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============================================================= 
Welcome to the English Academic Technology Bulletin. This monthly 
publication of the English list communicates basic information regarding the 
use of technology in the preparation and imparting of instruction. The 
English list is a closed, moderated list restricted to the staff of the 
English Department of the College of Humanities of the University of Puerto 
Rico, Rio Piedras campus and other authorized users. If you are interested 
in subscribing to the English list or contributing content to the bulletin, 
please notify Alicia Pousada (apousada@earthlink.net), the list moderator. 
To post to the list, just Reply to this message. Remember that what you post 
will go to every subscriber. 
 
=========================================================== 
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ANNOUNCEMENTS 
 
Academic technology survey 
A total of 34 people responded to the survey. A detailed report of the findings is 
being prepared and will be made available to all staff members before the end of 
April. Many thanks to those who gave of their time to answer.  Your responses 
will assist the Academic Technology Committee in providing individualized 
technical assistance, planning workshops, creating proposals for the purchase of 
hardware and software, improving existing services, and selecting topics for this 
Bulletin. 
 
========================================================== 
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NEWBIE CORNER 
 
Using keystrokes in Windows 
The mouse was definitely a great invention. It made computing easy enough for 
a child by allowing users to simply point and click to activate menus and move 
icons to complete functions. However, it has its drawbacks. When you’re word 
processing, using keystrokes instead of the mouse can speed up your typing 
immeasurably and can save you when your mouse is acting up or is missing.  It 
will also come in handy when some program has frozen and covered up your 
toolbars and Start button, so you can’t access any other programs. Here are a 
few of the most common keyboard combos that will  have you working like a pro. 
 
The handy [Windows] key 
Pressing the [Windows] key (the one with the Windows logo on it) will invoke the 
Start menu—the same as clicking the Start button. Keyboards that don’t have a 
[Windows] key can use Ctrl +Esc.  
 
Editing functions 
Rather than using your mouse to go up to the Edit menu every time you want to 
copy, cut, paste, or undo, try these shortcuts after you’ve highlighted the part of 
the text you want to work with: 
 
Copy  Ctrl + C 
Copy  & cut   Ctrl + X 
Paste  Ctrl + V 
Undo  Ctrl + Z 
 
You can also take care of your font style without resorting to the Format menu.  
Highlight the text you want to alter and then hit the following key combos: 
 
Bold  Ctrl + B 
Italic  Ctrl + I 
Underline Ctrl + U 
You can combine these to get Bold Italic (Ctrl + B + I) or Bold Underline (Ctrl + B 
+ U). 
 
Three other shortcuts that come in handy when you’re word processing are:  
Page break Ctrl + Enter 
New doc. Ctrl + N 
Save  Ctrl + S 
Print  Ctrl + P 
 
Searching 
When you need to search for a file, don’t bother going to Start and then Search.  
Try this:  [Windows] + F. 
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Switching (or toggling) among programs 
If you’re running several programs simultaneously, and you want to switch 
quickly from one to the other (e.g. check your e-mail or get a source from the 
Internet while you’re working on some word processing), use this sequence: 
Esc + Alt. Hitting it repeatedly will toggle you through all the programs you’re 
running. 
 
Terminating a program 
When things get sticky, and you can’t seem to get any response from your 
program, hit: 
Ctrl + Alt + Del  to bring the troublesome program to a halt. 
 
 
A handy way to learn these shortcuts is to write them on a Post-It and stick it to 
your computer for reference until you’ve mastered them all by heart. 
 
 
========================================================= 
INCORPORATING TECHNOLOGY INTO YOUR TEACHING  
 
Daedalus Lists of Ten 
The Daedalus website has a marvelous set of teaching materials called the Lists 
of Ten that can be utilized by teachers in writing, literature, ESL, grammar, and 
communications to stimulate writing and discussion.  Check out: 
http://www.daedalus.com/list_of_ten.asp 
 
Using computers in ESL writing classes 
Here’s an article that gives a brief review of the status of ESL/EFL writing 
instruction utilizing computers and examines the changes that technology has 
brought to writing teachers with respect to their relationship with students, 
syllabus design, their choice of instructional approaches, and teaching strategies. 
http://lc.ust.hk/~centre/conf2001/proceed/zhanj.pdf 
 
Using a scanner for teaching purposes 
Flatbed scanners can be used creatively to add photos or graphics to handouts, 
websites, or PowerPoint presentations, to duplicate hard-to-find readings for your 
students, and to present images of three-dimensional objects for discussion or 
analysis instead of carrying the actual objects to class.   
 
