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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  
 
Using Word 2013 to edit .pdfs 
Word 2013’s PDF Reflow allows you to open a .pdf file, edit it, and save it again in .pdf 
format without using the costly Adobe Acrobat program. Follow these steps: 

1. Open Word 2013. Select File > Open, then Browse to the folder that contains 
your .pdf file.  

2. Select the .pdf file and click on Open.  Click on OK in the  following dialog box: 
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3. While most layout properties are compatible and transfer from the.pdf directly 
into Word with no problems, you may notice some changes in your layout.  

4. Edit the file as needed.  Then click on Save As, and select .pdf format.   

 

Preparing your computer to go to the repair shop 
No matter how tech savvy you are, there may come a time when your computer needs 
professional attention. But don’t just hand it over to a tech with all your data free for the 
picking. Here are some excellent tips on what to do to ensure that your stuff doesn’t go 
walking and that your privacy is protected. Go to: 
http://www.pcworld.com/article/2686035/computer-repair-prepare-your-pc-for-a-trip-to-
the-shop.html#tk.nl_pwr  

 

Using Word’s tracking function without going crazy 

Many professors use Word’s tracking function to facilitate the editing of collaborative 
manuscripts and thesis or dissertation chapters. However, the many colors, arrows, 
lines, and balloons can be confusing. To get a better idea of how to use tracking without 
getting a headache, go to: http://www.pcworld.com/article/2861859/how-to-track-
changes-in-microsoft-word-without-going-insane.html#tk.nl_pcwbest 

 

Using technology in the classroom 
 
Google e-books  
There are thousands of free e-books online. Many of you are probably familiar with 
Project Gutenberg, but you may not know that Google now offers a portal to enter the 
world of copyright-free, public domain, no-cost e-books. This can be a boon to your 
cash poor students who may be able to find many literary classics in .pdf formats at no 
cost to them. 
 
Finding copyright free photos for presentations and websites 
PowerPoint and other types of presentations are very common in education today, as 
are course websites or blogs, but finding appropriate images that are copyright free can 
be challenging. Here are a few sites that can help you avoid stealing other people’s 
photos and exposing yourself to possible lawsuits. 
 

IM Free—This site is excellent when you need images of people, nature, and 
urban settings. All photos are free for commercial use; some require attribution to the 
photographer. Go to: http://www.imcreator.com/free  
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Flickr – Creative Commons Images—This site has a set of photos that fall under  

the Creative Commons license and are so identified. The collection is sorted and 
searchable. You can use them all for free, but some require attribution. Go to: 
https://www.flickr.com/creativecommons/by-2.0/  

 
Magdeleine—This is a well-organized site that has photos of people, animals, 

food, nature, technology, architecture, objects, and abstractions. All images are free for 
commercial use but require attribution to the photographer. Go to: 
http://magdeleine.co/browse/  

 
Foter—This site offers a great variety of photos in many categories. You can sort 

them to find the ones that are licensed for commercial use; some require attribution. Go 
to: http://foter.com/  

 
Unsplash--This site provides truly beautiful almost ethereal photos which are free 

for commercial use and require no attribution. The only problem is the lack of an index 
or classification system, which means that you may spend inordinate amounts of time 
browsing. Go to: https://unsplash.com/ 

 
Gratisography—This site (also uncategorized) is chockfull of humorous and/or 

inspiring shots. All photos are by Ryan McGuire and are free for commercial use without 
attribution (although McGuire notes that attribution is appreciated). Go to: 
http://www.gratisography.com/  

 
New Old Stock—This site has historical photos that are in the public domain and 

free for commercial use without attribution. They are not categorized. Go to: 
http://nos.twnsnd.co/ 

 

Sample: 1  Copyright free photo from IM Free 
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Introducing grammar exercises for English language learners 
Teaching grammar to English language learners in Puerto Rico can be tricky due to the 
wide range of abilities present among our students and the generally spotty instruction 
in grammar they have received prior to their university studies. This article by Douglas 
Magrath (U. Central Florida) explains in a concise and clear fashion how to create task-
based, communicative grammar assignments that go beyond the usual workbook 
exercises students have encountered previously. Go to: 
http://exclusive.multibriefs.com/content/introducing-grammar-exercises-for-english-
language-learners/education  
 
Windows tips  
 
Using function keys 
The function keys on your computer keyboard are not there for decoration. Here are 
some easy-to-learn uses for these handy and functional keys. 
 

Function key(s) Function performed 

F1 Help key in most programs, including all 

Microsoft products.  

Ctrl + F1 Displays or hides ribbon menu bar in Word 

and Excel 

Shift + F3 
Toggles case of highlighted text you want to 

format. 

