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============================================================= 
Welcome to the English Academic Technology Bulletin. This publication originating from 
the English Department of the College of Humanities of the University of Puerto Rico, 
Rio Piedras, communicates basic information regarding the use of technology in higher 
education. While the information is applicable to many levels and disciplines, it focuses 
particularly on the teaching of literature, communication, linguistics, and English as a 
Second Language, the fields in which the department offers courses. If you are 
interested in contributing content to the bulletin, please notify Dr. Alicia Pousada 
(alicia.pousada@upr.edu  ), the bulletin editor. 
=========================================================== 
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Newbies Corner (Keeping your LCD or LED monitor clean) 
 
To remove fingerprints, smudges, and food stains, etc. from your LCD or LED monitor 
(on a TV, cell phone, laptop, tablet), all you need is a microfiber cloth (easily obtained in 
any drugstore or photography shop) and a small spray bottle of half water and half white 
vinegar. First, wipe off the screen with the cloth using gentle pressure. If a smudge 
won’t budge, spray the cloth (never the screen!) with the vinegar and water solution, 
and then wipe the screen. It’s a good idea to unplug the device first to avoid any 
possible electrical charge. Never use Windex, soap, or alcohol to clean your screens, as 
these all can leave permanent residue and streaks. 
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Keyboard shortcuts everyone should know 
 
Simple keyboard combinations or shortcuts can speed up your work. Instead of moving 
your mouse around and clicking to carry out regular functions, try these: 
 
 
Control+F (or Command+F on the Mac) 

 
This allows you to search web pages and Word documents from a search box. 
 
 
 
Control+N (or Command+N on a Mac) 
 

 
This allows you to create something new. In a web browser, this will make a new 
window. In a word processing, image editing, or other document-based application, it 
will create a new document. 
 
 
Control+S (or Command+S on a Mac) 
 

 
This allows you to save a document.  
 
 
Control+P (or Command+P on a Mac) 
 

 
This opens the print window where you can check your settings, choose a printer, etc. 
When you're ready, just click print and your document will be printed.  
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Alt+F4 (or Command+Q on a Mac) 
 

 
This is the keyboard shortcut for quitting the current application. To know which 
application is going to quit when you use this command, look in the upper left corner to 
see its name. 
 
 
Enter (or Return on a Mac) 

 
This is useful for indicating okay to a proposed action. It also lets you submit forms on 
web pages from any text field in that form. 
 
 
Backing up your work 
 
There are a variety of ways to back up your data, so there is really no excuse for not 
doing it. Regular back-ups will give you peace of mind and save you from a world of 
grief. 
 
Perhaps the easiest and cheapest way to back up is onto a USB hard drive. Depending 
on how many files you have, there are various sizes of hard drives that you can plug in 
and leave. Windows 7 and 8 include backup programs, and Macs utilize Time Machine 
to make back-ups. The most important thing is to set up a regular time when automatic 
back-ups are made without your having to do anything. 
 
There are also online back-up systems. If you use Windows, you can save your files to 
Microsoft SkyDrive; Mac users have access to iCloud. These services offer free storage 
for small amounts of data and charge different rates for larger amounts of data. There 
are also third-party services like Carbonite (http://www.carbonite.com/en/v2/index) and 
CrashPlan+ (http://www.crashplan.com/consumer/crashplan-plus.html) which both 
charge $59/year for unlimited data. You can check out many others at: 
http://pcsupport.about.com/od/maintenance/tp/online_backup_services.02.htm   
 
You should keep in mind that some online services have suffered security breaches, so 
if you have very sensitive information, you are probably better off saving them locally on 
a hard drive and keeping that hard drive in a safe location. 
 



4 

 

Finally, there are synching programs that allow you to keep all your data on two 
computers. If one is damaged or lost, all the data remains safe on the other computer. A 
good choice is GoodSync (http://www.goodsync.com/ ). With GoodSync you can back 
up files to laptops, desktops, flash drives, servers, or other external drives. 
 
