soft wood around a graphite
lead; it can be sharpened easily.
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writing instruments

fountain pen

Instrument with a metal nib that is
attached to a body containing an ink
reservoir, usually in the form of a
cartridge.

nib cap
Curved writing point fitted with a Screw end that covers the nib when the
device to supply ink. penisnotin use.

air hole barrel
Opening through which air enters the Part that supports the nib and contains
pen to maintain atmospheric pressure. the reservoir that supplies the ink.
ballpoint pen
Instrument invented at the beginning of
the 20th century; the writing tip holds a
small rotating ball.
. . push-button
) spring clip Button controlling the mechanism that
Elastic metal part that compresses to

Curved metal bar that attaches the
push the refill out and relaxes to retract avances and el

it. joint..

acts the cartridge.

ballpoint pen to a pocket. ~.. |

_— ' T —
P P v
S

po'int cartfidge thrust 'iievice thrust tube

Tip that contains the ball bearingused ~ Small reservoir containing ink and Protruding part that locks the thrust  Part that is activated by the push-button;
to deposit ink from the cartridge onto ending in a point. tube in a forward or retracted position. it pushes out or retracts the writing tip
the writing surface.

when pressure is applied.

e ——

refill
Cartridge that is inserted into the body ;
of a ballpoint pen to refill the ink. ball bearing ink
Small metal ball in the point of the pen; Black or colored liquid used for
when turned, it deposits ink from the writing.

cartridge onto the writing surface.
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Usually daily publication whose main purpose is to report and comment on the latest news of society, politics,

the arts, sports and other areas of interest.

heading---

Upper portion of the front page; it
usually features the nameplate, the
volume number and the date.

VOL_CLI No_51,048

luptatum
zril delenit

article -
Stand-alone text forming a whole; it
usually presents information,
explanation or commentary.

INTERNATIONAL

front page
First page of the newspaper.
nameplate
Title of the newspaper presented in a
.~ specific graphic style.
I 70> ey i colimes) e S i o G meam — banner

Area located immediately below the
_.-~"""heading and in which the main title
appears in bold.

SUNDAY, NOVEMBER 25, 2002 - e
Ut wisi enim ad minim
veniam, quis nostrud
Iy " " A =

front picture

caption
“*=--Short explanatory text accompanying a
photograph, image or illustration.

kicker
Short text appearing above the

“"headline that puts the article in context
or highlights certain key points.

headline---1-
Word or group of words in large print
that introduces an article.

deck
-Short block of text under the headline
that completes it.

index

Brief summary of the contents of a
newspaper, usually in the form of a
table of contents.

subhead

Secondary title that separates and
introduces the various parts of an
article.
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newspaper

INTERNATIONAL Sunday, November 25, 2002

Sports Secion 8

INTERNATIONAL Sunday, November 25, 2002

Money & Business  si:3

Quis nostrud exerci NN D0, |
tatiy

= INTERNATIONAL

section

All the pages of a newspaper that are
devoted to one subject such as the
arts, the economy, sports, tourism or
finance.

Sunday, November 25, 2002

Arts & Leisure Section 2

et consectetuer

INTERNATIONAL

Book review

Sunday, November 25, 2002

literary supplement

Separate publication dealing with
books and authors that is inserted into------1 -
anewspaper on a regular basis or from
time to time.

tabloid
Publication whose format is about half
the size of a regular newspaper.

magazine
Specialized or general publication that i
is usually abundantly illustrated and [
deals with a variety of subjects fora
mass audience.

color supplement

Separate publication that is inserted into a
newspaper regularly or from time to time; it is
printed in color and often on glossy paper.
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newspaper

editorial
In-depth article that reflects the
collective viewpoint of a newspaper’s

editorial board. ~-.___

lead

Short text at the beginning of an article
that introduces it or summarizes its
contents.

letters to the editor

Part of the newspaper where readers’
opinions on topics of general interest
are published.

rule

Line of varying thickness used to
separate columns, articles and different
graphic elements.

Op-Ed article

Article that contains the gist of a
reporter’s interview with a well-known --

personality or a witness to a news

event.

column
The vertical sections of a page; they are ----
separated by white space or a rule.

advertisement ------

Message paid for by an advertiser to
inform readers about a business,
product or service.

20

cartoon

Humorous or satirical drawing; it is
often accompanied by a caption and
illustrates a news event.

M UNDAY, NOVI 200

Editorial

... Ullamcorper
SuSClplt lobortis

Lorem ipsum dolor si amet, consectet-

~~-uer_gdipiscing clit, sed diam nonummy
nibh culbmod fincidunt ut laoreet dolore
magna aliquam crat volutpat.

Lorem ipsum dolor sit amet,
conscctetuer adipiscing  clit,
sed diam nonummy nibh cuis”
mod tincidunt ut laoreet do-
lore magna aliquam crat volut-

Ut wisi enim ad minim
Veniam, quis nostrud exerei

------ Dolor in hendrerit
Sl Sl T B3y aibh evemod

lincidunt ut laorcet dolore magna aliquam in vulputate
erat volutpat. Ut wisi enim ad minim veniam,

o i o B T

oy itk e
luorer dolore magan slquam erst
ey

pit lobortis nisl ut aliquip x ca commodo
consequat. Duis autem vel eum iriure
Lorem ipsum dolor sit amet, consectetuer

sactaer adipincing o, 304 dirs

adipiacing i, sed diam nonummny nioh eus-
mod tincidunt ut laoreet dolore magna.ali-
Quam erat volutpat. Ut wisl enim ad migja-
Venlam, quls nostrud exeret tatign HIoT>-
e suscipt ohorts miak A x <a com-
modo conseque” Vuis autem vel eum iriure
_{dolor i Eandrrit in vulputate vl 188 mo-
~{estic consequat, vel
Lorem ipsam dolor it amet, conseetetucr

adipiscing i, sed diam nonumy nih cuis-
mod tineidunt ut laoreet dalore magna. sli-
quam crat voluipat. Ut wisi cnim a4 minim
Veniam, quis nostrud exerci tation ullameorp-
e susclpi Ioborts nisl ut aliquip ex ¢a com
odo consequat, Duis autem vel cum irors
dolor i hendrert in valputae velit esse mo-
lestie consequat,ve

Gt wii enim a0 minim veniam, qui nostrud
cxere tation ullamiation ullameorper suscipit
obortis sl ut alquip.

Ut wisi enim
ad minim veniam

Consequat

Serge D'Amlco commodo consequat

masthead

Space that usually contains information
about the newspaper such as its address,
main contributors and subscription
information.
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newspaper

column

Regularly published article that
presents the comments of one author
(reporter or personality) on a chosen

subject.
INTERNATIONAL SUNDAY, NOVEMBER 25, 2002 -
News
Nonumm
Dolor in v

Wisi enim ad minim

obituaries

Listing of death notices and
anniversaries of deaths, cards of
thanks and remembrances.

news items

Accounts of various events with no
central unifying theme such as
accidents, natural disasters and
crimes.

.._shorts
Short untitled informative texts.

__..Ttelevision program schedule

restaurant review
Article in which a reporter gives a
personal evaluation of a restaurant.

photo credit line

Mandatory mention of the individual
holding the rights to the photograph
used to illustrate an article or a
publication.

classified advertisements

Short ads that are placed by
individuals and grouped into
categories according to the goods or
services offered or sought.
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typography
General term for the graphic representation of characters printed on a material or surface, with or without the use
of letterpress.

characters of a font

Characters of type that make up the various fonts and
are divided into two main types of characters: serif and
sans serif.

sans serif type
Letter or figure without a line extension at the end
of the stroke.

abcdefghijkimnopqgrstuvwxyz 0123456789

letters figLires

serif type
Letter or figure with a line extension at the end
of the stroke.

abcdefghijklmnopqrstuvwxyz 0123456789

shape of characters

In printing, uppercase characters,
small capitals and lowercase b d
characters can be straight (roman) or AB CDEF a C e

slanted (italic).

small capital italic
Capital letter that is the same height as Type style with characters slanting to
alowercase letter and is used mainly to the right; it is used mostly to identify
write symbols. titles, quotations and foreign words.

ABCDEF abcdef

uppercase lowercase
Capital letter used mostly at the Lowercase letter that is the unstressed
beginning of a sentence and for proper form of a character in both handwriting
names. and printing.

ree
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set width
Relative width of a character.

condensed narrow
normal wide extended
weight
Relative thickness of the strokes of a
character; the medium and bold
weights are the most commonly used.
extra-light light
medium semi-bold
bold black extra-bold
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position of a character

With the exception of superiors and inferiors, the

characters of a text are usually aligned along a
horizontal baseline.

2

inferior
Small character placed below the baseline
and to the right of another character; it is
used mostly in chemical and

4

mathematical formulas.

superior

Small character placed above and to
the right of another character; it is
sometimes used in abbreviations and
also to mark footnotes.

leading

Vertical space separating two lines of
characters; its precise value is
proportional to the size of the
characters.

Lorem ipsum dolor sit
amet, consectetuer
adipiscing elit, sed

simple spacing

24

Lorem ipsum dolor sit
amet, consectetuer
adipiscing elit, sed

1.5 spacing

Lorem ipsum dolor sit
amet, consectetuer
adipiscing elit, sed

double spacing
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diacritic symbols

Symbols added to a letter; they usually change its pronunciation.

N\ /

grave accent o0 acute accent

A\

umlaut

circumflex accent
~y/

5

cedilla tilde

miscellaneous symbols
Symbols are standardized marks used to refer concisely to a thing, a being or a concept.

.

ampersand apostrophe
Symbol representing the word “and”; it is Symbol used to indicate the
used mostly in company names. possessive, substitute for letters and

numerals that are omitted, or
sometimes form a plural word.

registered trademark copyright
Symbol certifying that the preceding word has been Symbol at the beginning of a work attesting to the
legally registered as a trademark. author’s legal rights to that work; it is used to
prevent plagiarism or reproduction without
authorization.
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punctuation marks

All the standardized marks used to divide a text in order to make it more legible.

[ ]
[
9 b
period semicolon comma
° k
e o o P
ellipses colon asterisk
dash parentheses square brackets
[ [
virgule exclamation point question mark

¢ ¢ 99

single quotation marks
Marks used in pairs to indicate a
concept or word of special significance
or to enclose a quotation within a
quotation.

«K»

quotation marks (French)
Marks used in pairs and shaped like
chevrons in French texts.

quotation marks
Marks used in pairs and shaped like inverted
or regular commas.

26



COMMUNICATIONS

public postal network

Infrastructure with which the national postal service delivers the mail entrusted to it.

mail
Everything sent and distributed
through the postal service.

postal order postage stamp

A certificate issued by the postal service by which a Small adhesive label of varying

sender is able to pay a specified sum to a recipient at denominations that is issued by a

another location. postal service and used to indicate
postage paid.

postcard
Photograph or illustration that is printed on flexible cardboard and
has space on the back to write a message and an address.

=

B mhompson
bracostrasse 35
3052 £ Rotterdam
Netherlands
Phillip Schuman
2002 Buro avenue
Nontreal, Canada
HOH 1H1
ald
letter

Written message that is inserted into an envelope and addressed to a recipient.

jpostes__posi]

1002002

(@o1¥)

Phillip Schunan
2002 Buro avenue
treal, Canada

HoR 181

bulk mail letter
Mail consisting of a large number of letters mailed at the same time by
the same sender, usually at a reduced postage rate.

postal parcel
Parcel sent through the mail.

27



COMMUNICATIONS
public postal network

mail box
mail Box with a slot through which outgoing
Everything sent and distributed mail is placed for delivery by the postal
through the postal service. service.

postal van

Covered vehicle used to transport mail;

here, mail is being taken to the nearest
_.~post office, where it is usually canceled.

optical character reader
Machine used to process canceled stamped mail; it reads
the postal code and prints the corresponding bar code
and then separates the mail into local, regional and
international.

|
-

post office

Building where mail is processed and
various postal services are offered to
the public.

distribution center i

Building where mail is received, processed ~ }
and organized for direct delivery or for

forwarding to another distribution center or

post office.

postal van

Covered vehicle used to transport mail;
here, canceled stamped mail is being
taken to the local distribution center.

canceled stamped mail

Mail whose stamp has been postmarked
with a date and a location to prevent its
use on future mailings.

primary sorting
Operation in which mail received is
quickly sorted to expedite processing.

culler-facer-canceler
Machine used to process uncanceled mail; it rejects nonstandard mail,

uncanceled stamped mail .
Mail whose stamp has not been-""

v
postmarked. ey places the remaining mail facing in the same direction and cancels it.
mail mail box bostal van
Everything sent and distributed Box with a slot through which outgoing ~ Covered vehicle used to transport mail;
through the postal service. mail is placed for delivery by the postal  here, collected mail is being taken
service. directly to the main distribution center.
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public postal network

post office
Building where mail is processed and
various postal services are offered to

regional distribution center postal van ’
Building where mail intended for a specific ~ Covered vehicle used to transport mail; the public.
region is received, processed and here, mail is being taken to the post i
organized for direct delivery or for office, where it is sorted according to mail carrier
forwarding tq apost office. each mail cqrrler’s route. / Person responsible for home delivery
] R ; of the mail, which is done on foot or in
! avehicle, depending on the postal
- A ------ route.
regional mail
mail carrier

Person responsible for home delivery

of the mail, which is done on foot or in

a vehicle, depending on the postal
__.——Toute.

distribution center.

Mail to be taken to a region served by a

postal van

Covered vehicle used to transport mail;
------- ~"here, regional mail is being taken to
another distribution center.

cargo aircraft
Plane with large freight capacity; it is
used to transport goods.

oW

air mail

Mail for international destinations or
remote regions within the country can be
sent by air to speed delivery; the air mail
rate is higher than the regular rate.

. ) ) mail carrier
~international mail Person responsible for home delivery
Mail to be delivered to another country. of the mail, which is done on foot or in
o . avehicle, depending on the postal
sorting machine ! route
Machine used to sort mail with the )
help of printed bar codes. i
i mail carrier

3 Person responsible for home delivery

"=~ of the mail, which is done on foot or in
avehicle, depending on the postal
route.

local mail
Mail to be delivered by the mail carrier or
to be sent to a post office in the same town \
or a neighboring town. postal van post office

Covered vehicle used to transport mail;  Building where mail is processed and
here, mail is being taken to the post ~ various postal services are offered to

office, where it is sorted accordingto  the public.

each mail carrier's route.
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broadcast satellite communication

Transmission of television signals (pictures and sound) to the general public by means of radio waves relayed
by satellite.

satellite

Space vehicle placed in geostationary orbit
at an altitude of 22,000 mi to transmit
sound and visual signals in the form of
radio waves.

relay station

Facility receiving and amplifying signals
from a transmitting tower and relaying
them to another receiver.-..

Hertzian wave transmission

Hertzian waves, also called radio waves, are low-frequency

electromagnetic waves; the full spectrum of radio waves is divided into

bands for specific uses such as radio and TV. Each band is in turn
divided into channels. .. _

home antenna

Small receiving antenna used by a
subscriber to capture radio waves--._
emitted by a transmitting tower or relay
station.

transmitting tower
Facility used to transmit radio waves to a
receiver so that television programs can
be broadcast locally.

Jr

;
iy |||

Ul

I

cable distributor
Company specializing in the transmission of television -~
signals to customers through a cable network.

distribution by aerial cable network/ national broadcasting network

Signals can be relayed to the customer through a network of All the public installations that produce and
suspended cables. broadcast television or radio programs on a
given frequency band.
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broadcast satellite communication

mobile unit
Vehicle equipped with a transmitter that broadcasts live or recorded news
reports or programs from locations outside a television studio.

transceiving parabolic antenna
Device with a saucer-shaped reflector that emits and
receives radio waves.

private broadcasting network

__Allthe private installations that produce and
------------------------ broadcast television or radio programs on a
given frequency band.

local station
---Television station that is usually part of
anational or private network.

direct home reception

Radio waves are emitted by a satellite and
captured directly by the subscriber's parabolic
antenna.
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telecommunications by satellite

Transmission of data such as images, sound and computer data using radio waves relayed by satellites.

industrial communications
All the messages exchanged by companies involved in
the production of goods and services.

air communications
All the messages used to help aircraft navigate and to
control air traffic.-.._

o=
telephone network distribution by underground cable network
All the installations allowing the exchange of data Signals can be relayed through a network of
0r voice messages, sounds or images between two underground cables.
or more customers.
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telecommunications by satellite

military communications
All the messages related to the armed forces and
battleground operations.

teleport
Installation with equipment allowing it to offer
customers access to satellite telecommunications
serv]ces.
/ maritime communications
All the messages used to help ships and submarines navigate and to
control maritime traffic.

consumer

repeater

Device running the length of a cable
that receives, amplifies and resends
signals to transmit them over long
distances.