Here are a few things to bear in mind when using a scanner. 
 
1. Make sure your scanner glass is clean. Small smudges can ruin your scan. 
2. Do any needed cropping, cleaning, or adjusting in the pre-scan or preview 
mode.  
3. Select the highest bit depth available. 

http://www.daedalus.com/list_of_ten.asp
http://lc.ust.hk/~centre/conf2001/proceed/zhanj.pdf
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4. Pick the best resolution for the task at hand.  For on-screen images, 72-100 
dpi (dots per inch) is best.  For faxing or OCR (optical character recognition), 
200-300 dpi is appropriate. For photos printed on an inkjet printer, use 240 dpi for 
matte paper and 360 dpi for glossy paper. 
 
[Source: PC World, August 2002, p. 102.] 
 
 
Adding sound to your PowerPoint presentations and websites 
To add sound effects in .wav, .aiff, and .au formats to your PowerPoint 
presentations or website, go to:  www.findsounds.com  and download your 
favorites.  They have everything from nature sounds to household noises. 
 
============================================================= 
 
MAC NUGGETS  
 
Laptop stand 
Griffin Technology's Icurve ($40) is a curvy, transparent plastic laptop stand 
designed for Apple IBooks or any notebook with a 12.1 inch or larger screen. The 
stand holds notebooks in place at a fixed 15% tilt with high-friction material. The 
ICurve also lets notebooks cool off. See it at:  
http://www.griffintechnology.com/products/icurve 
 
====================================================== 
Handy shortcuts 
Here are a few shortcuts that will let you get the job done faster on your Mac 
computer and save you from a few common predicaments. 
 
Close those windows 
To collapse all application windows in a particular application, option double click 
on the title bar.  
 
Restart 
Need to restart but can't see your screen? Try pressing the power key on the 
keyboard + R. 
 
Fast shutdown 
When time is short, and you’ve simply got to close down in a hurry, try this: 
Hit Control + Command + Option + Keyboard Power Key  
 
Cancel shutdown 
If you choose Shut Down from the Special menu and then realize that you want 
to do one more thing before closing, immediately launch any application. 
Launching a program will force the Mac OS to stop a shutdown. 
 
=================================================== 

http://www.findsounds.com/
http://www.griffintechnology.com/products/icurve
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Just for fun 
Life is not all work. Sometimes you like to have fun with your Mac. Try the 
following easy tips: 
 
Changing your desktop appearance 
If you’d like to display a new desktop picture each time you start up, drop a folder 
full of pictures onto the choose desktop picture window. 
 
Start up singing 
If you place a sound file in your Startup Items folder, it will play when your Mac 
starts up. 
 
Playing CDs 
You can start your Audio Player by pressing the Spacebar and stop it by pressing 
Esc. 
 
Apple Menu Easter egg  
If you hold down the Command, Option, and Control keys and select the first item 
in the Apple menu (normally About This Computer), you’ll see a nice little 
surprise, courtesy of your playful system programmers. (Nothing bad!) 
 
Stickies Easter Egg:  
Type in Antler! and hit Return in a New Stickies Note for another nice surprise. 
 
[Source: Ultimate Mac Tips Library: 
http://macos.about.com/library/bltipsubject.htm] 
 
 
============================================================= 
 
 
TIPS FOR WINDOWS USERS 
 
Filtering e-mail with Outlook Express 5 
 
To get Outlook Express 5 to take e-mail messages that are not addressed 
directly to you (probably spam) and put them somewhere other than your in-box, 
try this approach.  