========================================= 
Using technology in the classroom  
 
Using Inform 7 to create text-based writing games 
 
Creating a text-based game can provide a unique opportunity to present ideas or 
develop creative writing in an innovative fashion. You can download Inform 7 for various 
platforms for free at: http://inform7.com/download/   and get started generating 
interactive fiction with your students. Inform 7 uses natural language for making 
everything in the game. Be sure to read the Writing with Inform manual for getting 
started since there are precise rules of logic for writing propositions. 
For more information, go to: 
http://chronicle.com/blogs/profhacker/make-games-in-the-classroom-with-inform-
7/45717?cid=wc&utm_source=wc&utm_medium=en 
 
 
Using Dropbox in your teaching 
 
Dropbox is a popular cloud service that is available for free with 2 GB of storage space. 
Just go to: https://www.dropbox.com .  Some of you may already be using Dropbox as a 
handy online storage bin for large files. However, it can be even more useful as an 
adjunct to your courses. Here are just a few ways in which Dropbox can make your 
teaching life easier and more productive. 
 
1. You can write a lecture or lesson plan on your computer at home, put it in your 
Dropbox folder, and it’s automatically synced with your computer at work or your 
smartphone. During the day, you can edit that file, and all changes are automatically 
synced with all your other devices. No more carrying around a USB jump drive or 
emailing yourself files. 
 
2. Share course materials (large .pdf files, PowerPoint presentations, videos, music, 
etc.) with students by creating a sharing folder for each class you teach. Your students 
will be more likely to be prepared for class and will be more motivated by the rich 
multimedia selection you can offer to supplement the class textbook. 
 
3. Use Dropbox as a way for students to turn in homework assignments. It’s an easy 
electronic homework drop (quicker and easier than email) and time stamps submissions 
so you know who’s on time and who’s late with an assignment. 
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4. Teach your students to store their notes and homework assignments in their Dropbox 
accounts so they can easily find them no matter where they are. This is much simpler 
than opening numerous emails searching for the attachment they need. 
 
5. Dropbox also comes in handy when students are working in groups on large 
presentations or creative pieces. Each group member can add their part to the shared 
folder, and the entire project can be accessed from any computer, tablet, or 
smartphone. 
 
========================================= 
 
Windows tips 
 
Search 
To find anything on your computer, use Windows Search. It’s the quickest way to locate 
and open any file on your PC, including documents, email messages, music, photos, 
and more. To use Windows Search, click the Start button, type one or two keywords, 
and see search results appear almost instantly. 
 
New functions for Calculator in Win7 
Every teacher uses a calculator at some point to calculate averages. However, 
Windows 7 Calculator has some new features that can be useful both in and out of the 
classroom. Open Calculator and click the View menu to check them out. Unit 
conversion translates Celsius to Fahrenheit, kilometers to miles, meters to feet, grams 
to ounces, joules to BTUs, and more. The new calculation worksheets can quickly 
compute fuel economy and loan payments. There are also Programmer and Statistics 
modes. 
 
Creating Desktop Folders 
Many people just fill up their desktop with files, but this not only makes finding things 
difficult, it also looks messy. Why not corral those files into desktop folders? Just right-
click on any blank part of your desktop, and then left-click on New�Folder. Instantly a 
folder will appear on your desktop. Give it a distinctive name by clicking on the letters 
“New Folder” which will highlight them. Then type in your desired folder name. Once 
you’ve set up a few such folders, start dragging your files into the appropriate folders. A 
few minutes later, your desktop will look neat and tidy, and finding your work will be a 
breeze. A folder named “Pending” can be used to keep current projects together. 
 
========================================= 
 
Mac Nuggets 
 
Clean up disk image files clutter 
Delete unnecessary disk images (DMG). The Downloads folder generally becomes a 
dumping ground where such files pile up. Go to the Downloads folder in the Finder and 
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type “dmg” into the search box. Select Disk Image under the Kinds header. Then delete 
all of those downloaded DMG files and free up some significant space! 
 