. distribution by submarine cable
~Signals can be relayed through a network of
underwater cables.

road communications “ personal communications
All the messages related to vehicular traffic, including All the messages exchanged between individuals.
trucks, taxis and emergency vehicles.
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telecommunication satellites

Space vehicles placed into geostationary orbit at an altitude of 22,000 mi to receive and broadcast long-distance
signals in the form of radio waves.

Eutelsat
Family of European satellites launched 20
years ago to transmit television,
telephone and business communications
signals.

communication module
Part of the satellite that receives and amplifies signals captured by
the dish and then relays them to the transmission dish.

transceiving dish

Antenna allowing a satellite to capture radio waves
emitted from Earth and to redirect them to ground
stations.

solar reflectors
Protective panels used to deflect the Sun’s rays
and lower the heat reaching the satellite
equipment so it will not be damaged.

solar array

Power supply device that converts

solar energy into immediately usable
electrical energy.

propulsion module

Section of the satellite housing the rocket engine,
which maintains the position and orientation of the
satellite in its orbit.

“-~-transmission dish

i Antenna allowing the satellite to broadcast radio waves to an Earth
service module station.

Section of the satellite housing the command and control systems.
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telecommunication satellites

Intelsat

First network of international telecommunication
satellites; it was set up in 1965 to ensure exchanges of
telephone and television signals from one end of the
globe to the other.

Anik
Family of Canadian satellites. Anik A1,
launched in 1972, was one of the first
national telecommunication satellites.
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radio: studio and control room

Area with two rooms separated by a glass window where audio programs are produced, recorded or broadcast.

audio monitor

on-air warning light Device that reproduces the audio
Light indicating that a program is being portion of an on-air program to
broadcast. monitor its sound quality.

studio

Soundproof area designed for sound
recording; radio programs are
produced here.

microphone
Device that converts electric pulses .. _
into broadcast or recorded sounds.

announcer turret

Control unit used by a program host or
announcer mainly to turn a microphone on or
off.

jack field

Series of connector sockets (jacks)
allowing various pieces of equipment
to be linked to the audio console.

stop watch

Instrument that precisely measures
time in minutes, seconds and fractions
of seconds.

A

sadd U
i Al{‘“; it
0

producer turret---"
Control unit with a microphone that is used by
the program’s producer to communicate with
the announcer.
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radio: studio and control room

tone leader generator
Device producing the tracking or technical tuning ~ digital audio tape recorder
clock signals that is inserted at the beginning of a Device using a small magnetic tape cartridge to
Clock used to lyime aprogram. [ecording. (}igitally record a program for later broadcast.

cartridge tape recorder
Device for analog recording of a program for later
.~ broadcast using a magnetic tape cartridge.

cassette deck
Device used to play back and record sounds on a
~recording tape cassette.

compact disc player
Device using a laser beam to play back sounds
--recorded on a compact disc (CD).

turntable

Device using an arm fitted with a stylus
cartridge to play back sounds from a
record.

--bargraph-type peak meter
Instrument measuring peak sound intensity in a
predetermined time period.

“>~volume unit meters
Instruments measuring the relative intensity of
the various sounds being broadcast or
recorded.

“----audio console
Console made up of all the devices
used to control, adjust and mix sound.

control room

Room adjacent to the studio that is
--equipped with sound control and

recording equipment; the director

monitors the on-air program from here.
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dynamic microphone

Device with a moving coil traveling in a magnetic field that converts sounds into electric pulses for broadcasting
or recording.

moving coil
windscreen Metal part whose motion in a magnetic field is
Screen covering and protecting a caused by the vibrations of the diaphragm; it
microphone; it muffles the speaker’s creates a corresponding modulation in the

breathing and the sound of the wind. - electric current.

on-off switch
Power-connecting device used to turn the
housing microphone on or off.

connector
Device used to connect the cable to the
microphone.

fnagnet
Material producing the magnetic field.

diaphragm

Thin sheet of metal or plastic attached
to the moving coil; it vibrates from the
effect of sound waves.

plug
Terminal end of the cable with prongs
that is inserted into an electric outlet H
(jack). cable
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television

The first long-distance transmission of black and white pictures took place in the 1920s; color television was
introduced in 1951.

parabolic antenna
Device equipped with a parabolic dish that
sends waves toward a television station.

) ) wave guide
microwave transmitter Tube directing waves from a mobile
Device producing electromagnetic " unit to a television station for network
waves of a slightly higher frequency ----------- broadcasting.
than radio waves; it is used to carry
video signals.
“~microwave dish
Surface that sends the waves from a television
program simultaneously with its production.
tripod

Solid base with three feet.
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mobile unit

Vehicle equipped with a transmitter that
broadcasts live or recorded news reports or
programs from locations outside a television
studio.

audio monitor

Device that reproduces the audio

portion of an on-air program to
monitor its sound quality. ---..__

equipment rack
Cabinet where the mobile unit's--..__
technical equipment is stored.

telephone set

Device allowing the human voice to be
transmitted over a distance by means
of a network of telephone lines.

audio technician .-~
Person responsible for sound recording.

audio console~"
Console made up of all the devices
used to control, adjust and mix sound.

producer~”

production control room

Area equipped to select and compose pictures to
be broadcast or recorded; it is also used to
coordinate the activities of other control rooms
and filming locations.

audio control room
Room with the control and monitoring
equipment required for sound recording.

preview monitor
Screen for viewing a picture to assess its
quality before broadcasting or recording it.

monitor wall

Set of screens on which various camera shots are
projected as requested by the producer; it allows the
producer to switch from one shot to another during
the program.

clock
Clock used to time a program.

/

output monitor

/
video switcher technician

Person responsible for switching from one
camera to the other as requested by the

Person in charge of the technical and
artistic direction while a movie or a
television program is being shot.

40

Screen for viewing a picture sent to a
television station or recorded for later
broadcast.

producer.

video connection panel
All the devices connecting camera cables to
the control room equipment.
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television

audio monitor

Device that reproduces the audio
portion of an on-air program to
monitor its sound quality.

equipment rack
Cabinet where the mobile unit's
technical equipment is stored.

camera control area
shots.

camera control unit
Console housing all the equipment used to
control and adjyst the cameras.

Room equipped to control and adjust camera

camera control technician
Person responsible for camera operations and the

_~quality of the pictures.

technical producer
Person responsible for all technical

elements of a production, including
sound and picture quality.

cable drum compartment
Compartment used to store camera and lighting cables.

electrical connection panel
All the devices connecting a mobile unit's electric

circuitry to a generator or electric supply network

technical equipment compartment
Compartment used to store equipment required to

produce a program such as cameras and batteries

maintenance area
.- Area for the technical maintenance of

equipment.

air—conditioning unit
Device used to keep the air cool withina

mobile unit.
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television

studio and control rooms
Atelevision studio is made up of a set and three control rooms
housing a variety of facilities for controlling broadcasting and

recording. camera control technician lighting control room
Person responsible for camera operations ~ Room housing a set of devices used to
and the quality of the pictures. vary the intensity of the spotlights.

lighting technician

Person responsible for drawing up
lighting plans and supervising the
installation and operation of the
spotlights. ... _

studio floor
Room designed for recording television
program sounds and images; it might be

lighting board operator
Person responsible for making lighting
changes during production.

soundproof or not.

technical producer
lighting/camera control area Person responsible for all technical
Room equipped to control camera shots and lighting. elements of a production, including™

sound and picture quality.

audio control room . vi%?ofswitq?i( te(;hnician

Room with the control and monitoring erson res;;or:? t;hor switcl |th ré)rt? [Jtﬂe __________

equipment required for sound recording. camera to the other as requested by the
producer.
producer------~

production control room

Area equipped to select and compose
pictures to be broadcast or recorded; it is
also used to coordinate activities in other
control rooms and the studio.

Person in charge of the technical and
artistic direction while a movie or a
television program is being shot.

production adviser

Production associate who is
responsible mainly for overseeing the
proper flow of a program.

audio technician _
Person responsible for sound recording.

musical advisers
Production assistants for the musical ----=-"""
portion of a program.
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television

auxiliary facilities room
lighting grid access Room in which various technical and
Area providing access to the qatwalk above the lighting grid

__.-administrative activities are carried out.

connection box

Panel containing all the jacks that
connect control room equipment such
as cameras, microphones and
intercoms.

additional production personnel
Team of assistants and consultants involved in
producing a television program.

camera

Filming device whose optical system
separates light into the three primary colors
and converts it into electronic signals for
broadcast.

microphone boom
Arm from which a microphone is suspended
and positioned above the performers’ heads
and thus off-camera.

equipment rack
Cabinet used to store control room
technical equipment.
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production control room

Area equipped to select and compose pictures to
be broadcast or recorded; it is also used to
coordinate activities in other control rooms and
the studio.

audio monitor

Device that reproduces the audio
portion of an on-air program to
monitor its sound quality.

telephone

Device allowing the human voice to be
transmitted over a distance by means
of a network of telephone lines.

production desk

Desk housing all the technical
equipment of the production control
room.

a4

intercom station
Speakerphone for communicating between
different locations in the same building.

monitor wall

Set of screens on which various camera shots are
projected as requested by the producer; it allows
the producer to switch from one shot to another
during the program.

input monitors

Screens displaying pictures taken by
studio cameras or originating from
various other sources such as a
videocassette recorder or a telecine.

Screen for viewing a picture that was

clock
Clock used to time a program.

output monitor

broadcast or recorded.

intercom microphone
Microphone used by the producer,
production assistant or a technician to
transmit directions to crew members in
other control rooms or in the studio.

auxiliary video switcher
Additional video switcher.
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television

preview monitors
main preview monitor Screens used to view a picture before
Screen for viewing a program before it is broadcast  broadcasting or recording it to ensure its
or recorded. quality.
digital video effects monitor technical producer monitor
Screen used to view special effects generated by Screen allowing the technical producer to check a
digital video special effects. picture.
| 7

audio volume unit meters
Instruments that measure the relative intensity of
sounds.

audio/video preview unit
.~ Module used to check sound and picture quality.

vector/waveform monitor
Measuring device used to check the quality of a video signal (light
__.--intensity and colors).

stereo phase monitor
Measuring device used to check the phase of a
stereophonic signal.

“----video monitoring selector
Device for selecting a picture to be checked.

" audio monitoring selector
Device for selecting a sound source to be checked.

broduction video switcher \\digital video special effects

Device used to select and transmit pictures to be broadcast ~ Device used to create special effects from digital
or recorded; it can create various transitional effects images.

between images.
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television

studio floor

Room designed for recording
television program sounds and
images; it might be soundproof or not.

floodlight on pantograph
Broad light that is mounted on an expandable support
whose height can be adjusted.~.._

floodlight
Light with a wide beam that is used to
illuminate an entire scene. -

camera

Filming device whose optical system separates
light into the three primary colors and converts
it into electronic signals for broadcast.

test pattern------
Image used to calibrate and adjust
various camera settings.
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television

lighting grid .
f hold th Jights. spotlight
?”d used o hold the spotlights Small multidirectional light providing

localized illumination of an actor or part of a
set.
)

microphone
Device that converts electric pulses
into broadcast or recorded sounds.

curtain
_____ -—-Movable piece of cloth used as set
---------- i decoration.

cyclorama

__Fixed or removable backdrop around the set
of a program; it is used to produce various
visual effects.

microphone boom

Arm from which a microphone is
suspended and positioned above the
performers’ heads and thus off-camera.

" microphone boom tripod
Very stable three-sided support on wheels.
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television

camera

Filming device whose optical system separates
light into the three primary colors and converts it
into electronic signals for broadcast.

camera viewfinder

Device for viewing the scene to be

filmed in order to frame it and bring it zoom lens

ipto focus. Device for changing the visual field so

that a close-up or distant shot of the
subject can be obtained without
moving the camera.

teleprompter

Screen with scrolling text so that the
announcer can read without looking
away from the camera.

camera pedestal
----------- Very stable three-sided support on
wheels.
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television

liquid crystal display (LCD) television plasma television
Television set with a flat, thin screen, which Television set with a flat, thin screen that reproduces
reproduces images by reflecting light onto liquid images using light emitted by a mixture of gases.
crystals.

cathode ray tube (CRT) television
Receiving device that generates the sound and
picture elements of programs broadcast by a
television station or recorded on cassette or

disc.

power button
_.--Mechanical connection that turns the
television on or off.

---tuning controls

screen
Surface on which TV pictures are---
formed.

remote control sensor
Device that receives infrared signals emitted by a
remote control so that certain functions can be
operated from a distance.
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television

picture tube

Hollow glass tube in which video
signals are converted into electron
beams to produce pictures on the

screen.

protective window i
Front portion of the picture tube that :
covers the screen. :

funnel
Flared rear portion of the picture tube.

color selection filter

Perforated metal plate that directs each electron

beam toward the sensitive parts of the screen
_~corresponding to its color.

electron gun

Device that emits electron beams toward the
screen; there are beams for each of the
primary colors, red, green and blue.

base
i Terminal end of the picture tube that
i connects to outside circuits.

neck
Narrow part of the picture tube that
contains the electron gun.

electron beam
All the negatively charged particles
traveling in the same direction; their
intensity varies with the video signal
i received.
screen
Surface on which pictures are formed; it is
covered with sensitive dots, which emit
red, green or blue light when hit by
electrons.
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television

electron gun

Device that emits electron beams toward the
screen; there are beams for each of the primary
colors, red, green and blue.

red beam

Electron beam hitting the sensitive
parts of the screen that are designed to
emit red light.

grid

Electrode with openings, which allow
electrons to pass through; it helps
regulate the intensity of the beams

directed toward the screen.

magnetic field
Zone exhibiting the properties of a
magnet; it controls the direction of the
electron beams so that the entire screen is
covered.

blue beam

Electron beam hitting the sensitive
parts of the screen that are designed to
emit blue light.

green beam

Electron beam hitting the sensitive
parts of the screen that are designed to
emit green light.
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dish antenna

Device with a dish reflector that
receives radio signals froma
telecommunication satellite.

dish
------------------------------------ Surface that collects waves and causes
them to converge toward the feedhorn.

feedhorn

Device that receives, amplifies and
converts waves into signals that can be-------{--------
used by a receiver such as a digital
Teceiver.

pole
------------------------------ Tube that supports the antenna and is
used to mount it.

receiver

Device that decodes digitized TV
signals transmitted by satellite or cable
and routes them toward a television
set.

card reader
Device used to read a chip card that
authorizes the decoding of signals
covered by the subscription service. remote control
Device that operates some functions of
the receiver, including start, stop and
program selection, from a distance.
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television

surround loudspeaker

Each of the small loudspeakers located
about the room that generate the surround
sounds.

main loudspeaker
Each of the two loudspeakers located at ~ center loudspeaker
the sides of a television set that Loudspeaker located between the two
generate most of the sounds and main loudspeakers that generates
music. dialogue and certain sound effects.

subwoofers
Large loudspeakers designed to generate very low
frequencies.

home theater

Audiovisual equipment package for
home use; it recreates the sound and
visual effects found in movie theaters.

large-screen television set
Television set with a screen having a length-
to-height ratio greater than the norm so that

it conforms to a movie theater format.

53



COMMUNICATIONS
television

videocassette
Rigid case containing a magnetic tape
on which sounds and images can be

recorded. reel
1[;]ylindricalt_patrt used to wind and unwind recording tape
N magnetic ape. Flexible tape whose surface is covered with a

magnetic substance; it is used as a recording
_-medium.

videocassette recorder (VCR)
Device for playing back or recording
audio and video signals on the
magnetic tape of a videocassette.

cassette compartment
Space designed to receive a videocassette.

VIDEO (MONO)L-AUDIO-R D casser

\ » oseuay

ﬁower button display

Mechanical connection that turns the Liquid crystal display showing instructions
VCR on or off. for setting or operating the player.
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television

power button

Mechanical connection that turns the

player on or off.

channel select
: Numbered keys used to select the
| desired channel directly.

CHANNEL
v A

———
—

disc tray"

Part in which a disc is inserted to be
played back.

record button
Button that starts recording of a
program.

disc compartment control
Button used to open or close the disc

Liquid crystal display showing
instructions for setting or operating the
player.

digital versatile disc (DVD)

Digital recording medium available in various
formats, including video, audio and
multimedia; it has greater storage capacity
than a compact disc.

