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 1 How to build a resource library
Make a folder

Access relevant resources from internet

Save pages, images, videos

Copy and paste links

Insert into document

Insert links into document

Format document

 2 Creating your own folder
Right click on Desktop
Click New Folder
It will create untitled folder; you can type the name
You can right click and rename folder
You can move folder from Desktop to Documents
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 3 Tips on Saving
Always do a save -as when you open a document
Can a "doc" file be opened?  Yes
How can I save a odt file as a "doc" file?
 ---> File--> Save-As---> Formats---> "doc"

 4 How to access information on internet

 4.1 Browser information and address bar

Applications--->Internet----> Firefox/ Google Chrome

 4.1.1 When you know the address

1. In the address bar, type the website address/ url
2. What are the various extensions of website names?

.com (commercial)
    . net
    .org
    .in (based in India)
    .co.in (commercial)
    .nic.in (government website)

 4.1.2 When you dont know the address

1. Go to google search (or any search engine)
2. Search engine is a website
3. Enter the search words in the search box not on address box
4. If you want intelligent pages, search intelligently (keywords)
5. Advanced search - specific searches

For more detailed handout on how to access the web, search and evaluate resources, click here.

 4.2 How to download information from internet

 4.2.1 Text

1. Copy the information and paste
2. In a text document in your folder

Another methods
1. File-->Save Page As
2. It will save as .html and it will save a folder
3. Go to your folder and open the html page "with Firefox"
4. This is a offline page
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 4.2.2 Accessing images

1. Go to any webpage
2. Select the image you want to download
3. Right click
4. Save Image as
5. Select the folder and save 
6. This saved image can be copied and pasted into text document

ಪರದರ್ಶನರ್ಶನ: ಚಿತ ರಗಳು ಹಾಗೂ ವೀಡಿಯೊಗಳನುನು ಪಡೆಯುವುದರ್ು ; ಸಂಪನೂಮೂಲಗಳನುನು 
ಸಂಘಟಿಸುವುದರ್ು. 

1. Downloading images ಚಿತ ರಗಳನುನು ದೌನ್ಲೂಲೀಡ್ ಮಾಡುವುದರ್ು
2. How to access images? ಚಿತ ರಗಳನುನು ಪಡೆಯುವುದರ್ು
3. Save and can be used in other presentations - formats of images, size of image

ಚಿತ ರಗಳನುನು ಉಳಿಸುವುದರ್ು, ಹಾಗೂ ಇತರೆ ಪರದರ್ಶನರ್ಶನಗಳಲ್ಲಿ ಉಪಯೋಗಿಸುವುದರ್ು  - ಚಿತ ರದರ್ ಸೈಜ್ ಮತುತು 
ಫಾರ್ಮಾಯಾಟ್ರ್ಶಟ

4. Show freely downloadable, thumbnails and discuss copyrighted images 
ಮುಕತುವಾಗಿ ಪಡೆಯಬಲಲ  ಚಿತ ರಗಳ ಬಗ್ಗೆ ಚರ್ಚಿರ್ಶಸುವುದರ್ು ಹಾಗೂ ಹಕುಕುಸ್ವಾಮಯಾಟ್ ತೆ ಬಗ್ಗೆ ತಿಳಿಸುವುದರ್ು.

 4.2.3 Video

1. Go to the website where the video is
2. If the video is downloadabe, you will always see a download button'; right click will give 

download option
3. Youtube downloads - search for the video
4. Click on the download button when the video is playing
5. When you search on you tube all videos listed.  Right click on any link and click on 

"download as"
6. It will save in downloads folder; you can copy and paste into your folder
7. When you search on you tube all videos listed.  Right click on any link and click on "copy 

link location"
8. This link can be put in text document
9. Do not insert videos in text document

          ವೀಡಿಯೋ ದೌನ್ಲೂಲೀಡ್ ಮಾಡುವುದರ್ು
10. How to access videos? ವೀಡಿಯೋಗಳನುನು ಪಡೆಯುವುದರ್ು
11. Include video channels ವೀಡಿಯೊ ಚಾನಲ್ ಗಳನುನು ಸೀರಿಸುವುದರ್ು 
12. Plugins for video downloads ವೀಡಿಯೋ ದೌನ್ಲೂಲೀಡ್ ಮಾಡಲು ಬೀಕಾಗುವ ಪಲ ಗಿನ್ ಗಳು.