• Select Tools | Message Rules | Mail from the menu. 

• Click on New. 

• Check the box labeled “Where the To line contains people.” 

http://macos.about.com/library/bltipsubject.htm


 6

• Click on the blue underlined words “contains people” in the description at the bottom. 

• Enter your e-mail address and click on Add. 

• Click on Options, select Message does not contain the people below, click on OK, and then OK 
again. 

• Check the box labeled Move it to the specified folder. 

• Click on the blue underlined word specified. 

• Create a new folder named Not to me and select it. 

• Name the rule Not to me and click on OK, then OK again. 

Now any e-mail message that arrives without your address in the To field will be placed in the Not 
to me folder rather than your in-box. You'll still have to review the messages in the Not to me 
folder, since they could be legitimate messages using a Bcc field or messages sent to an e-mail 
group you belong to, but your in-box will only contain messages addressed to you. 

[Source: PC Magazine website: http://www.pcmag.com/article2/0,4149,930003,00.asp  

========================================================= 
 
GREAT WEBSITES TO VISIT 
 
Computer troubleshooting 
If you’ve noticed that your computer has slowed down or is acting less 
responsive than usual, you may want to give it a thorough check-up. Go to 
www.pcpitstop.com  (sponsored by PC World magazine) and have them run a 
battery of tests on your computer.  They go beyond what Norton or McAfee offer, 
and also give you an idea of how your computer ranks when compared to others 
of the same type (benchmarking).  
 
Fine art on the cheap 
When you need a copy of a great piece of art to illustrate a story you’re 
presenting in class,  try the WebMuseum at www.ibiblio.org/wm.  This rich site is 
a delight for the eyes and has lots of information about art and artists as well. All 
the thumbnail shots of works of art can be made larger by left-clicking on them 
and can be saved on your hard drive or a floppy by right clicking. They can then 
be inserted into presentations or printed out for display in class. They can also 
become your desktop background if you enjoy looking at art every time you log 
on. 
 
 
 
 
 

http://www.pcmag.com/article2/0,4149,930003,00.asp
http://www.pcpitstop.com/
http://www.ibiblio.org/wm
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USEFUL DOWNLOADS 
 
Viralock  
 
This antivirus software prevents the spread of e-mail viruses by  
preventing them from leaving an infected computer. Aimed at  
individuals and small businesses (a network version is in  
development), ViraLock encrypts addresses found in e-mail programs so  
that a virus cannot replicate by sending itself out. It's intended to  
complement current antivirus products, and works automatically and  
transparently in the background.   Price: $20   
 
Download Viralock now at:   
http://www.pcworld.com/downloads/file_description/0,fid,22722,tk,hsx,00.asp 
  
EzVoice  
 
Why pay for an answering machine or a voicemail service when your PC  
can take care of it? That's the question posed by EzVoice, an  
application that runs on your computer and picks up your phone calls  
while you are away. EzVoice provides ten configurable voicemail boxes,  
a graphical user interface, walkthroughs for greeting setup, caller ID  
display, and remote message retrieval with dual password protection.  
You can append text notations to your recorded messages in the  
logbook. Version: 1.1.1  Price: Free   
 
Download EzVoice now at:   
http://www.pcworld.com/downloads/file_description/0,fid,22749,tk,hsx,00.asp 
  
 
POP Peeper  
 
POP Peeper lets you check all your e-mail accounts, all at once. This  
utility runs in your Windows Taskbar and alerts you when you have new  
e-mail in any of your POP3 accounts, or in Web-based services such as  
Hotmail, MSN or Yahoo Mail. You can also use it to read and delete  
messages, including HTML e-mail. Version: 2.2  Price: Free   
 
Download POP Peeper now at:   
http://www.pcworld.com/downloads/file_description/0,fid,22748,tk,hsx,00.asp 
  
 
 
 
 
 
 

http://www.pcworld.com/downloads/file_description/0,fid,22722,tk,hsx,00.asp
http://www.pcworld.com/downloads/file_description/0,fid,22749,tk,hsx,00.asp
http://www.pcworld.com/downloads/file_description/0,fid,22748,tk,hsx,00.asp
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PDA DIGEST  
 