DVD recorder
Device that uses a laser beam to play
back data recorded on a DVD video.

stop button

Button that stops playback or
recording.

|

play button
Button that starts playback of adisc.

tray.
\\

pause/still button
Key that stops a tape momentarily during playback L
to produce a still image on the screen.

track search/fast operation buttons
Keys used to move to the next or previous

scene, or to accelerate playback forward or
backward.
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remote control

Device that controls some functions of
atelevision set, tape recorder, DVD
player, or another electronic appliance
from a distance.

display
Display area for viewing various-..
control menus and options.

menu button
Button providing direct access to the
remote control’'s main menu.

select button
Button used to choose a setting or

operation. ...

stop button

Key used to halt playback or recording. ™™=~

volume control -

channel selector controls
Number keys used to select a desired channel.

function buttons

Buttons for activating various display
options or controlling certain
parameters.
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navigation button
Button used mainly to move to the
» remote controf's different menus.

track search/fast operation buttons

Buttons used to skip to the next or previous track or

to enable accelerated playback of the sound or
_..»image forward or backward.

pause/still button

.~ Button that allows the user to temporarily stop

playback to obtain a still image on the screen.

------- play button

Button that starts playback of a tape,
disc, or file.

“channel scan button

Keys used to change channels.

“mute
Button that turns the sound off.

power button
_ Mechanical connection device that
“~-allows the remote control or an
electronic device attached to it to be
turned on or off.
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compact videocassette adapter
Case allowing a compact videocassette to be viewed
using a standard VCR.

cassette compartment
Space designed to receive a
videocassette.

miniDV cassette
Digital videocassette onto which
images and sounds are recorded.

hard disk drive camcorder DVD camcorder
Portable video camera that records Portable video camera that records
sounds and images in digital format on sounds and images in digital format
an internal hard disk. directly on a Digital Versatile Disc
VD).
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mini-DV camcorder: front view
Portable video camera that records sounds and
images in digital format on a miniDV cassette.

photoshot button
Button used to record a still image on a
memory card.
7/
electronic viewfinder zoom button
Small video monitor for viewing the Button used to adjust the zoom to
scene to be filmed in order to frame it obtain a distant or close-up view of the
and bring it into focus. .- Subject being filmed.

recording mode
..---Button used to select a recording
. medium (cassette or memory card).

zoom lens

Lens for changing the visual field so that
--aclose-up or distant shot of the subject

can be obtained without moving the

camcorder.

terminal cover

Cover that protects the camcorder's
different input and output jacks
(microphone, audio-video, DV).

T lamp
Device that produces a light beam used
to light the subject being filmed.

- microphone
Device that converts electric pulses
into broadcast or recorded sounds.

: A\
hand strap power/functions switch
Adjustable strap for carrying the Button used to turn the camcorder on or off and to
cameorder. select the operating mode including camera,

playback and battery recharge.
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mini-DV camcorder: rear view

focus bytton nightshot button
Button used to focus the image Button for activating the mode that allows
automatically or manually. filming in the dark.

backlighting button
Button used to improve contrast on the | !
LCD screen in order to improve tsy, recording start/stop button
readability. %\ \ Button used to start and stop the recording of pictures and
\ N i sounds.

videotape operation controls
Buttons that control viewing of

\ \ L eyepiece

recorded images; they include A A Optical disk or system of disks through

playback, stop, pause, fast-forward and ‘\ which the eye sees the image produced
rewind.

& \\ e

widescreen/data code button

Button used to start recording in widescreen

format or to insert various data (date, time, etc.)
onto the filmed image. «._

speaker card slot
Integrated device used to generate  Covered slot in which a memory card
sound.  is inserted to record still images taken I i
with the camcorder. i rechargeable battery pack
Device that stores chemical energy
while charging, then converts it to

liquid crystal display menu button electric energy.
Screen that uses light reflected off liquid crystals Button used to display menus for
to display alphanumeric data or images. changing settings and accessing the
camcorder’s options.
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sound reproducing system

System for reproducing sound that consists mainly of a tuner, playback equipment, an amplifier and

loudspeakers.

system components

tuner
Device that receives signals from radio stations by selecting
the appropriate frequency.

amplifier
Device used to increase the strength of a sound
signal.

loudspeakers
Case enclosing one or several speakers whi
convert electrical pulses into sound waves

=
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record player
Device using an arm fitted with a stylus cartridge to play back
sounds from a record.

compact disc player
Device using a laser beam to play back sounds recorded on a
compact disc (CD).

cassette tape deck
Device used to play back and record sounds on a recording
tape cassette.

graphic equalizer
Equipment used to modulate the received signal by regulating
the relative intensity of each of its frequency bands.
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sound reproducing system

tuner
Device that receives signals from radio

stations by selecting the appropriate

tuning mode frequency.

Button for choosing between automatic (scanning) or
manual selection of stations.

mode selector
Button used to select the sound
j tuning control

band selector reproduction mode (monophonic or
Button used to select a broadcast frequency.

Button used to select an AM or FM band. stereophonic).

preset tuning button digital frequéncy display active tracking
Button used to tune into a station held in memory. Liquid crystal display showing the broadcast ~ Button used to browse the full frequency band to
frequency of a tuned station. locate and select a station.
graphic equalizer

Equipment used to modulate the received signal by
regulating the relative intensity of each of its
frequency bands frequency bands.
All the frequencies contained in a
sound signal.

LT cme

frequency setting slide control
Sliding part used to tone down or amplify the sound signal associated

with a given frequency band.

power‘button
Mechanical connection that turns the graphic
equalizer on or off.
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ampli-tuner: front view
Device combining the functions of a tuner (receiving radio signals)
and an amplifier (increasing the strength of a sound signal).

input lights
Small indicator lights showing the selected
input. volume control
treble tone control i
Button used to adjust the relative level of i
high-frequency sounds.. i

power button
Mechanical connection that turns the
ampli-tuner on or off.

input selector ; i

Button that selects the source of signals in ;

band select button the device including tuner, cassette deck, i
CD or DVD player. :

Button used to select an AM or FM band.

i memory button display

i Button used to hold certain stations in Liquid crystal display showing

H memory. instructions for setting or operatingthe ~;
ampli-tuner. H

bass tone control

funing buttons
Buttons used to select a broadcast frequency. Button used to adjust the relative level of low-
frequency sounds.

headphone jack balance control
Slot that takes the plug from the Button used to adjust the relative volume of
headphones. the left and right channels.
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ampli-tuner: back view

power cord

Flexible electric wire housing the leads
connecting the appliance to the electric
circuit.

cooling fan switched outlet
antenna terminals Fan that circulates air to cool the Device that provides electricity to the
Jacks that connect the AM and FM receiving antennas internal components of the ampli- equipment connected to it when the
to the ampli-tuner. tuner. ampli-tuner is on.
\ \ :

N\ i A 20
\ d l = SWITCHED
fiee 1 8OW 0.7AMAX

SURROUND.

g en

loudspeaker terminals

ground terminal :
Jacks that connect the loudspeakers to the ampli-tuner.

Device that grounds the electric current
to prevent electrocution due to faulty
equipment. :

input/output audio/video jacks

Coupling jacks that transfer audio and video signals
between the ampli-tuner and the various playback and
recording devices.
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cassette
Rigid case containing a recording tape on
which sounds can be recorded.

recording tape

take-up reel Flexible tape whose surface is covered
Cylindrical part on which the recording with a magnetic substance; it is used
housing tape winds. as a recording medium.

playing window fape-guide

Opening allowing the recording tape to advance Part that holds and guides the
in front of the playback head of the cassette tape recording tape in front of the playing
deck. window.

guide roller
Spool that guides the recording tape.
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cassette tape deck
Device used to play back and record sounds on a
recording tape cassette.

counter reset button
Key used to reset a tape counter to zero.
tape counter peak level meter
Device showing the length of a Device showing the intensity of the sound signals being
recorded segment on a tape. played back or recorded.

eject button tape selector

Key activating the mechanism to eject a it The buttons used to indicate clearly the type of

cassette from the cassette holder. i recording tape (normal, chrome or metal). i

TAPE COUNTER
[
RIGHT

a0 courter o2 N T 23 T s 0w

O 0O QO « |

RECMUTE

HEADPHONES

cassette holder / [ pause button
Compartment receiving the cassette for i 4 it Key used to temporarily stop the
playback. ’,:' it playback or recording of a tape.
7 // \ \
rewind button / | record button
Control key used to rewind a tape. Key used to activate the sound recording

mechanism on a tape.

play button fast-forward button étop button
Key used to play back atape. ~ Control key used to fast-forward atape.  Key used to interrupt the playback,
recording, rewinding or fast-
forwarding of a tape.
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record
Usually vinyl, circular medium on
which sounds are recorded.

spiral center hole
Blank part of the locked groove that  Circular opening for inserting the

separates two bands. record on the center of the turntable.

spiral-in groove
Part of the locked groove that marks
the beginning of the record.

tail-out groove
Part of the locked groove that marks
the end of the last band.

bahd locked ‘groove ihbel

Part of the locked groove that contains a Spiral groove etched into the surface of a Marking affixed to the center of the
recording; the sides of the groove are marked record; the stylus cartridge of a record record that provides information about
by hills and valleys, which cause the stylus to player travels along the groove from the its contents.

vibrate. outside in.
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record player
Device using an arm fitted with a stylus

rubber mat cartridge to play back sounds from a
Antiskid and antiscratch turntable record.
cover that is usually made of felt or
rubber. hinge

| !

spindle counterweight

i Cylindrical part that acts as a pivot for  ; Part that regulates the pressure of the

; the turntable and record. / dust cover .~ Stylus on the record groove.

antiskating device

Device that reduces the effect of centripetal
~"force, which draws the toner arm toward the

middle of the record.

_arm elevator
.- Lever that raises the tone arm.

arm rest
Part that supports the tone arm when it
is at rest.

- tone arm
Elongated movable part that holds the
stylus cartridge and moves it along the

surface of the record.
“stylus cartridge
Part made up of a magnetic cartridge
i and a supporting shell; it is attached to
i the end of the tone arm.
turntable " cartridge
Rotating part on which the record rests Device that converts the vibrations of
when played. 5 the stylus into electric pulses as it
A travels along the locked groove.
base plate épeed selector base
Plate that supports the turntable; itis  Device used to select the turntable Structure supporting all the record
usually attached to the base by a speed (45 or 33 1/3 revolutions per player components.
springy suspension. minute).
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compact disc
Digital recording medium with multiple
formats (including video and audio)
and variable storage capacity. technical identification band
Surface on which the disc’s identification code
_~Is engraved.