 
Sharing your actions on the computer via QuickTime video 
Do you want to show what you’re doing on your Mac to someone? You can record your 
actions for free with QuickTime Player 10, which is built-in to Macs beginning with OS X 
10.6 (Snow Leopard) and later. Just follow these steps. 
 
1. Open QuickTime Player, it’s in the Applications folder. You may not see a QuickTime 
window, but you will see the QuickTime Player menu bar at the top. 
 
2. Click on File � New Screen Recording. The screen recording window will open. 
 
3. Click on the white down arrow to adjust the settings. You can choose the source for 
audio (your built-in microphone or the in-line audio input), the video quality of the 
recording (higher quality results in larger files), and the microphone/input sensitivity. 
 
4. Click on the red record button. This gives you the option to record the full screen 
(default), or a specific area of your screen via cropping. The excluded area will be dark. 
Note: Recording a larger area will result in larger files. 
 
5. Once you’ve selected the area, click to continue. You will now be recording your 
actions on the computer. When finished, click on the stop button, and the video you 
recorded will now pop up, and you can view it. 
 
6. Use the Share button (File menu�Share) to quickly upload to: YouTube, Facebook, 
Video and others right from QuickTime. Or click on File� Export to make a video file 
and submit/share your video manually. 
 
========================================= 
Useful sites and downloads 
 
VLC free media player and converter 
 
One of the most useful free downloads you can ever get. VLC media player can stream 
files to and from the Internet, play CDs, VCDs, DVDs, .mp3, and .mp4 files, manage 
podcasts, capture webcam videos, capture video stills, and convert media files into 
different formats. It also lets you copy DVDs. It runs on all platforms (Windows, Mac, 
Linux, and Unix). It is spam-free and advertisement-free. You can get VLC at no cost at: 
http://www.videolan.org/vlc/ . 
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JSTOR Register & Read 
 
If you can’t get into the university library databases by remote access, you can still 
enjoy up to three free articles every two weeks in JSTOR, the academic journal 
database. The Register & Read program is a new, experimental program that provides 
free, read-online access to individual scholars and researchers who register for a 
MyJSTOR account.  When you find an article that’s part of Register & Read, click on 
“Read Online Free.” Register for a free MyJSTOR account, or log into an existing 
account. Add the content to your shelf to read the full-text online. After 14 days, you 
may remove it and add new items to your shelf.  Go to: http://about.jstor.org/rr  for full 
information.  
 
=========================================== 
 
 
Cyberhumor  
 
New tech slang to learn (A-G) 
 
Alpha geek=the most technically knowledgeable person in the office 
 
To Amish= to deprive someone of technology 
 
Applejacked=when someone steals your Apple device. 
 
Blog fodder=an interesting fact suitable for your blog 
 
Blogorrhea=writing in your blog just for the sake of posting an entry, not because you 
really have something to say 
 
Brain candy=book, movie, or video game that stimulates the brain pleasantly but 
doesn’t actually make it work much. 
 
Cable spaghetti=tangle of wires connecting all your tech devices to the power source 
 
Cafediem= Do you want coffee? 
 
Check my spam=obsessively checking email even when I know there’s nothing 
important 
 
Code monkey=computer programmer 
 
Connectile dysfunction=inability to get or maintain an Internet connection 
 
Cyberchondriac=someone who thinks they have all the illnesses they read about on 
medical websites 
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E-condom=antivirus or security program 
 
Godwin’s law=as an online argument gets more heated, it becomes increasingly likely 
that someone will bring up the Nazis or Adolf Hitler. 
 
 
[Source: Peckham, Aaron. (2007). Mo’urban dictionary: Ridonkuous street slang 
defined. Kansas City: Andrews McMeel Publishing.] 
 
 
============================ 
 
If you’ve enjoyed this bulletin or have material that you would like to add to future 
issues, please contact Alicia Pousada at: alicia.pousada@upr.edu. 