Trimmed down Hot Syncing  
There’s a new way to connect your PDA to a computer in order to charge and/or 
synchronize files. The light-weight and inexpensive MiniSync, available from 
Boxwave for $18.50 (plus $6.45 shipping to PR) has a retractable 35” cord that  
plugs into the USB port and gives you fast results. Leave that bulky Hot Sync 
cradle home when you travel.  Go to http://www.boxwave.com/products/minisync  
 
======================================================== 
 
TECHNOQUOTABLES 
 

• The computer is by all odds the most extraordinary of the technological 
clothing ever devised by man, since it is an extension of our central 
nervous system.  Beside it, the wheel is a mere hula hoop.  

 
--Marshall McLuhan, War and peace in the global village. 

 
• Stripped of its interfaces, a bare computer boils down to little more than a 

pocket calculator that can push its own buttons and remember what it has 
done. 

 
--Arnold Penzias, Ideas and information 
 

 
• All experience shows that technological changes profoundly transform 

political and social relationships. 
 

--John von Neumann, mathematician 
 

 
• Information has value, but it is as perishable as fresh fruit. 

 
--Nicholas Negroponte, founder add director of MIT Media Lab 

 
 
[Source: Beekman, George. 1994. Computer currents: Navigating tomorrow’s 
technology. Redwood City, CA: Benjamin /Cummings Publishing Company. 
 
========================================================= 
 
 
 
 
 

http://www.boxwave.com/products/minisync
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COMPUTER HUMOR 
 
A Poem For Your Consideration  
 
Don't you wish when life is bad 
and things just don't compute 
that all we really had to do 
was stop and hit reboot? 
Things would all turn out ok, 
and life could be so sweet 
if we had those special keys: 
ctrl and alt-delete. 
Your boss is mad,  
your bills not paid,  
your wife, well, she's just mute. 
Just stop and hit those wonderful keys 
that make it all reboot.  
You'd like to have another job, 
you fear living in the street?  
You solve it all and start anew 
ctrl and alt-delete. 
 
[Source: http://www.annoyances.org/exec/show/article09-124] 
  
 
If Coke were run like Microsoft 
 
Bill Gates recently compared the OS market with the soft drink market, explaining 
that Microsoft is hanging on for dear life in the ultra-competitive OS market while 
Coke enjoys a real monopoly, since they'll be on top forever, but the DOJ doesn't 
pick on them. Of course, Bill should be careful not to give Coke any ideas. We 
might end up with a scenario like the following: 
 
Joe: (walking into McDonalds) Hi, i'd like a Big Mac. 
Cashier: Okay, here's your Big Mac and here's your Coke. That'll be $3.99. 
Joe: Uh, I don't want a Coke. 
Cashier: Sorry, they're bundled. 
Joe: What? I'm not paying for a Coke! 
Cashier: You don't; the Coke is free. 
Joe: But wasn't a Big Mac $2.49 last week? 
Cashier: Sure, but this latest Big Mac is far more innovative. It's got integrated 
Coke! 
Joe: I already bought a Snapple across the street - I'm not going to drink the 
Coke. 
Cashier: Then you can't have the burger. 
Joe: Okay, fine, I'll pay the $3.99 and throw the Coke away. 

http://www.annoyances.org/exec/show/article09-124
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Cashier: Oh, you can't do that. They're seamlessly integrated. Totally 
inseparable. 
Joe: How can that be? They're two totally separate things! 
Cashier: No, watch. (takes Big Mac, dunks it in a tank of Coke) See? 
Joe: Why did you just do that?!?! 
Cashier: It's a benefit to the consumer. Otherwise you'd end up with two different, 
inconsistent tastes. This way you're assured of a continuous taste across all your 
foods. 
Joe: Aaarrgh! 
 
[Found in: alt.humor 
Posted by: Cerberus - The Dog Of Hell cerberus@mystacy.fsnet.co.uk] 
 

mailto:cerberus@mystacy.fsnet.co.uk