pressed area

Surface that contains the recording; it
is coded on a spiral groove pressed
into the disc.

~~~~~ reading start

The track on the pressed surface is
made up of a series of pits and
asperities; a laser beam reads the
groove from the inside out.

compact disc reading
During playback of a compact disc, a
sensor analyzes laser beam variations

reflected by the disc's surface to re-create asperity
the original sound signal. Each of the small protuberances of resin surface
varying length that encode data on the ~ Transparent film that covers and protects the

disc’s surface. aluminum layer.

objective lens

Optical system made up of a set of
lenses attached to a mount; it focuses-

the laser beam onto the section to be
played.

laser beam -------

Highly concentrated light beam that
scans the surface of a disc; the pits and
asperities determine how the light
beam is reflected.

aluminum layer-
The surface of the disc is covered with a
thin layer of aluminum, which reflects the
laser beam toward the sensor.
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stop button
Button used to stop playback of a disc.

track search/fast operation buttons

display Buttons used to skip to the next or previous
LCD screen displaying device settings track or to accelerate playback forward or

or operations executed.

direct disc access buttons
Buttons used to play back one of the
discs inserted in the player.

shuffle play
Button used to play back tracks in

backward‘.

random order chosen by the device.\

compact disc player
Device using a laser beam to play back sounds
recorded on a compact disc (CD).

play button
Button used to start playback of a disc.

repeat button

power\buﬂon
Mechanical connection that turns the Button allowing repeated playback of one
player on or off. or several tracks.

disc com‘partment
Compartment that contains the tray into
which the disc is inserted for playback.

headphone jack
Input jack for a headphone plug.

pause button :
Button used to stop playback of a disc
temporarily.

i
disc compartment control
Button that opens and closes the disc tray.

disc skip
Button used to skip to the next disc.
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headphones
Sound reproduction device made up of
two earphones mounted on a

headband.
headband
Flexible band that holds the earphones
on the ears.
resonator
Part of the headphones that is covered
by a grille and houses the loudspeaker.
adjusting band ------ )
Device that adjusts the headband to fit ~ connecting cal?le
the user's head. Electric cable that transmits sound to

the headphones.

earphone------

Small speaker placed directly over the
ear to listen to sounds from a stereo
system or sound equipment.

plug

Terminal end of the cable with prongs
that is inserted into an electric outlet
(jack).
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loudspeakers
Case enclosing one or several speakers
which convert electrical pulses into sound

waves.
right channel left channel
midrange tweeter
Loudspeaker designed to reproduce the middle Loudspeaker designed to reproduce the high
frequencies of the sound signal. frequencies of the sound signal.
speaker cover woofer diaphragm
Thin grille made of fabric or metal that Loudspeaker designed to reproduce the Cone-shaped flexible part that vibrates
covers and protects the speakers. low frequencies of the sound signal. to create sound waves in the air.
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Sound reproduction system with miniaturized components (including ampli-tuner, speakers and reader).

ampli-tuner
compact disc recorder compact disc player Device combining the functions of a
Equipment used to record sounds by  Device using a laser beam to play back tuner (receiving radio signals) and an
laser etching onto a recordable  sounds recorded on a compact disc  amplifier (increasing the strength of a
compact disc. (CD). sound signal).

R ——

O
X

Ioudsbeaker dual cassette deck

Case enclosing one or several speakers, Equipment with two slots for cassettes;
which convert electric pulses into sound itis used to play back and record
waves by means of an amplifier. sounds on a recording tape cassette.
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portable sound systems

Small self-contained sound reproduction equipment that can be carried easily from one place to another.

telescoping antenna portable radio
FM receiving antenna made up of Equipment used to receive signals

handle sections that extend upward. transmitted by radio stations.

frequency display
Device showing the broadcast
frequency of a tuned station.

tuning control
Button used to select a broadcast
frequency.

treble tone contrdi
Button used to adjust the relative level of
high-frequency sounds.

bass tone control volume control

Button used to adjust the relative level of low- Button that controls the loudness of the
frequency sounds. radio.
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personal radio cassette player clock radio
Portable cassette player that also contains a tuner. Portable radio with a built-in alarm clock
whose wake-up mechanism is a buzzer or a
radio station setting.

display
Liquid crystal display showing
portable compact disc player instructions for setting or operating the

Portable CD player. _~Player.

earphones
Small speakers placed directly over the

ears to listen to sounds from the
player.
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portable digital audio player
Portable player for digital music files.

cable--.._____
9 plug
| B e Slot that takes the plug from the
earphones.
> -
display ---------=---- |-1-0f8-----
Display area for viewing text data i i
(menus, options, playlists), images, or Piano trio No.1
videos. Franz Schubert
Compilation
[
0:35 -14:35
menu button
Button used to display main menus for---.._____
selection of settings or operations. e select button )
--------- , Button used to choose a setting or
_--operation.
previous/rewind button B next/fast-forward button
Button used to return to the previous ----------=------------=-- - . O Button used to skip to the next track or
track or accelerate playback backward. accelerate playback forward.
A\ | A& D

play/pause button
Button used to start or temporarily stop
playback.

earphones

Very small speakers placed directly in
the ears to hear sounds transmitted by
the portable audio player.
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portable CD radio cassette recorder

Equipment combining a radio, cassette player, CD player and speakers in

the same case.

antenna

Device receiving radio waves
proadcast by a station.

mode selectors

Device used to select the operating

mode (radio, cassette player or CD
player).~.

on-off/volume~.__

stereo control
Button that adjusts the relative volume
of the right and left speakers.

headphone jack
Slot that takes the plug from the
headphones.

power plug

Unit designed to accept a power cable,
which can be plugged into an electrical

outlet.

i
cassette player controls cassette
Buttons used to play and record a cassette.  Rigid case containing a recording tape
on which sounds can be recorded.
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_-handle

compact disc player
Device using a laser beam to play back sounds
_..-Tecorded on a compact disc (CD).

compact disc

Digital recording medium with multiple
_______ formats (including video and audio)
______________ and variable storage capacity.

speaker
------------ Integrated device used to generate
sound.

compact disc player controls
Buttons such as play, stop, pause and track change that are used to
play a compact disc (CD).

funing control
Button used to select a broadcast
frequency.

cassette player tuner
Device used to play back and record Equipment used to receive signals
sounds on a recording tape cassette. transmitted by radio stations.
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satellite radio receiver

Device that receives signals from radio
stations broadcast to a large territory via
satellite.

number buttons
Numbered buttons used to enter a
station number directly or to recall a
station kept in memory.

menu

memory button
Button used to record information
related to the current program (artist
name, track title, ec.).

menu button
Button used to access the device’s
different options.

liquid crystal display
Screen that displays alphanumeric data
using light reflected on liquid crystals.

disp

tuning control
Wheel control used to choose a station
or scroll through menus displayed on
the screen.

display button

Button used to select the items
displayed on the screen (artist name,
track title, duration, etc.).
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category

preset‘button
Button used to keep a station in
memory.

v

category buttons

Buttons used to navigate between
different thematic groups of stations
(rock, jazz, classical, sports, for
example).
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wireless communication

Transmission of voice or alphanumeric messages by radio waves; it uses small devices that are equipped with a
transmitting or receiving antenna.

walkie-talkie
Portable two-way radio used to relay
the human voice over short distances.

antenna

display Device that emits and receives radio

Liquid crystal display showing

waves.
instructions for setting or operating the
walkie-talkie.
volume control i
Button that controls the loudness of the
walkie-talkie. ~.
power button
Mechanical switching device that turns
_~the walkie-talkie on or off.
call button

Button that signals the desire to

) ) scroll button
communicate with another user. .

-------- Button that adjusts the speaker volume
and changes equipment settings.

light button
Button that illuminates the display to _ =
make the data more legible in poor = . R menu button
lighting conditions. - = = Button that displays the menus so that

settings and operations can be
microphone~-"" = - selected.

Device that converts electric pulses -

into broadcast or recorded sounds.

"~ monitor button
Button used to check if a broadcast or
receiving channel is free before

lock button transmitting.

Button that deactivates the menu and
scroll buttons to prevent equipment
settings from being changed
accidentally.

speaker
- Integrated device used to generate

push-to-talk switcﬁ sound.

When this button is pressed, voice messages
can be sent from one extension to another;
when it is released, messages can be
received.
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numeric pager

Portable device that receives digital
messages (usually the telephone
number of the caller).

display

Liquid crystal display that shows

messages received and various
information about equipment settings belt clip

and operationg. Clip used to attach a pager to a belt.

read button
Button used mainly to display received
messages.

select button
Button that selects a setting or
operation to be carried out.

menu button

Button that displays the menus so that
settings and operations can be
selected.
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wireless communication

push-to-talk switch

When this button is pressed, voice
messages can be sent from one CB unitto
another; when it is released, messages
can be received.
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CB radio

Two-way radio often installed in a vehicle;
it transmits the human voice over reserved
frequencies on a public band.

microphone
Device that converts electric pulses

into broadcast or recorded sounds.

display
Liquid crystal display that shows the
channel in use.

GHANNEL
NB/ANL  +10KHz ROGER BEEP
pee

NORMAL  OFF

channel selector

Button that selects a frequency channel
for sending or receiving voice
messages.
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communication by telephone

Transmission of data, voice, audio or video messages between parties linked by a telephone network.

portable cellular telephone
Small telephone that transmits voice or text messages via radio
waves.

antenna
Device that emits and receives radio
waves.

liquid crystal display

Small screen that displays
alphanumeric data (settings, caller
name and number, etc.).

objective lens

Lens that enables images to be
projected onto the sensor of the
integrated camera.

headset kit
Accessory allowing hands-free operation of a cellular telephone.
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communication by telephone

receiver
Small voice reproduction speaker that
is placed over the ear.

liquid crystal display

Screen that displays images or
alphanumeric data (settings and
options, text messages, numbers
dialed, address book, etc.).

menu key
Button providing direct access to the
phone’s main menu. ~-..__ navigation key
Button used mainly to scroll through

_.-the phone’s menus and directories.

soft key
Button used for a use;u[:]ecf:ir:;d camera key .
’ Button providing access to the
functions of the phone’s integrated
end/power key camera.

Button used to end a phone call and to turn .
the phone’s power on or off. “~-talk key

Button used to make or answer a call.

alphanumeric keypad

Keys corresponding to letters, numbers
and symbols that are used to dial a
number, compose a message or access
functions.

microphone
Device that converts electric pulses
into broadcast or recorded sounds.
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communication by telephone

telephone set

Device allowing the human voice to be
transmitted over a distance by means
of a network of telephone lines.

handset
Movable part of the telephone made up
of the receiver and the transmitter.

receiver volume control..

transmitter
Device that converts electric pulses
into broadcast or recorded sounds.

handset cord

push buttoné telephohe index
Keys corresponding to letters, numbers List of frequently used names and
and symbols that are used to dial a telephone numbers.

number or access functions.
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communication by telephone

receiver
Small voice reproduction speaker that
is placed over the ear. display
Liquid crystal display that shows various
information such as phone settings, text
messages, dialed numbers and a caller’s
_~name and number.

_.-on-off light

display setting
----------- Button used to change the display
parameters.

function selectors

_____________ Control buttons that operate various
equipment functions such as last-
number redial, call hold and link.

--..._ringing volume control
Button that controls the loudness of the ringing.

memory button
Button that automatically dials a
telephone number held in memory.

automatic dialer index
List of names and telephone numbers corresponding to
the memory buttons.
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pay phone
Telephone located in public places; it functions coin slot
when coins or payment cards are inserted into Slot for inserting coins into a

the phone box. telephone to pay for a call.

armored cord coin return bucket
Small chamber for retrieving coins.
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display

Liquid crystal display that shows a variety
of information such as dialed number and
prepaid card balance.

volume control
Button that controls the loudness of the
phone.

next call
Button used to make another telephone
call without hanging up the handset.

language display button

-~ push button

Key corresponding to letters, numbers
and symbols that are used to dial a
number or access functions.

handset
Movable part of the telephone made up
of the receiver and the transmitter.

“card reader

Device used to read a payment card
(credit card, calling card or prepaid
card).
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communication by telephone

push-button telephone o ponnecled PDA , ,
Device with alphanumeric keys to dial a Device integrating the communication functions
number or access functions; it has gradually of a portable cell phone and the management
replaced the dial phone. functions of a personal digital assistant.

display
Liquid crystal display screen on which --------
graphics or text data are displayed.

function keys

Keys used to execute operations (making a
phone call, sending an e-mail) or access----{

applications (notepad, address book,

agenda).

keypad ----
Group of keys corresponding to letters,
numbers, or symbols, used to generate
characters or execute functions.

cordless telephone call director telephone
Device featuring a handset with an Device that redirects calls within an
antenna that is linked by radio waves to organization’s internal telephone
abase. network.
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communication by telephone

digital answering machine
Device plugged into a phone jack that answers
calls with a prerecorded voice message, then
records messages left by callers.
speaker
Integrated device used to generate--..___
sound.

previous
Button that lets the user hear the~.._ _
preceding message.

display~"

LCD screen that displays the number
of messages recorded.

play

Button that lets the user listen to a

message.

stop
Button that stops message playback.
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delete
_~Button that erases messages recorded.

setup
Button used to change different
__.--options on the device.

power button
Button that turns the device on and off.

next
~Button that lets the user skip to the next
message.

volume
~-Buttons used to adjust the speaker
sound level.

- microphone
Device that converts electric pulses
into broadcast or recorded sounds.
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communication by telephone

facsimile (fax) machine
Equipment used to send written
documents over a telephone network.

receiving tray
Tray in which incoming faxes are
collected.

function keys

The buttons used to select an option or
adjust parameters such as
transmission mode and contrast.

reset key
Button used to cancel an operation or a
setting.

data display -~
Liquid crystal display that shows a variety
of information such as dialed number,
sender’s number, equipment settings and
completed operations.

start key

control keys
The buttons used to carry out various
operations such as automatic dialing,
batch transmission and store-and-
forward transmission.

number key~"”
Button used to automatically dial a fax number
held in memory.

0
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communication by telephone

sent document tray
Tray in which original documents are collected once
tlhey have been scanned by the fax machine.

document-to-be-sent position
Slot into which outgoing faxes are inserted; it converts
/,.graphic data into electric pulses for transmission.

paper guide

Movable device that adjusts the
“position of the original documents
from side to side.
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office

Place where an organization's employees work; it can house administrative, management or production staff,
depending on the company.

mail processing room
Room for sorting incoming and--..__
outgoing mail.

storeroom
Place where items are stored.

photocopy room
Room housing document reproduction
equipment (usually photocopiers).

employee lunchroom
Room where employees eat their -----=""" &
meals.

movable panel---""
Lightweight divider that usually has
feetand is used to section off various
work spaces.

workstation-"
Space equipped for one or more
employees to perform a set of
designated tasks.

kitchen facilities
Section of the cafeteria that is equipped for
meal preparation; it usually contains a
refrigerator, a microwave oven and a coffee
maker.

gentlemen’s toilet
Men'’s room designed to satisfy basic functions
and equipped with toilets and sinks.

ladies’ toilet”/ dressing room fire escabe stairs
Women'’s room designed to satisfy basic Space designated for storing clothes,  Stairs intended as an escape route for
functions and equipped with toilets and hats, umbrellas and so forth. employees during an emergency.
sinks.
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office
accountant’s office
Staff responsible for keeping the
account books in which an production manager
organization’s financial data are Person responsible for planning and managing
recorded. the production of goods and services within a
company.
system support

Person responsible for providing
material and services required to use
computer programs and services.

executive secretary

Person who assists the chief executive

; officer with administrative tasks such as
correspondence, phone calls and
appointments.

7/

reception
Staff member assigned to welcome
.- Vvisitors. chief executive officer’s office
4 The chief executive officer (CEO) is
responsible for the daily management of the
organization in accordance with the
guidelines set out by the board of directors.

file room
.-~ Room where documents are stored for
———— g possible use.

president’s secretary

~~~~~ ... Person who assists the president with administrative
tasks such as correspondence, phone calls and

appointments.

president’s office

The president presides over the board of
directors, which sets the overall direction of
the organization.

--------------- ~conference room
Room used for work-related meetings

---- levator PR
elevalo between employees or with visitors.

Mechanical apparatus with a car that
provides automated movement of
people between the levels of a
building.
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office furniture

All the furniture in an office; it is intended mainly for filing, storage and carrying out work tasks.

storage furniture
Furniture serving to archive, support or
protect various objects.

stationery cabinet
Large two-door cabinet with shelves; it is used to
store office supplies and items used daily.

L—

display cabinet
Cabinet with usually folding, slanted
shelves; it is used to display and stack
books, magazines and brochures.

credenza
Long low office furniture with drawers
or compartments to store various
objects.
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office furniture

locker movable panel
Large two-door cabinet fitted with a bar Lightweight divider that usually has
to hang clothing and a shelf to stack feet and is used to section off various
various items. work spaces.

coat hook
Hook or set of hooks attached to a wall
and used to hang such items as
clothing, hats and umbrellas.

coat rack coat tree

Structure on legs or casters that is Small pole on legs that has hooks to
fitted with a rod to hang clothing. hang such items as clothing, hats and
umbrellas.
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office furniture

work furniture
Furniture designed to facilitate office work, from
writing to working at a computer or typewriter.

computer table
Table designed to hold a computer
monitor and keyboard.

4. -----

pahel
Panel concealing part of the space
between the legs and the table.

printer table

Table designed to hold a printer and its
accessories.

desk mat
Accessory on which paper is placed
for writing; it protects the desktop.

shelf

Horizontal space on which various
accessories can be stored (extra paper,
for example).
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office furniture

swivel-tilter armchair typist’s chair
Armchair designed to swivel Padded chair on casters; the back can be tilted and
horizontally around an axis and to tilt adjusted for height.

forward and back.

executive desk
Desk with a large desktop work space
and two built-in file drawers.

secretarial desk

Desk with two desktops meeting at
right angles and one or two built-in file
drawers.

return
Auxiliary desktop that is used
especially to hold a typewriter or
computer.
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office furniture

filing furniture
Piece of furniture used to file documents by category or
inagiven order.

mobile filing unit 5 mobile drawer unit
Small piece of furniture on casters; it is Small piece of furniture on casters or legs; it
used to hold hanging files. contains drawers and is usually placed under
adesk or table.
°©
—
N
==

lateral filing cabinet
Compartmentalized piece of furniture with flipper
doors; it is used to hold hanging files.
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office furniture

photocopier
Equipment fitted with a photographic
device, which reproduces written texts

and images.
document handler
Device in which one or several sheets of
paper are placed to be photocopied.
cover
; Movable part covering the glass plate  control panel
feeder output tray H on which original documents are Panel housing the photocopier's
Device used to collect unsorted photocopies. ; placed to be photocopied. operating buttons.
H 7

bypass feeder
Device used to photocopy multiple
pages of a document consecutively.

paper trays

Trays containing blank sheets of
various standard-sized papers to be

fed automatically into the photocopier.

automatic sorting trays paper in reserve
Device made up of a series of receiving trays,

which separate photocopies of the same document

into several sets.
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personal computer

Compact data processor consisting of a central processing unit that is connected to a monitor, a keyboard and
various other peripherals.

tower case: front view

Tower case: rectangular enclosure that is taller
than it is wide; it houses the operating
components and peripherals of a personal
computer.

CD/DVD-ROM drive
Playback device using a laser beam to
read the data recorded on a compact ~ CD/DVD-ROM eject button
disc (CD) or digital versatile disc Button used to open the CD/DVD-ROM drive to
(DVD). retrieve the inserted disc.

-

bay filler panel

Standard-sized panel covering an

unused compartment through which
_~electronic hardware can be added.

reset button
Button used to reboot the computer in
----the event the system freezes.

memory card reader
Device that reads and records data on a---- —
memory card. —

___power button
Button for turning the device on or off.

~--USB port
Connector used to link several USB
standard peripherals simultaneously; it
is faster than serial and parallel ports.
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personal computer

tower case: back view

power cable plug

power supply fan Device with metal prongs that connects
Device blowing air to cool the internal the computer by power cable to an

components of the power supply unit. electric circuit.

keyboard port
Round connector that links the
.~ computer to the keyboard.

mouse port
.- Round connector that links the
computer to the mouse.
case fan
Device blowing air to cool the internal ---.
components of the tower case. serial port

Connector used to attach a computer to
-=-various peripherals such as an external
modem; it is slower than a parallel port as it

arallel port
p P exchanges only one bit at a time.

Connector used mainly to attach the
computer to a printer; it is faster than a----

serial port as it exchanges data in eight-bit - video port
groups. Conneclor used.to attach the computgr
monitor to the video board; the latter is
inserted in the tower case and controls the
USB port display of texts and graphics.

Connector used to link several USB____
standard peripherals simultaneously; it is

. "~ network port
faster than serial and parallel ports.

Connector that attaches the computer
to a network.

game/MIDI port

| Connector that attaches the computer to a
game device (e.g., a joystick) or a digital
musical instrument.

audio jack
Connection device that attaches the computer |
to a variety of sound recording and -
reproduction equipment such as a
microphone and loudspeakers.
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personal computer

tower case: interior view

power supply unit
Device that converts the power system's
alternating current (AC) into direct current

(DC) to supply p

computer’s internal components.

motherboard

Main circuit board that houses the
components essential to the computer’s~

operations, including the processor,

chipset and connectors.

filler plate
Plate covering an unused expansion -
connector.

PCI expansion card
Circuit board designed according to PCI

standards that is used to add functions to the -

computer; it can act as a video board, network
interface board or soundboard.

power cable-~""

Flexible electric cable that contains the
conductors used to attach the power
supply unit to the electric circuit.
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processor
Central processing unit (CPU) that
reads and executes programmed
instructions.
\

ower to the personal

PCl expansion connector -
Socket accepting a PCI expansion

card; it provides a higher transmission
speed than an ISA conductor.
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personal computer

CD/DVD-ROM drive

Playback device using a laser beam to
read the data recorded on a compact
disc (CD) or digital versatile disc
(DVD).

battery
Electric energy reserve used to power
computer functions, which are still

/active when the computer is turned off.

random access memory (RAM) module
Module containing RAM chips, which temporarily
store programs and data while they are being used

--0r processed.

chipset

_The integrated circuits (chips) welded to the
motherboard, which coordinates the exchange of data
between the computer's various components.