F4 
Repeat last action 

F5 Go to key in both Word and Excel 

Ctrl + F6 
Toggles between multiple Word documents 

or Excel worksheets. 

F7 Spell Check in Excel, Word, Outlook, and 

other Microsoft programs. 

Shift + F7 Thesaurus—gives synonyms for highlighted 

word 

Ctrl + Shift + F9  
Disables selected hyperlink. If you press Ctrl + 

A to select entire document and press 

Ctrl+Shift-F9, all hyperlinks in document will 

be disabled. 
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F12 
F12 opens Save As in Excel, Word, and 

Outlook, then prompts for new filename. 

Shift + F12 
Saves documents, spreadsheets, tasks 

 

 
 
Mac Nuggets  
 
50 best Mac tips 
If you just got a new Mac, you may want to take a look at this list of useful tips. Even if 
you’re a veteran Mac user, you may find some surprising functions you didn’t know 
about. Go to: http://www.techradar.com/news/software/operating-systems/50-tips-to-
get-you-started-with-your-new-mac-1045852  
 

 
 
Useful sites and downloads  
 
Artcyclopedia 
Art can be an excellent way to complement presentation of literary works or to provide 
stimuli for discussion in ESL classes. Artcyclopedia is a search engine to art online 
which has entries for 9,000 artists and indexes 2,900 art sites. You can search by 
artist’s name, title of a work, museum, art movement, subject, nationality, medium, or 
gender. It has extensive links to museums and articles. Go to: http://artcyclopedia.com/  
 
TESOL Convention 2015 keynote and plenary addresses (free) 
 
Listen to sessions from the TESOL 2015 convention in Toronto, Ontario, Canada. 

• "Teachers’ Roles in Crossing Borders and Building Bridges," Opening Keynote 
presented by Sonia Nieto. 

• "Redefining Communicative Competence and Redesigning ELT in the 21st 
Century," James E. Alatis Plenary, presented by Jun Liu, Lourdes Ortega, and 
Michael Byram. 

• "Building Bridges: Journey to a Better Future for TESOL," Presidential Keynote, 
presented by Yilin Sun. 

• "Evidence-Based TESOL: Teaching through a Multilingual 
Lens," Saturday Keynote, presented by Jim Cummins. 

Irfanview 
If you want to be able to view all sorts of images and edit them using a powerful but free 
program, try Irfanview. IrfanView works with Windows 95, ME, NT, 2000, XP, 2003, 
2008, Vista, Windows 7, Windows 8, and Windows 10. It allows you to do just about 
everything PhotoShop does without the high price. Go to: http://www.irfanview.com/ 
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7-zip 
If you’ve ever tried sending a large group of files to anyone, you need to know 
something about zipping. Here’s a simple online tool that allows you to carry out this 
task easily.  Go to: http://www.7-zip.org/ 
 
Calibre ebook 
Calibre is a free, open source e-book management app which includes an e-book 
converter, viewer, and editor for all major e-book formats. It also allows you to synch to 
all your e-book reader devices.  Two neat additions are a content server for online 
access to your collection and a tool for downloading news from the Internet and 
converting it into e-book form for future reference.  Go to: http://calibre-ebook.com/ 
 
Reference managers 
A major part of the drudgery of academic writing is getting your bibliographic citations 
into particular formats for publication. Here are two sites that help you do this more 
quickly. 

• Jab Ref http://jabref.sourceforge.net/  

• Zotero  https://www.zotero.org/  
 

 
Cyberhumor  
 
Favorite technology quotations 
 

• "Artificial Intelligence usually beats natural stupidity." –Anonymous. 
 

• "If computers had invented humans as part of a BI program (biological 
intelligence), humans would have been tossed aside as barely having achieved 
perfect game play at Tic-Tac-Toe."    — Epine. 

 

• "If you don't want to be replaced by a computer, don't act like one." —Arno 
Penzias. 

 

• "Foolproof systems don't take into account the ingenuity of fools." —Gene Brown. 
 

• "Those who can't write programs, write help files."—Anonymous 
 

• "The ultimate metric that I would like to propose for user friendliness is quite 
simple: if this system was a person, how long would it take before you punched it 
in the nose?"—Tom Carey. 

 

• "I think there is a world market for maybe five computers." —Thomas Watson, 
chairman of IBM, 1943. 
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• "There is no reason anyone would want a computer in their home."— Ken Olson, 
president/founder of Digital Equipment Corp., 1977. 

 

• "640K ought to be enough for anybody."—Bill Gates, 1981. 
 

• "Old lie — The check is in the mail. 
New lie — I didn't check my e-mail."—Brian Fine. 

 
 
Making computers palatable to the older generations 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
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. 
 

Sample: 2 Copyright free cartoon 