AGP expansion connector

Socket accepting a video board designed
according to AGP standards; it is
extremely fast and provides high-quality
3-D displays.

secondary hard disk drive

Device used to play and record data on a
secondary hard disk that complements the
primary hard disk.

~-primary hard disk drive
Device that reads and records data on the primary
hard disk; it is the main storage medium for programs
and data.
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input devices

Electronic devices used to transmit data and commands to a computer.

keyboard and pictograms
The keyboard contains a group of keys that
correspond to characters and functions; the latter

are represented by pictograms.
function keys

escape key Keys that control various programmed
Key used to cancel a current operation operations; they vary depending on the

or to exit a given situation. software used.

tabulation key
Key that moves the cursor to the field or tab
stop following or preceding it. “

capitals lock key
Key that activates or deactivates the continuous keying of
capital letters. -, _

shift key
Key that produces the capital corresponding to a letter or--.__
the second character assigned to the key.

control key

Key that is used in combination with another key __..
to execute a command on the keyboard without
having to scroll down the menu.

start key~"
Key activating the Start menu (found
only on Windows® operating systems).

alternate key -~
Key that is used in combination with another key
to produce a character or to execute the function

assigned to it.

detachable palm res'i space ba"r alphanumeric keypa&

Solid or soft accessory attached to the ~ Key that inserts a blank space between Keys corresponding to letters, numbers, symbols
bottom of the keyboard; it is used for two words or characters.  and functions that are used to generate characters or
resting the wrists while typing. control operations.
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input devices

insert key
scrolling lock key Key that activates or deactivates the
Key used to activate or deactivate scroll mode; this allows overwrite mode; this allows existing
the contents of a window to be moved horizontally and characters to be replaced by new
vertically using the arrow keys. ~Characters during data entry.

backspace key pause/break key
Key used to delete the character immediately to the left Key used to pause or stop the current
of the cursor. .~ Operation.

/ home key
H - ..~ Key that moves the cursor to the
/ - -~ beginning of a line or a document.

numeric lock key
Key that activates or deactivates the numeric
keypad.

-..._Page up key
Key used to display the preceding page screen.

--page down key
Key that displays the next page screen.

“<end key
Key that moves the cursor to the end of
aline or a document.

“numeric keypad
Keys corresponding to numbers,
mathematical operators and functions that
: are placed in a specific order to speed up
| numeric data entry.

enter key delete key cursor movement keys
Key used to confirm the execution ofa  Key used to delete a selected item or the character ~ Keys used to move the cursor around the screen.
command or, in the case of data entry, ~ immediately to the right of the cursor.
to move the cursor to the beginning of
the next line.
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L |

space
Insertion of a blank space between two
words or characters.

—>

cursor right
Movement of the cursor one space to
the right.
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nonbreaking space
Insertion of a space to keep two
characters or a series of consecutive
characters together on the same line.

7

cursor up
Movement of the cursor one space up.

q_l

return
Movement of the cursor to the beginning
of the next line; the return key also has a
validation function (to confirm the
execution of a command).

4_

cursor left
Movement of the cursor one space to
the left.

Y

cursor down
Movement of the cursor one space
down.
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a

page up

Display of the preceding page screen.

|

page down
Display of the next page screen.

4

insert

Activation or deactivation of the overwrite

mode; this allows existing characters to
be replaced by new characters during
data entry.

&)

print screen
Printing of a copy of the data displayed
on the screen.

7

delete
Deletion of a selected object or
character immediately to the right of
the cursor.

N

home
Movement of the cursor to the
beginning of a line or document.

|

end
Movement of the cursor to the end of a
line or document.
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control: group select
Symbol assigned to the control key that allows a
command to be executed on the keyboard
without having to scroll down the menu.

shift: level 2 select
To generate a second character or second function
assigned to a key, the user depresses the shift key
followed by the desired character or function key.

108

—

tabulation right
Movement of the cursor to the field or
tab stop following it.

2

alternate
Other symbol assigned to the alternate
key.

Iq_

tabulation left
Movement of the cursor to the field or
tab stop preceding it.

alternate: level 3 select
To generate a third character or a third function
assigned to a key, the user depresses the alternate
key followed by the desired character or function
key.

capitals lock
Activation or deactivation of the
continuous keying of capital letters.



OFFICE AUTOMATION

il

numeric lock
Activation or deactivation of the
numeric keypad.

Y,

pause
Momentary pause of the current
operation.
scrolling
Activation or deactivation of the scroll
mode; this allows the contents of a
window to be moved horizontally and
vertically using the arrow keys.
control
Other symbol assigned to the control
key.

<X

backspace

Other symbol assigned to the backspace key; it
deletes the character immediately to the left of the

cursor.

Y,

break
Halting of the current operation.

G

escape
Cancellation of a current operation or
exit from a given situation.
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input devices

wheel mouse
Mechanical or optical mouse that
contains a scroll wheel.

scroll wheel

Thumb wheel used to scroll down the
contents of a window without using the
scroll bar.

cable

Flexible cable containing the
conductors by which the mouse is
attached to the computer.

control button--
Button that transmits various
commands to the computer.

cordless mouse

Mechanical or optical mouse
connected to the computer by infrared
or radio signals.
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input devices

mechanical mouse

roller Mouse whose case contains a movable rubber
Device that detects the ball's ball underneath to direct the movements of the
movements and transmit them to the pointer on the screen.

computer.

cable

Flexible cable containing the
conductors by which the mouse is
attached to the computer.

I === C lock dial
ball Removable part that surrounds the ball
Movable sphere that moves over a flat and closes the mouse case.
surface (usually a mouse pad) to make
the pointer move on the screen.

optical mouse
Mouse in which the ball is replaced by
an optical system (light-emitting diode
and sensor); it has no movable parts.

optical sensor
Device that measures the mouse’s
movements by analyzing the light rays
(emitted by a diode) reflected from its
support surface.
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input devices

microphone
Device that converts electric pulses
into broadcast or recorded sounds.

trackball
Device with a movable sphere on the
upper part of its case; it directs the
movements of the pointer on the
screen.

bar code reader

Device that uses an optical scanning
process to decode information
contained in bar codes.

&a

mouse pad
Smooth antiskid surface over which the
MOUSe MOves.
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joystick

Device used in video games to direct the
movements of an object or character and to
transmit various commands.

hat switch
Multidirectional button that mainly
changes the view displayed on the
screen.

twist handle

Command lever that rotates around a
______________ vertical axis to change the view or

———————— make an object or character turn.

trigger
Device used mostly in combat games
to fire a projectile.
programmable buttons
Buttons that transmit various preset
commands to the computer. ¢

--hand rest

throttle control
Device used mostly in car racing or
flight simulation games to control such i
things as speed and thrust. base
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input devices

Webcam
Miniature digital camera used to transmit
video images in real time or for

. . cable
videoconferencing over the Internet.

Flexible cable containing t

_.--Webcam to the computer.

microphone
Device that converts electric pulses ---------------
into broadcast or recorded sounds.

base"

digital camera

Camera that contains a sensor and a
microprocessor rather than film; it records and
stores images in digital form, which can then
be viewed on a screen.
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conductors used to connect the

lens

Optical system made up of a set of
lenses fixed on a mount; it is used to
transmit a filmed scene to a sensor.

digital camcorder

Portable video camera in which the
recording tape is replaced by a processor,
which records and stores sounds and
images in digital format.
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input devices
CD/ROM player
Equipment that uses a laser beam to read data
recorded on a compact disc.
T—
digitizing pad

Input device equipped with a touch screen on which one can

/ write, draw or point using a stylus.

Tsstylus

Pencillike implement that is used to enter
alphanumeric data, create and retouch
images and select an option on atouch
screen.

optical scanner

Equipment that converts a document’s

graphics or texts into digital data.
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output devices

Electronic devices used to view or print the results of data processing done on a computer.

flat screen monitor

Thin screen that usually has a liquid
crystal display or plasma display
surface.

OO oo

video monitor
Device with a cathode ray surface that displays
computer-generated graphics and texts visually.

menu button

Button used to open the menu for
O controlling display parameters
— ———— (contrast, luminosity, tracking).

/ adjust buttons
\ g Keys for changing screen controls.

select button
Button for choosing a control or
_.-option.

power switch
Mechanical device that turns the
monitor on or off.

ﬁower indicator
Signal light indicating that the screen
ison.
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output devices

control panel
Panel housing the projector’s operating
buttons.
A

i

lens

Optical system made up of a set of
lenses fixed on @ mount; it is used to
transmit enlarged video images on a
projection screen.

projector

Device that projects electronic images
on a screen from sources such as
computers, DVD players, camcorders
and VCRs.

connector panel

power switch  The jacks used to connect the projector

Mechanical connection that turns the to various video equipment such as
projectoronor off.  DVD players, camcorders and VCRs.

\ I

computer connector

Connector that links the projector to a

compulter.

mouse port
Connector that links the projector to a
mouse or to the mouse port of a
computer.

remote sensor

Device that receives infrared signals emitted
by a remote control; it activates certain
projector functions from a distance.
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inkjet printer

Printer with a movable printhead that sprays tiny
droplets of ink onto paper to produce characters or
images.

paper feed button
Button used mainly to load or eject a sheet of
paper, or to restart a suspended print job.

print cartridge light
Signal light that indicates a malfunction of
the ink cartridge; usually it is installed
front cover incorrectly or empty.,

outpdt tray ihput tray

Tray that collects paper as it exits the Small drawer that contains blank
printer. sheets of standard-sized sheets of
paper to be fed one at a time during
printing.
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i
cancel button
Button used to interrupt the current
print job.

paper feed light
Signal light that usually indicates a paper feed
problem (such as a jam or empty paper tray).

power light
Signal light indicating that the printer
ison.

power'button
Button for turning the device on or off.
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toner cartridge
Removable container filled with fine particles of dry ink; it
is designed for a laser printer.

output tray
Tray that collects paper as it exits the
printer..

laser printer

Printer in which powdered ink in a cartridge is
projected onto a rotating cylinder by laser beam
and then fixed onto the paper using heated
rollers.

_____ front cover

paper guide
----Movable device used to adjust the
position of the paper sideways.

control lights
Signal lights indicating the operating state of
the printer (standby, printing) or certain
problems (paper outage, empty cartridge).

manual feed slot input tray

reset button

Device used to load paper manually, one  Small drawer that contains blank
Bution used fo restarta Supsrli)stn ﬁ)eéi sheet at a time; it is used mainly for sheets of standard-sized sheets of
' special or odd-sized paper. paper to be fed one at a time during
printing.
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desktop video unit dot matrix printer
Device used to produce video documents on a Printer with a movable printhead, which is made
computer. up of a set of small pins that strike an ink ribbon
to print.

film recorder plotter

Device used to transfer images displayed on a Printer for printing documents (plans,
computer screen to film. diagrams, technical drawings) on large
sheets of paper.
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uninterruptible power supply (UPS)

Device used to regulate the power supply to the computer and its peripherals by limiting the effects of cuts,
surges or dips in the electric circuit voltage.

control lights

Signal lights indicating the operating mode
(main power or battery power) or certain
problems (weak battery, overload)

a

computer interface port

Connector attaching the UPS to the computer; software
can then turn the computer off before the battery runs out
completely.

telephone surge protection jacks

Jacks designed to protect communications equipment (such as

telephones, fax machines and modems) from damage caused by too Y
high vo\tag/g‘, on/off/test button

- Button that turns on the UPS and begins the

N~ : procedure of checking the status of the
i battery.
v @
a e .. surge protection receptacle
- - Jack designed to protect equipment connected to it from
a .5 damage caused by too high voltage.
9 ) .~
“~input receptacle
Jack used to connect the UPS to the electric grid.

—

battery backup/surge brotection receptacles
Antisurge jacks attached to a battery so that equipment connected to them have electric
power in the event of a power outage.
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data storage devices

Electronic devices used to record or save data on a magnetic or optical medium.

hard disk drive
Device integrated into the computer that reads and
writes data on the hard disk inside the case.

disk disk motor
Rigid magnetic medium that is Device that converts the electric energy
mounted on a central axis; its surface powering it into mechanical energy so that
is divided into tracks and sectors on disks can rotate at several thousand

which data are written. revolutions per minute.

read/write head
Device used to extract stored data from a disk
or to write new data on a disk.

actuator arm motor
Device that converts the electric energy powering
it into mechanical energy to move the actuator
arm according to the computer's instructions. :
actuator arm
Movable arm bearing the read/write
head; it moves the head across the
surface of the disk.
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data storage devices

memory card reader
Independent device, linked to a
computer viaa cable ora USB
connector, that reads and records data
onamemory card.

removable hard disk drive

Stand-alone device that is connected by cable to a
computer; it is used to read and write data on a removable
hard disk.

removable hard disk
Case that contains a set of hard

magnetic disks for insertion into a

removable hard disk drive.

disk eject button-"
Button used to retrieve a removable hard disk
inserted in the drive.
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data storage devices

external floppy disk drive
Stand-alone device that is linked by
cable to a computer; it is used to read
and write data on a diskette.

USB key
Small removable case containing a flash memory,
which enables the user to transfer, transport, and
store data.

USB connector
Connector that links the key to a
computer's USB port.

diskette

Rigid case that contains a small flexible
magnetic disk on which data can be written,
erased and rewritten several times.

access window
Opening in the case where a disk passes
in front of the read/write head of a floppy

shutter sk drive.

Sliding part that covers the read slot when the
diskette is not in use. ~.___

\\jacket

protecttab

Sliding part that covers the write protection .-~
notch; it protects the diskette against any
accidental changes to its contents.
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data storage devices

cassette
Rigid case that contains a recording tape on
which data can be recorded.

DVD burner
Device used to record data on a writable or rewritable compact

cassette drive disc by means of laser engraving.

Device used to read and record data on a cassette recording tape.

disc tray—"'/ < " rewritable DVD disc
Part in which a disc is inserted to be Digital recording medium on which data can
played back. be engraved and erased several times.
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communication devices

Electronic devices allowing computers to exchange data.

modem network access point transceiver
Device that converts digital signals into Device that links a computer network linked by cable and
analog signals so that computers can acomputer fitted with a wireless network interface card.

communicate with each other over
telephone lines.

wireless network interface card network interface card
Expansion card with an integrated antenna; it links a Expansion card that connects a
computer to a network access point transceiver via radio computer to a computer network.
waves.
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examples of networks

Networks are classified mainly by size (local area or wide area network) and topography (including ring, bus and star).

star network

Network in which all devices are
connected to a central unit (here, a
hub) in the shape of a star.

server
Computer that hosts various resources
(including files, applications and databases) desktop computer
and places them at the disposal of all the Small workstation or microcomputer
devices connected to the network. designed for stationary use.

hub
Unit that receives all messages sent by
the devices connected to it and
redistributes them to all users.
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examples of networks

bus network

Network in which all devices are connected to a
common bus; the same message is sent to all
of them but only one receives and registers it.

desktop computer
Small workstation or microcomputer

designed for stationary use.
T-connector

Device used to connect the network
interface card of a computer or
peripheral to the bus.

bus
Linear cable ensuring two-way
transmission of data between network
components.

terminato

Device attached to the endpoint of a
bus; it absorbs signals reaching it to
prevent reflections.
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examples of networks

server
Computer that hosts various resources
(including files, applications and
databases) and places them at the disposal
of all the devices connected to the network.

desktop computer
Small workstation or microcomputer
designed for stationary use.

ring

ring network

Network in which all devices are connected to a
ring; messages travel from one device to another
in a set direction until they reach the intended
Teceiver.

One-way transmission of data between

network components.
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computer network

All the computers and peripherals connected to one another, facilitating sharing of data and resources.

wide area network

Private or public network spanning a
large area (a region or country); it
usually brings together several local
area networks.

Telephone or cable communications link reserved for one use

Unit establishing the connections needed to route data to
intended users from one branch of a network to another; it "~
also handles traffic between the various parts of a network.

file server

Server hosting a set of data files that
are at the disposal of all computers
connected to the network.

firewall

Device controlling data that circulate between a
public network (such as the Internet) and a private
network; it prevents unauthorized access to the
[atter.

hub

Unit that receives all messages sent by
the devices connected to it and
redistributes them to all users.

printer

Output peripheral allowing computer-
generated characters, images and
graphics to be reproduced on paper.
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desktop computer
Small workstation or microcomputer
designed for stationary use.

routers

Interconnecting devices ensuring

transmission of data between two or more

networks by determining the best path for
them. s--

dedicated line

or for a specific user.

switch

Internet

Global network consisting of thousands of
public and private networks of varying
sizes; it is linked by a set of standard

communications protocols.

backup storage unit-------- J

Storage peripheral used to copy data
onto a removable medium to facilitate
retrieval in the event of loss.
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computer network

hub

Unit that receives all messages sent by

the devices connected to it and

r.edistribules them to all users. server

Computer that hosts various resources

(including files, applications and databases) and

places them at the disposal of all the devices
_~connected to the network.

uninterruptible power supply (UPS)
Device used to regulate the power supply to the
computer and its peripherals by limiting the
effects of cuts, surges or dips in the electric
circuit voltage.

telephone/cable/satellite line

Linking of off-site devices by telephone

network, cable network or telecommunications
_-satellite.

laptop computer
_Small stand-alone microcomputer with

.-~ ascreen and integrated keyboard; it is
powered by an internal battery.

modem

________________ Device that converts digital signals into

"""""""" analog signals so that computers can
communicate with each other over
____________ telephone lines.
"""""""""""""" gateway

Interconnecting device linking different
networks.

Bﬂdge
Interconnecting device linking similar networks.

|
backbone
Main artery of a network characterized
by a high throughput; it transmits data
between secondary networks.

131



OFFICE AUTOMATION
computer network

cables

Protective sheaths covering one or several
usually insulated wires; they transmit data
between network components.

coaxial cable fiber optic cable
Cable that holds two insulated concentric Cable that holds thin glass filaments or optical fibers
conductors; it transmits signals in the form of electric that transmit signals in the form of light pulses at high
pulses without loss of quality. speed.

twisted-pair cable
Cable that contains one or several pairs of twin wires
twisted around one another; it transmits signals in the
form of electric pulses.
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Internet

Global network consisting of thousands of public and private networks of varying sizes; it is linked by a set of
standard communications protocols.

uniform resource locator (URL)
All the data allowing access to a resource hosted by an Internet server
(e.g., aWeb page).

communication protocol domain name file format
Part of the URL address specifying the Part of the URL address specifically Group of letters specifying the way in which
language used to exchange data. The HTTP designating the host. It must be file data is encoded. For example, Web
protocol, which allows the transfer of Web registered with a domain name documents are generally written in HTML
pages, is the best known. registrar. format.
!—E—\ I —— !—E—\
L]
L]
http://www.un.org/aboutun/index.html|
\_:_1 L . | L. |1 \\ L : |1 |
double virgule i top-level domain file
H Part of the domain name that designates the : Part of the URL address specifying the
country of origin or the category of organization name of the unit of data (file)
(including government agency, commercial ; corresponding to the chosen resource.

business and educational institution).

server second-level domain directory

Part of the URL address identifying the Part of the domain name that Part of the URL address showing where
type of server. The best known is the designates the server name. the resource is located on the server.

Web server (www), which, as its name
implies, hosts Web sites.

browser
Software used to search and consult Internet

uniform resource locator (URL) sites.

All the data allowing access to a resource hosted by an
Internet server (e.g., a Web page).

ee6 ™ = ow
N © =

00

[Brwrrmey

[

Bienvenue
Jlofipo
hyperlinks ‘ T S
Elements of a Web page (words, ¢ o,

images or icons) that, when activated,
allow direct access to another linked
page.
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Internet

microwave relay station

Facility that receives and amplifies signals _ %
transmitted in the form of microwaves and ~-~-..__ N
relays them to another receiver.

submarine line
Linking of off-site devices by ~-
underwater cable.

telephone line
Linking of two off-site devices by cable within a
telephone network.

browser
Software used to search and consult Internet

e-mail software
Software used to format, send and receive
messages over the Internet.

modem
Device that converts digital signals into
analog signals so that computers can
communicate with each other over
telephone lines.

~~~~~~~~~~~~~~~~~~ desktop computer
I T Small workstation or microcomputer
designed for stationary use.

“Internet user router
Person using the Internet. Interconnecting device that transmits
data between two or more networks by

determining the best path for them.

134



OFFICE AUTOMATION
Internet

telecommunication satellite

Satellite designed and placed into
geostationary orbit to ensure long-range
reception and transmission of signals in the
form of radio waves.

satellite earth station
Facility that transmits radio waves to a satellite and receives radio
waves from a satellite.

Internet service provider

Company that is permanently connected to the
Internet; it provides individuals and organizations
with access to various Internet services.

access server

Communications server that provides
g | subscribers with remote connection to
----the Internet.

cable line
_..-Linking of two off-site devices by cable
within a cable network.

“~cable modem

e ) Modem used to connect a computer to
Telephone or cable communications link reserved for one use or -~ Computer that hosts various resources the Internet over a cable line

for a specific user. (including files, applications and
databases) and places them at the disposal
of all the devices connected to the network.

dedicated line gewer
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Internet uses

A number of user types use Internet tools and resources to communicate, find information and entertainment,
make purchases and manage funds.

"Illm

=

government organization
The Internet has made it easy for government
departments and agencies to communicate with
other organizations and with the citizens they
Serve.

home user
Anyone can access the Internet from
home through an Internet service
provider (ISP).

l|‘
f g ¢

cultural organization
The Internet allows the public to learn about programs offered

by cultural organizations in a city or region.

commercial concern
A company that specializes in product marketing can
use the Internet to contact suppliers and customers.

educational institution
The Internet provides teachers, researchers and
students with countless opportunities to research
and exchange information.

enterprise
The Internet facilitates exchanges between
employees within the same company and
between the company and its customers and

suppliers.
industry health organization
The Internet allows a manufacturer to The Internet fosters exchanges between researchers,
communicate with its suppliers, health professionals and patients.

customers and regulatory bodies.
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Internet uses
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chat room
Activity allowing two or more Internet
users to converse in writing in real
time.

S
@

e-mail
Service by which messages are
exchanged between users of a
computer network.

database
Group of data related to the same topic
that is arranged in order and available
for direct consultation by several
users.

online game
Video game accessible over the
Internet; users can play solo or with
multiple players at a distance.

e-commerce
Sale or promotion of products and
services over the Internet.

information spreading
Transmission of information about an
organization, an event, a product or a
topic, usually by creating or updating a
Web site.

blog
Web site in the form of a personal journal,
in which an Internet user shares his or
her opinions or impressions in notes or
short articles.

videophony telephony
Transmission of voices and images
through a computerized network.

Transmission of voices through a
computerized network.

podcasting
Service for automatic downloading of
audio or video documents for transfer to a
digital portable audio player to be listened
to later.

newsgroup
Service enabling a group of people to
discuss ideas, opinions, or various
subjects live or on a time-delay basis.

search
Locating information on a given topic
in the hope of finding something
useful; it is usually done with the help
of a search engine.

.. o

108vse. =

business transactions
Operations involving financing and
funds management (e.g., arranging a
loan or transferring funds) over the
Internet.
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laptop computer

Small stand-alone microcomputer with a screen and integrated keyboard:; it is powered by an internal battery.

laptop computer: front view

display
Liquid crystal display screen on which
.~ graphics or text data are displayed.

power button
Button for turning the device on or off.

keyboard
Keys corresponding to letters, numbers,
symbols and functions that are used to
generate characters or control operations.

CD/DVD-ROM drive

Playback device using a laser beam to
read the data recorded on a compact
disc (CD) or digital versatile disc
VD).
cooling vent speaker display release button
Openings allowing air to enter to cool Integrated device used to generate Button freeing the screen from the device to keep it
the computer’s internal components. sound. closed.
PC card slot touch pad  touch pad button
Space designed in accordance with PC Surface that is sensitive to finger ~ Key used to transmit various commands to the
standards; it accepts an expansion card so motion; it is used to direct the  computer by clicking.
that functions can be added to the computer movements of the cursor on the
(network card, memory card). screen.
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laptop computer

cooling vent
Openings allowing air to enter to cool
the computer’s internal components.

power adapter po&
Connector used to attach the power adapter to the
computer.

FireWire port

High-performance connector that conforms
to the FireWire standard; it is used to link
high-speed peripherals (camcorder, digital
camera).

Ethernet poﬁ

laptop computer: rear view

infrared port

Device that uses infrared signals to exchange
data with a device with a similar port (a network
access transmitter-receiver, computer, printer).

internal modem port

Connector used to attach the internal
modem (a two-way digital signal
changing device) to a telephone line.

S-Video output

Connector that links a computer to a
video output peripheral (television set,
video projector, VCR).

USB port \;ideo port

Connector conforming to the Ethernet ~ Connector used to link several USB Connector used mostly to connect the
protocol; it is used to connect a computer  standard peripherals simultaneously; it~ computer to an external monitor.
toalocal area network or another is faster than serial and parallel ports.
computer for file sharing.
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laptop computer

power adapter

Device that converts the power system's
alternating current (AC) to direct current
(DC) to supply power to the computer or to
recharge the battery.

direct-current power cord
Connection cable between the adapter and the computer.

alternating-current power cord
Connection cable between the electric circuit
and the adapter.

laptop computer briefcase

Small briefcase with compartments; it
carries a laptop computer and its
accessories as well as documents.

document compartment

computer compartment-------

shoulder strap
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. electronic book
Small portable computer in the shape of a book; it is used to download, store and read electronic books

o . touch screen
Liquid crystal display that is sensitive

to the touch and the motion of a finger
or stylus.

& "-@

Lorem ipsum do\o‘!’ sit amet,

\ consectetuer ad‘lé‘iscing elit,
page forward button ‘ sed diam nonumn‘\y nibh euismod
tincidunt ut laoreet dolore magna
aliquam erat volutpat. Ut wisi
enim ad minim veniam, quis
nostrud exerci tationullamcorper
suscipit lobortis nis! ut aliquip
ex ea commodo consequat.
Duis autem vel eum iriure dolor
in hendrerit in vulputate velit
esse molestie consequat, vel
illum dolore eu feugiat nulla
| facilisis at vero eros et
page beckvard buton accumsanet justo odio dignissim

qui blandit praesent \uptatum
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Small portable computer with a miniature operating system; it is used mostly for personal management tasks

(agenda, address book).

audio input/output jack

Connector used to transfer audio signals
between the computer and a sound recording or
reproduction device such as a microphone or
headphones.

voice recorder button
Key used to record a brief voice
message.

dial/action button

Thumb wheel used to validate a
selection or to scroll up and down
through a document. ---.__

sync cable

(Cable that connects the docking cradle
to the computer; it allows data to be
exchanged between the two devices.

power plug

exit button
Key used to exit an application.

docking cradle

Base in which a handheld computer is
placed to recharge its battery or
exchange data with another computer.
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microphone
Device that converts electric pulses
into broadcast or recorded sounds.

alarm/charge indicator light

Small light that signals an alarm or indicates that a battery is being
charged.
! infrared port

Device that uses infrared signals to exchange data
with a device with a similar port (a network access
transmitter-receiver, computer, printer).

touch screen

Liquid crystal display that is sensitive
to the touch and the motion of a finger
or stylus.

stylus
Pencillike implement used to enter
data or to select an option on atouch
screen.

application launch buttons
Keys used to directly access available applications
such as word processing and Internet browsing.

power and backlight button

Key used to turn a computer on or off; it also illuminates the

screen in poor lighting conditions.
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stationery

Equipment, instruments and accessories needed to carry out office tasks.

pocket calculator

Small self-powered electronic
instrument used to automatically make
numerical calculations.

divide key
Key used to calculate the quotient of clear-entry key

wallet.. two numbers.  Key used to erase the last number entered.

solar cell
Device that converts sunlight into

electric current to power a pocket
calculator. ..

display

Liquid crystal display that shows the
last number entered or the result of”
operations carried out.

number key
Key used to enter a number.

subtract key
Key used to calculate the difference
between two numbers.

decimal key
Key used to insert a decimal symbol to .-+~

separate the whole and fraction parts of 2"
number.

percent key

Key used to obtain the decimal form of
a displayed number by dividing it by
100; it is used mainly to calculate
percentages.

ad(i‘ key
Key used to add two numbers.

clear key
Key used to return the pocket

calculator to zero.

multiply key
Key used to calculate the product of

_.~two numbers.

square root key
Key used to derive the square root of a

----number; this is the number that is

multiplied by itself to give the basic
number.

change sign key

~~-Key used to change the plus or minus sign

of the displayed number.

" equals key

Key used to display the results of
operations carried out.
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scientific calculator
Calculator designed to execute mathematical operations
specific to science and technology.

access to the second level of operations result line
Key used to select a second function controlled by a Part of the screen that shows the

key. solution to the problem.

entries line
Part of the screen that shows the

cursor movement keys
problem to be solved.

Keys used to move the cursor around the screen.

basic operations
Basic calculations include adding,
subtracting, multiquing and dividing.

specific operations -~
Specialized calculations include
square root, trigonometry and
logarithms.

second level of operations
All the supplementary functions listed
above the keys and accessible using the
access to the second level of operations.

first level of operations
All the operations directly controlled
by the scientific calculator keys.
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printer
Device that makes a hard copy of data
transmitted by the calculator.

paper feed keil
Key used to move the paper forward.

printing calculator

Office calculator with an integrated
printer; it is used mainly in business and
administration.

multiple use key
Key that facilitates certain financial
calculations (margin, selling price,
costs).

non-add/subtotal

Key used to print numbers other than calculations
(codes, dates) or to obtain the results of an
operations subset.

add/equals key
Key used to display the results of
operations carried out; on some
calculators, it can also be used to do
repeated calculations.

double zero key
Key that enters two zeros; it is used to speed up the
entry of large numbers.

number of decimals
Device used to adjust the number of decimals
making up the fraction of a number.
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stationery
electronic typewriter
Equipment with a keyboard that is used to
produce typewritten documents; it has certain paper bail platen
d ing functi d an integrated
x&;rmoprryocessmg unclions and an {niegrate Part that holds the paper againstthe ~ Rubber roller over which paper passes
’ platen. during printing.
-
printing unit

Movable device with raised characters,
which strike an inked ribbon to print on
paper...__

text display

Liquid crystal display that shows

keyed-in text as well as information

about the machine’s settings and
operations carried out.~.,

tabulator
Key that moves the printing unit or
cursor to the next tab stop.

indent

Key used to move the left margin

temporarily to indent a line or
paragraph. . _

decimal tab EXEGITIONUITIENTUT
Key that aligns numbers columns at a ™
preset decimal tab stop. -

------------ TR E
centering -
Key used to center a text automatically —--—.._______ M ﬁm\l Qf w R T l Y
between two margins or two tab stops. e |

E
< fl ~ [alsfofrlc]nr
’P.EL SHIET ZgXJC Vv B

shiftlockkey . TRHT
Key that activates or deactivates the continuous -~ ;
keying of capital letters.

spelling corrector—" text shift key

Key used to activate or deactivate the Key used to store texts in memory and ~ Key used to produce a capital letter or the
automatic spell checking of text being to call them up later to make changes ~ second character assigned to the key.
keyed in. or to print them.
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stationery

paper support
Folding part used to keep the paper in
avertical position.

paper release lever
Device that releases the pressure of the platen on
the paper so that the paper can be cleared or
moved.

I

| RERE PERENILS

spade bar

Key that inserts a blank space between

two words or characters.

relocation
Key used to automatically reposition the
printing unit or cursor at the last keystroke
position before making a correction.

paper bail release lever
Device used to raise and lower the paper bail.

variable spacer
Thumb wheel that controls the rotation of the
- platen so the paper can be moved up or down.

word correction

Key used to erase the word

immediately to the left of the printing
_/unitor cursor.

character correction
Key used to erase the character next to
~the printing unit or cursor.

half indexing
_.~Key used to automatically move the paper up
and down.

margin control
_.--Key used to set the left and right
margins.

tab setting
~Key used to insert or remove a standard or decimal tab

stop.

carriage return
~Key that moves the printing unit or
cursor to the beginning of the next line.

et

Key used to confirm the execution of a
command or the choice of a setting.
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for time management

organizer
Small pocket computer that stores in
memory and manages a variety of
information such as addresses, telephone
numbers and appointments.

display
Liquid crystal display screen on which

graphics or text data are displayed.

alphabetical keypad numeric keypad
Keys corresponding to letters, symbols Keys corresponding to numbers,
and functions used to generate characters mathematical operators and functions that
or control operations. are placed in a specific order to speed up
numeric data entry.
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stationery

time clock
Device used to print the arrival and departure times
. of employees on time cards.
display
Liquid crystal display showing a
variety of information (including date,
hour and settings).

MO TU we TH FR sA Su

time card

Card on which an employee’s arrival and

departure times are listed so that worked
time can be precisely calculated.

self-stick note

Small piece of paper with a sticky strip
on the back for temporary attachment
to a surface.
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stationery

tear-off calendar
Pad of tear-off sheets printed with the day and date; it is used to jot
down appointments and things to do.

: semsonsvct o7
sore o 15 “wwmc o 16
e P

appointment book
Notebook that is printed with the day
and date; it is used to jot down
appointments and things to do.
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calendar pad
Sheets of paper printed with the day and date and
onaring base; it is used to jot down
appointments and things to do.

memo pad
Set of tear-off sheets of paper used
mainly for taking notes.
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stationery

for correspondence

postage meter
Machine used to print a postage meter
stamp on an envelope or label in lieu
of using a postage stamp.

postmarking module
Unit housing the machine’s control buttons; it
is used to set the prepaid postage meter with
the correct amount of postage.

feed deck
Device on which envelopes are placed
to be stamped with a postage meter.

letter opener
Small knife used to open envelopes

and cut sheets of paper. base

finger tip
Rubber sheath to cover the finger; it is used
mainly to turn pages more easily or to sort
papers or banknotes more quickly.
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rotary file moistener
Device with a set of files that rotate on Device used to moisten postage
a spindle for easy consultation. stamps and labels.

letter scale desk tray
Scale used to weigh a letter or parcel. Container that usually has several
compartments; it is used to handle
incoming and outgoing mail.
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stationery
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padded envelope
Envelope that is lined with bubble wrap
to protect the contents from humidity
and impact damage.

TV
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telephone index
Book in which frequently used names,
addresses and telephone numbers are
written and stored in alphabetical

self-sealing flap

Flap coated with an adhesive
substance; it seals an envelope on
contact.

order.
air bubble:s ) signature hqok
Small air pockets that form a protective Register mafig up of Shteetths ?f blotting
cushion around the contents of an paper; documents that require a
manager’s signature are placed in it.

envelope.

blotting paper
Liquid-absorbing paper used here to
remove excess ink from newly signed
documents.

steno book
Spiral-bound sheets of lined paper;
these books were originally used by
stenographers to take dictation.
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stamp rack stamp pad
Rack used to hold such items as Ink-saturated pad on which a rubber
rubber stamps for dating and stamp is moistened prior to stamping.
numbering.

numbering machine rubber stamp dater .
Device consisting of movable strips Device consisting of an embossed Device consisting of movable strips
embossed with a series of digits; it is rubber strip that is inked to print a embossed with a series of digits and

used to print numbers. stamp on an object or document. letters; it is used to print the date.
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for filing

index cards
Heavyweight sheets of paper of varying
sizes that are used to record
information on a given topic.

>
label maker
[: Device used to print characters on a
self-adhesive strip.

self-adhesive labels tab window tab
Small pieces of paper used to identify Piece of metal or plastic that is Tab with an opening to hold an
objects; they are coated on one side with attached to a file guide, folder or file so identification label.
an adhesive that sticks without wetting. they can be quickly retrieved.
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stationery
O
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dividers clamp binder
Heavyweight sheets of paper with side Binder fitted with a spring clip; it is used to hold and
tabs; they are used to separate groups file sheets of paper.

of pages inside a binder.
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spring binder fastener binder
Binder in which sheets of paper are held in Binder with a flexible rod fitted with
place by the pressure of springs. two sliding rings; it is used to hold and
file punched sheets of paper.
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stationery

ring binder spiral binder
Hardcover binder fitted with rings; it is used Notebook made up of a set of punched sheets
to hold and file punched sheets of paper. of paper bound together with a spiral wire of

metal or plastic.

comb binding post binder
Notebook made up of a set of punched Binder with two rods that fit into a
sheets of paper that are bound together with hinge; it is used to hold and file
atoothed plastic strip. punched sheets of paper.
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stationery

— s
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document folder folder
Folder with pockets used to hold information Rigid cardboard that is folded in half;
documents; they are often handed out to documents on the same topic are
meeting participants or journalists. placed in it.

file guides hanging file
Heavyweight sheets of paper with a tab at the Folder fitted with metal hangers that is
top; they are used to separate groups of hung in a filing cabinet drawer.
documents or folders in a filing cabinet
drawer.
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expanding file paper punch
Usually expandable file with Device used to punch holes in sheets
compartments; it is used to store of paper.
documents by subject.

filing box clipboard archboard
Small open cardboard box that is Rigid board fitted with a spring clip under which Rigid board fitted with two arched
mainly used to hold magazines, sheets of paper are placed mainly to take notes. metal clips on which punched sheets
catalogs and brochures. are placed.
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index card drawer
Small built-in drawer designed for
storage and filing of index cards.

index card cabinet
Small file drawer designed to hold and
store index cards in a set order.

compressor
Movable panel that holds index cards
inan upright position.

metal rail
Cylindrical rod along which the ----
COMPressor moves.

label holder
Part with an opening to hold an
identification label.
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stationery

miscellaneous articles
box sealing tape dispenser
Device that is used to unroll, apply and
cutaroll of adhesive tape using one
hand.
/\
tape guide hub
Device used as a visual guide to apply--------f------s  J= | s Rotating piece on which the roll of

the adhesive tape to a specific area. adhesive tape is mounted.

\"“"tension adjusting screw
Screw that adjusts the speed at which the
tape unrolls.

cutting blade
Thin flat metal piece that cuts the
adhesive tape to the desired length.

-------- handle

tape dispenser
Holder that eases the unrolling and cutting of a
roll of adhesive tape.
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eraser holder
Tube containing an eraser that is advanced by using a
pushbutton.

clip
Device with two articulated arms that
are pressed together to hold such
items as sheets of paper and index

stick holder cards.
Pencil with an eraser at one end.
eraser account book
Small block of rubber used to erase Book with columns in which the financial
pencil marks and some types of ink. data of an organization (such as sales,
purchases, receipts and expenditures) are

recorded.
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paper clips thumb tacks
Small clips made from a piece of bent Small tacks with short pointy ends; they are
metal wire; they are used to hold a few easily pushed in with the finger and are used to
sheets of paper or index cards. attach sheets of paper, cardboard or posters to a
surface.

W paper clip holder
Small box containing paper clips,

which are released one by one through

_Paperlasleners } amagnetic opening.
Small clips made of two bars, which
spread open to hold sheets of paper or magnet
cardboard. Material that produces a magnetic

field; it attracts paper clips to the top
and holds them in place around the
opening.

bill-file
Holder fitted with a pointy rod on
which notes and bills are stacked.
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stationery

staples
Pieces of metal wire for loading in a
stapler; they are used to fasten sheets
of paper together.

stapler
Device used to fasten two or more
sheets of paper together with staples.

staple remover
Device used to remove staples from
sheets of paper.

correction paper
Adhesive tape that covers up printed or
written characters so that corrections

can be made.
-

-

—

U @
correction fluid pencil sharpener pencil sharpener
Liquid that covers up printed or written Portable device used to sharpen Office device with a rotating blade that
characters so that corrections can be pencils by rotating them in a cone- is controlled by a crank; it is used to
made. shaped chamber fitted with a blade. sharpen pencils.
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mirror

Polished glass surface that directs
light from the lens toward the
projection screen.

optical lens

Transparent optical disk that captures

the light from the optical stage and
makes it converge toward the mirror.

optical stage

Glass plate that is lit by an internal
light; the document to be projected is
placed on it.

overhead projector

Device that projects the enlarged image of
adocument printed on a transparency on a
screen located behind the user.

projection head

Movable part that contains the lens and
mirror; a focusing ring changes its position to
give a clear image on the screen.




OFFICE AUTOMATION
stationery

bulletin board
Panel that hangs on a wall; messages, notices, notes
and other written communications are pinned on it.

lightbox
Screen that is illuminated from behind
and used to examine items such as
negatives, slides, transparencies and
drawings.
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loose-leaf paper
Lined sheets of paper with holes for placing in a binder.

waste bhasket
Basket in which unneeded documents
are discarded.

paper shredder
Device that reduces paper documents to illegible fragments.

cutting head

Unit with an opening where paper
enters; it is fitted with a cutting device
to destroy documents.

waste basket
Basket that collects shredded
documents.
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flap
Articulated piece that folds over the
opening of the box to close it.

slotted box
Box with flaps that is formed from a
single piece of sturdy cardboard; it is
used to collect various items for
storage or shipping.

book ends
ltems designed to hold binders or
books tightly against one other.

hand hole

TNV IV —

digital voice recorder
Portable device used to record voice
messages in digital form.



1.5 spacing 24

A

access server 135

access to the second level of
operations 144

access window 124
account book 162
accountant’s office 93
active tracking 61

actuator arm 122

actuator arm motor 122
acute accent 25

add key 143

add/equals key 145
additional production
personnel 43

adjust buttons 116
adjusting band 70
advertisement 20

aerial cable network 30
Afro-Asiatic languages 8
AGP expansion connector 103
air bubbles 153

air communications 32

air hole 17

air mail 29

air-conditioning unit 41
alarm/charge indicator light

Albanian 13

alphabetical keypad 148
alphanumeric keypad 83, 104
alternate 108

alternate key 104

alternate: level 3 select 108
alternating-current power cord

aluminum layer 68
Amerindian languages 11
Ambharic 8

ampersand 25
ampli-tuner 62, 63, 72
amplifier 60

Anik 35

announcer turret 36
antenna 76, 79, 82
antenna terminals 63
antiskating device 67
apostrophe 25
application launch buttons

appointment book 150
Arabic 8

Aramaic 8

archboard 159

arm elevator 67
armrest 67

Armenian 13

armored cord 86

article 18

asperity 68

asterisk 26

audio console 37, 40

audio control room 40, 42
audio input/output jack 142
audio jack 101

audio monitor 36, 40, 41, 44
audio monitoring selector 45
audio technician 40, 42
audio volume unit meters 45
audio/video preview unit 45

Australian aboriginal
languages 11

automatic dialer index 85
automatic sorting trays 99
auxiliary facilities room 43
auxiliary video switcher 44
Aymara 11

backbone 131
backlighting button 59
backspace 109
backspace key 105
backup storage unit 130
balance control 62

ball 111

ball bearing 17

ballpoint pen 17
Bambara 8

band 66

band select button 62
band selector 61

banner 18

Bantu languages 9

bar code reader 112
bargraph-type peak meter 37
barrel 17

base 50, 67, 112, 113, 114,
151

base plate 67

basic operations 144
bass tone control 62, 73
battery 103

battery backup receptacles
121

bay filler panel 100

belt clip 80

Berber 8

bill-file 163

black 23

blog 137

blotting paper 153

blue beam 51

bold 23

ENGLISH

book ends 168

box sealing tape dispenser
161

break 109

Breton 12

bridge 131

broadcast satellite
communication 30
browser 133, 134
Bulgarian 13

bulk mail letter 27

bulletin board 166
Burmese 9

bus 128

bus network 128

business transactions 137
bypass feeder 99

(=]

cabinet 49

cable 38, 75, 110, 111, 114
cable distributor 30

cable drum compartment 41
cable line 135

cable modem 135

cables 46, 132

calculator, pocket 143
calculator, printing 145
calendar pad 150

call button 79

call director telephone 87
camcorder, digital 114
camera 43, 46, 48

camera control area 41
camera control technician 41,
42

camera control unit 41
camera key 83

camera pedestal 48
camera viewfinder 48
camera, digital 114
camping (tent) 14

camping (trailer and tent) 14
camping (trailer) 14
camping prohibited 14
cancel button 118

canceled stamped mail 28
cane pen 16

cap 17

capitals lock 108

capitals lock key 104
caption 18

card reader 52, 86

card slot 59

cargo aircraft 29

carriage return 147

cartoon 20

cartridge 17, 67

cartridge tape recorder 37
case fan 101

cassette 64, 76, 125
cassette compartment 54, 57
cassette deck 37

cassette drive 125

cassette holder 65

cassette player 77

cassette player controls 76
cassette tape deck 60, 65
Catalan 12

category buttons 78

cathode ray tube television 49
CB radio 81

CD radio cassette recorder,
portable 76

CD/DVD-ROM drive 100, 103,
138

CD/DVD-ROM eject button

CD/ROM player 115

cedilla 25

cellular telephone, portable
82

Celtic languages 12

center hole 66

center loudspeaker 53
centering 146

Central African languages 8
change sign key 143
channel scan button 56
channel select 55

channel selector 81
channel selector controls 56
character 24

character correction 147
characters of a font 22
chat room 137

chief executive officer’s office
93

Chinese 9

chipset 103

circumflex accent 25
clamp binder 156
classified advertisements 21
clear key 143

clear-entry key 143

clip 17, 162

clipboard 159

clock 37, 40, 44

clock radio 74

coat hook 95

coat rack 95

coat tree 95

coaxial cable 132

coffee shop 15

INDEX

coin return bucket 86

coin slot 86

colon 26

color selection filter 50
color supplement 19
column 20, 21

comb binding 157

comma 26

commercial concern 136
common symbols 14
communication by telephone
82

communication devices 126
communication module 34
communication protocol 133
communications 8

compact disc 68, 77
compact disc player 37, 60,
69, 72, 77

compact disc player controls
7

compact disc player, portable
74

compact disc reading 68
compact disc recorder 72
compact videocassette
adapter 57

compressor 160
computer 100

computer compartment 140
computer connector 117
computer interface port 121
computer network 130
computer table 96
condensed 23
conference room 93
connected PDA 87
connecting cable 70
connection box 43
connector 38

connector panel 117
consumer 33

control 109

control button 110
control key 104

control keys 90

control lights 119, 121
control panel 99, 117
control room 37

control room, radio 36
control rooms, television 42
control: group select 108
cooling fan 63

cooling vent 138, 139
copyright 25

cord 81

cordless mouse 110

169

. X3ANI HSIT9N3




l ENGLISH INDEX

cordless telephone 87
correction fluid 164
correction paper 164
counter reset button 65
counterweight 67
cover 99

credenza 94

Cree 11

CRT television 49
culler-facer-canceler 28
cultural organization 136
currency exchange 15
cursor down 106
cursor left 106

cursor movement keys 105,
144

cursor right 106

cursor up 106

curtain 47

cutting blade 161
cutting head 167
cyclorama 47

Czech 13

Danish 12

dash 26

data display 90

data storage devices 122
database 137

dater 154

decimal key 143

decimal tab 146

deck 18

dedicated line 130, 135
delete 89, 107

delete key 105

desk mat 96

desk tray 152

desktop computer 127, 128,
129, 130, 134

desktop video unit 120
detachable palm rest 104
diacritic symbols 25
dial/action button 142
diaphragm 38, 71

digital answering machine 88
digital audio player, portable
75

digital audio tape recorder 37
digital camcorder 114

digital camera 114

digital frequency display 61
digital versatile disc 55
digital video effects monitor
45

digital video special effects
45

digital voice recorder 168
digitizing pad 115

direct disc access buttons 69
direct home reception 31
direct-current power cord 140
directory 133

disc compartment 69

170

disc compartment control 55,
69

disc skip 69

disc tray 55, 125

dish 52

dish antenna 52

disk 122

disk eject button 123

disk motor 122

diskette 124

display 54, 55, 56, 62, 69,
74,75, 79, 80, 81, 85, 86,
87, 88, 138, 143, 148, 149
display button 78

display cabinet 94

display release button 138
display setting 85
distribution by aerial cable
network 30

distribution by submarine
cable 33

distribution by underground
cable network 32
distribution center 28
divide key 143

dividers 156

docking cradle 142
document compartment 140
document folder 158
document handler 99
document-to-be-sent position
91

domain name 133

dot matrix printer 120
double spacing 24

double virgule 133

double zero key 145
dressing room 92

dual cassette deck 72

dust cover 67

Dutch 12

DVD 55

DVD burner 125

DVD camcorder 57

DVD recorder 55

dynamic microphone 38

e-commerce 137

e-mail 137

e-mail software 134
earphone 70

earphones 74, 75

editorial 20

educational institution 136
eject button 65

electrical connection panel 41
electron beam 50

electron gun 50, 51
electronic book 141
electronic typewriter 146
electronic viewfinder 58
elevator 93

ellipses 26

employee lunchroom 92

end 107

end key 105

end/power key 83

English 12

enter key 105

enterprise 136

entries line 144

equals key 143
equipment rack 40, 41, 43
eraser 162

eraser holder 162

escape 109

escape key 104

Ethernet port 139
Eutelsat 34

examples of networks 127
exclamation point 26
executive desk 97
executive secretary 93
exit button 142
expanding file 159
extended 23

external floppy disk drive 124
extra-bold 23

extra-light 23

eyepiece 59

F

facsimile (fax) machine 90

fast-forward button 65
fastener binder 156
feed deck 151

feeder output tray 99
feedhorn 52

fiber optic cable 132
figures 22

file 133

file format 133

file guides 158

file room 93

file server 130

filing box 159

filing furniture 98
filler plate 102

film recorder 120
finger tip 151

Finnish 10

fire escape stairs 92
fire extinguisher 15
firewall 130

FireWire port 139

first aid 14

first level of operations 144
flap 168

flat screen monitor 116
floodlight 46
floodlight on pantograph 46
focus button 59
folder 158

for filing 155

fountain pen 17
French 12

frequency bands 61

frequency display 73
frequency setting slide control

front cover 118, 119
front page 18

front picture 18

Fulani 8

function buttons 56
function keys 87, 90, 104
function selectors 85
funnel 50

G

game port 101

gateway 131
gentlemen’s toilet 92
German 12

Germanic languages 12
government organization 136
graphic equalizer 60, 61
grave accent 25

Greek 13

green beam 51

grid 51

ground terminal 63
Guarani 11

guide roller 64

H

half indexing 147

hand hole 168

hand rest 113

hand strap 58

handheld computer 142
handle 73, 77, 161
handset 84, 86

handset cord 84

hanging file 158

hard disk drive 122

hard disk drive camcorder 57
hard disk drive, secondary
103

hat switch 113

Hausa 8

Hawaiian 10

head 112

headband 70

heading 18

headline 18

headphone jack 62, 69, 76
headphones 70

headset kit 82

health organization 136
Hebrew 8

Hertzian wave transmission
30

Hindi 13

hinge 67

home 107

home antenna 30
home key 105
home theater 53
home user 136
hospital 15
housing 38, 64
hub 127, 130, 131, 161
Hungarian 10
hyperlinks 133

Icelandic 12

indent 146

index 18

index card cabinet 160
index card drawer 160
index cards 155
Indo-European languages 12
Indo-Iranian languages 13
Indonesian 10

industrial communications 32
industry 136

inferior 24

information 15
information spreading 137
infrared port 139, 142

ink 17

inkjet printer 118

input devices 104

input lights 62

input monitors 44

input receptacle 121
input selector 62

input tray 118, 119
input/output audio/video
jacks 63

insert 107

insert key 105

Intelsat 35

intercom microphone 44
intercom station 44
interface card, network 126
interface card, wireless
network 126

internal modem port 139
international mail 29
Internet 130, 133

Internet service provider 135
Internet user 134

Internet uses 136
Inuktitut 11

Irish 12

isolated languages 13
ltalian 12

italic 22

J

jack field 36
jacket 124
Japanese 10
joint 17
joystick 113

K

keyboard 104, 138
keyboard port 101
keypad 87

kicker 18
Kinyarwanda 9
Kirundi 9

kitchen facilities 92
Korean 10



L

area 41

label 66

label holder 160

label maker 155

ladies’ toilet 92

lamp 58

language display button 86
languages of the world 8
laptop computer 131, 138
laptop computer briefcase
140

laptop computer: front view
138

laptop computer: rear view
139

large-screen television set 53
laser beam 68

laser printer 119

lateral filing cabinet 98

lead 20

lead pencil 16

leading 24

left channel 71

lens 114, 117

letter 27

letter opener 151

letter scale 152

letters 22

letters to the editor 20

light 23

light button 79

lightbox 166

lighting board operator 42
lighting control room 42
lighting grid 47

lighting grid access 43
lighting technician 42
lighting/camera control area
42

Lingala 9

liquid crystal display 59, 78,

liquid crystal display (LCD)
television 49

literary supplement 19
local mail 29

local station 31

lock button 79

lock dial 111

locked groove 66

locker 95

loose-leaf paper 167

lost and found articles 15
loudspeaker 72
loudspeaker terminals 63
loudspeakers 60, 71
lowercase 22

magazine 19

magnet 38, 163
magnetic field 51

mail 27, 28

mail box 28

mail carrier 29

mail processing room 92
main loudspeaker 53
main preview monitor 45

Malagasy 10
Malayo-Polynesian languages
10

manual feed slot 119

Maori 10

margin control 147

maritime communications 33
marker 16

masthead 20

Maya 11

mechanical mouse 111
mechanical pencil 16
medium 23

Melanesian 11

memo pad 150

memory button 62, 78, 85
memory card reader 100, 123
men’s rest room 15

menu button 56, 59, 75, 78,
79, 80, 116

menu key 83

metal rail 160

microphone 36, 47, 58, 79,
81, 83, 89, 112, 114, 142
microphone boom 43, 47
microphone boom tripod 47
microphone jack 81
microwave dish 39
microwave relay station 134
microwave transmitter 39
MIDI port 101

midrange 71

military communications 33
mini stereo sound system 72
mini-DV camcorder: front view
58

mini-DV camcorder: rear view
59

miniDV cassette 57

mirror 165

miscellaneous articles 161
miscellaneous symbols 25
mobile drawer unit 98
mobile filing unit 98

mobile unit 31, 40

mode selector 61

mode selectors 76

modem 126, 131, 134
moistener 152

Mongolian 10

monitor button 79

monitor wall 40, 44
Montagnais 11

motherboard 102

mouse pad 112

mouse port 101, 117
mouse, mechanical 111
movable panel 92, 95
moving coil 38

multiple use key 145
multiply key 143

musical advisers 42

mute 56

N P

Nahuatl 11 padded envelope 153
nameplate 18 page backward button 141
narrow 23 page down 107

national broadcasting network
30

Navajo 11

navigation button 56
navigation key 83

neck 50

network access point
transceiver 126

network interface card 126
network port 101
networks, examples 127
news items 21

newsgroup 137
newspaper 18

next 89

next call 86
next/fast-forward button 75
nib 17

nightshot button 59

no wheelchair access 15
non-add/subtotal 145
nonbreaking space 106
normal 23

Norwegian 12

number buttons 78
number key 90, 143
number of decimals 145
numbering machine 154
numeric keypad 105, 148
numeric lock 109
numeric lock key 105
numeric pager 80

o

obituaries 21

objective lens 68, 82
Oceanian languages 11
office 92

office automation 8, 92
office furniture 94
on-air warning light 36
on-off light 85

on-off switch 38
on-off/volume 76
on/off/test button 121
online game 137
Op-Ed article 20
optical character reader 28
optical lens 165
optical mouse 111
optical scanner 115
optical sensor 111
optical stage 165
organizer 148

output devices 116
output monitor 40, 44
output tray 118, 119
overhead projector 165

page down key 105

page forward button 141
page up 107

page up key 105

panel 96

paper bail 146

paper bail release lever 147
paper clip holder 163
paper clips 163

paper fasteners 163
paper feed button 118
paper feed key 145
paper feed light 118
paper guide 91, 119
paper in reserve 99
paper punch 159

paper release lever 147
paper shredder 167
paper support 147
paper trays 99

Papuan languages 11
parabolic antenna 39
parallel port 101
parentheses 26

pause 109

pause button 65, 69
pause/break key 105
pause/still button 55, 56
pay phone 86

PC card slot 138

PCl expansion card 102
PCI expansion connector 102
peak level meter 65

pen 17

pencil 16

pencil sharpener 164
percent key 143

period 26

Persian 13

personal communications 33
personal computer 100
personal radio cassette player
74

pharmacy 15

photo credit line 21
photocopier 99
photocopy room 92
photoshot button 58
picnic area 14

picnics prohibited 15
pictograms 104

picture tube 50

plasma television 49
platen 146

play 88

play button 55, 56, 65, 69
play/pause button 75

playing window 64

plotter 120

plug 38, 70, 75

pocket calculator 143
podcasting 137

point 17

pole 52

police 14

Polish 13

portable CD radio cassette
recorder 76

portable cellular telephone
82

portable compact disc player
74

portable digital audio player
75

portable radio 73

portable sound systems 73
Portuguese 12

position of a character 24
post binder 157

post office 28, 29

postage meter 151
postage stamp 27

postal order 27

postal parcel 27

postal van 28, 29
postcard 27

posting surface 166
postmarking module 151
power adapter 140

power adapter port 139
power and backlight button
142

power button 49, 54, 55, 56,
61, 62, 69, 79, 89, 100,
118,138

power cable 102

power cable plug 101
power cord 63

power indicator 116

power light 118

power plug 76, 142

power supply fan 101
power supply unit 102
power switch 116, 117
power/functions switch 58
preset button 78

preset tuning button 61
president’s office 93
president’s secretary 93
pressed area 68

preview monitor 40
preview monitors 45
previous 88
previous/rewind button 75
primary hard disk drive 103
primary sorting 28

print cartridge light 118
print screen 107

printer 130, 145

171

. X3ANI HSIT9N3




l ENGLISH INDEX

printer table 96

printer, ink jet 118

printing calculator 145
printing unit 146

private broadcasting network
31

processor 102

producer 40, 42

producer turret 36
production adviser 42
production control room 40,
42,44

production desk 44
production manager 93
production video switcher 45
programmable buttons 113
projection head 165
projector 117

propulsion module 34
protect tab 124

protective window 50
public postal network 27
punctuation marks 26

push button 86

push buttons 84
push-button 17
push-button telephone 87
push-to-talk switch 79, 81

Quechua 11

question mark 26

quill 16

quotation marks 26
quotation marks (French) 26

RAM module 103

random access memory
module 103

read button 80

read/write head 122
reading start 68

receiver 52, 83, 85
receiver volume control 84
receiving tray 90

reception 93

rechargeable battery pack 59
record 66

record button 55, 65
record player 60, 67
recording mode 58
recording start/stop button
59

recording tape 54, 64

red beam 51

reel 54

refill 17

regional distribution center 29
regional mail 29

registered trademark 25
relay station 30

172

relocation 147

remote control 52, 56
remote control sensor 49
remote sensor 117
removable hard disk 123
removable hard disk drive
123

repeat button 69
repeater 33

reset button 100, 119
reset key 90

resin surface 68
resonator 70

restaurant 14

restaurant review 21
result line 144

return 97, 106

rewind button 65
rewritable DVD disc 125
right channel 71

ring 129

ring binder 157

ring network 129

ringing volume control 85
road communications 33
roller 111

Roman metal pen 16
Romance languages 12
Romanian 12

rotary file 152

router 134

routers 130

rubber mat 67

rubber stamp 154

rule 20

Russian 13

S-Video output 139
Samoan 10

sans serif type 22

satellite 30

satellite earth station 135

satellite radio receiver 78

scientific calculator 144
Scottish 12

screen 49, 50

scroll button 79

scroll wheel 110

scrolling 109

scrolling lock key 105

search 137

second level of operations
144

second-level domain 133

secondary hard disk drive 103

secretarial desk 97

section 19

select button 56, 75, 80, 116

self-adhesive labels 155

self-sealing flap 153

self-stick note 149

semi-bold 23

semicolon 26

sent document tray 91
Serbian and Croatian 13

serial port 101

serif type 22

server 127, 129, 131, 133,
135

service module 34

service provider, Internet 135
service station 14

set 147

set width 23

setup 89

shape of characters 22
shelf 96

shift key 104, 146

shift lock key 146

shift: level 2 select 108

shorts 21

shoulder strap 140
shuffle play 69

shutter 124

signature book 153
simple spacing 24

single quotation marks 26
Sino-Tibetan languages 9
Slavic languages 13

slotted box 168

Slovak 13

Slovene 13

small capital 22

soft key 83

solar array 34

solar cell 143

solar reflectors 34

sorting machine 29
sound reproducing system 60

sound systems, portable 73
space 106

space bar 104, 147

spacing 24

Spanish 12

speaker 59, 77, 79, 88, 138

speaker cover 71

specific operations 144

speed selector 67
spelling corrector 146
spindle 67

spiral 66

spiral binder 157

spiral-in groove 66

spotlight 47

spring 17

spring binder 156

square brackets 26
square root key 143

stamp pad 154

stamp rack 154

staple remover 164

stapler 164

staples 164

star network 127

start key 90, 104

stationery 143
stationery cabinet 94
steel pen 16

steno book 153

stereo control 76

stereo phase monitor 45
stick holder 162

stop 88

stop button 55, 56, 65, 69
stop watch 36

storage furniture 94
storeroom 92

studio 36

studio floor 42, 46
studio, radio 36

studio, television 42, 46
stylus 16, 115, 142
stylus cartridge 67
stylus holder 115
subhead 18

submarine cable 33
submarine line 134
subtract key 143
subwoofers 53

superior 24

surge protection receptacle

surge protection receptacles

surround loudspeaker 53
Swahili 9

Swedish 12

switch 130

switched outlet 63
swivel-tilter armchair 97
symbols, common 14
sync cable 142

system components 60
system support 93

T

T-connector 128

tab 155

tab setting 147
tabloid 19
tabulation key 104
tabulation left 108
tabulation right 108
tabulator 146
Tagalog 10

Tahitian 10

tail-out groove 66
take-up reel 64

talk key 83

tape counter 65
tape dispenser 161
tape guide 161

tape selector 65
tape-guide 64

taxi transportation 14
tear-off calendar 150
technical equipment
compartment 41

technical identification band
68

technical producer 41, 42

technical producer monitor 45

telecommunication satellite
135

telecommunication satellites
34

telecommunications by
satellite 32

telephone 14, 44

telephone index 84, 153

telephone line 134

telephone network 32

telephone set 40, 84

telephone surge protection
jacks 121

telephone, communication 82

telephone/cable/satellite line
131

telephony 137

teleport 33

teleprompter 48

telescoping antenna 73

television 39

television program schedule
21

tension adjusting screw 161

terminal cover 58

terminator 128

test pattern 46

text 146

text display 146

Thai 9

throttle control 113

thrust device 17

thrust tube 17

thumb tacks 163

Tibetan 9

tilde 25

time card 149

time clock 149

tone arm 67

tone leader generator 37

toner cartridge 119

top-level domain 133

touch pad 138

touch pad button 138

touch screen 141, 142

tower case 100, 101, 102

track search/fast operation
buttons 55, 56, 69

trackball 112

transceiver, network access
point 126

transceiving dish 34

transceiving parabolic
antenna 31

transmission dish 34

transmitter 84

transmitting tower 30

treble tone control 62, 73



trigger 113

tripod 39

tuner 60, 61, 77
tuning buttons 62
tuning control 61, 73, 77, 78
tuning controls 49
tuning mode 61
Turkish 10

turntable 37, 67
tweeter 71

twist handle 113
twisted-pair cable 132
type, sans serif 22
type, serif 22
typewriter 146
typist’s chair 97
typography 22

U \"4
Ukrainian 13 variable spacer 147
umlaut 25 vector/waveform monitor 45

uncanceled stamped mail 28
underground cable network
32

uniform resource locator 133
uniform resource locator
(URL) 133

uninterruptible power supply

uninterruptible power supply
(UPS) 131

uppercase 22

UPS 121, 131

Ural-Altaic languages 10
Urdu 13

URL 133

USB connector 124

USB key 124

USB port 100, 101, 139

video connection panel 40

video monitor 116

video monitoring selector 45

video port 101, 139

video switcher technician 40,
42

videocassette 54

videocassette recorder (VCR)
54

videophony 137

videotape operation controls
59

Vietnamese 9

virgule 26

voice recorder button 142
volume 89

volume control 56, 62, 73,
79, 86
volume unit meters 37

w

walkie-talkie 79

wallet 143

waste basket 167
wave guide 39
Webcam 114

weight 23

Welsh 12

wheel mouse 110
wheelchair access 14
wide 23

wide area network 130
widescreen/data code button
59

window tab 155
windscreen 38

wireless communication 79
wireless network interface
card 126

Wolof 8

women’s rest room 15
woofer 71

word correction 147

work furniture 96
workstation 92

writing brush 16

writing instruments 16

Y
Yiddish 12
Yoruba 8

z

zoom button 58
zoom lens 48, 58
Zulu 9
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THE VISUAL
DICTIONARY OF

Adapted from the famous Visual Dictionary, an international bestseller with more
than 8 million copies sold, this new series of thematic and ultracompact books
provides readers with a multitude of words and concepts that are encountered
in everyday life.

All the subjects are explained with highly realistic illustrations, accompanied
by terminology and concise definitions produced by an experienced group of
professionals.

The Visual Dictionary of Communications and Office Automation looks info
information networks and mediums of the modern world, and explores electronic
and computer fools of foday’s office.

Convenient and affordable, this book is the perfect fool to understand modern
communication technologies!
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