13. How to download and save ವೀಡಿಯೋಗಳನುನು ಹೀಗ್ ಉಳಿಸುವುದರ್ು
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 5 Checklist for building a resource library ತಾವೀ ಸವಾ ತಃ ಮಾಡಿದರ್ 
ಚರ್ಟುವಟಿಕೆಗಳು

1. The participants access identified links and list the sites they navigate from; summarize the 
features of the website. 
ಭಾಗಿಗಳು ಹಚಾಚಾಗಿ ವೀಕ್ಷಿಸಿದರ್ ಕೊಂಡಿಗಳು ಹಾಗೂ ಸಂಚರ್ರಿಸಿದರ್ ತಾಣಗಳನುನು ಗುರುತಿಸಿ ಅದರ್ರ ಸ್ರಾಂಶನ 
ತಿಳಿಯುವುದರ್ು

2. List of websites that they have accessed from a given page as well as web pages that they 
have searched. ಭಾಗಿಗಳು ಸಂಚರ್ರಿಸಿದರ್ ವಬ್ ಪುಟಗಳ ಮಾಹಿತಿ ಹಾಗೂ ಹುಡುಕಿದರ್ ತಾಣಗಳ ಪಟಿಟಿ 

3. For a given project/ lesson they are on, the participants will list the information they need.
ಭಾಗಿಗಳು ತಮಗ್ ಬೀಕಾದರ್ ಪಾಠದರ್ ಬಗ್ಗೆ ಬೀಕಾದರ್ ಮಾಹಿತಿಯನುನು ಪಟಿಟಿ ಮಾಡುವುದರ್ು.   

4. Participants must search the internet for finding a web page for information they need 

ಭಾಗಿಗಳು ಬೀಕಾದರ್ ಮಾಹಿತಿಗಾಗಿ ಅಂತಜಾರ್ಶಲದರ್ಲ್ಲಿ ಹುಡುಕುವುದರ್ು.

5. This will include searching, accessing the website and giving a summary of what is 
available on each of the websites.  Search terms will have to be indicated as well as the 
search results have to be ranked. 
ತಮಗ್ ಬೀಕಾದರ್ ಮಾಹಿತಿಯನುನು ಕಲೆಹಾಕಲು ಹುಡುಕಿದರ್ ತಾಣಗಳು, ಹಾಗೂ ಕೊಂಡಿಗಳನುನು ಪಟಿಟಿ 
ಮಾಡುವುದರ್ು.

6. Participants must search the internet for relevant videos for the topic/ idea they are 
discussing on and list videos by type of file
ಭಾಗಿಗಳು ತಮಗ್ ಬೀಕಾದರ್ ಮಾಹಿತಿಗ್ ಸಂಬಂಧಿಸಿದರ್ ವೀಡಿಯೋಗಳನುನು ಅಂತಜಾರ್ಶಲದರ್ಲ್ಲಿ ಹುಡಿಕುವುದರ್ು 
ಹಾಗೂ ಅದರ್ರ ಬಗ್ಗೆ ಚರ್ಚಿರ್ಶಸುವುದರ್ು.

7. Evaluating videos for self-learning, for use in classrooms 
ಪಠಯಾಟ್ ದರ್ ಬಳಕೆಗಾಗಿ ಹಾಗೂ ಸವಾ ಂತ ಕಲಿಕೆಗಾಗಿ ವೀಡಿಯೋಗಳನುನು ಮೌಲಯಾಟ್ ಮಾಪನ ಮಾಡುವುದರ್ು.

8. Each video/ image accessed must have source and author information
ಪಡೆದರ್ ಪರತಿಯೊಂದರ್ು ವೀಡಿಯೋ ಹಾಗೂ ಚಿತ ರಕೆಕು ಮೂಲ ಮಾಹಿತಿ ಹೂಂದಿರಬೀಕು.

 6 Formatting the document 
Once resources have been identified, you can insert links and pictures to create a resource library 
document for future reference.  
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 6.1 Inserting hyperlink from the internet

Hyperlink visible
http://karnatakaeducation.org.in/KOER/en/index
.php/Emailing_Handout

After you click, Insert Hyperlink, choose 
internet, enter the link in the target.  The same 
link can be entered in the fields called Text and 
Name.  This will make the visible hyperlink. 

Hyperlink is given a name 
http://karnatakaeducation.org.in/KOER/en/index
.php/Emailing_Handout

After you click, Insert Hyperlink, choose 
internet, enter the link in the target.  In the Text 
and Name fields, enter the name that you wish to
give for the hyperlink.  This name will make the 
visible hyperlink. For example, here we have 
given the name Emailing.

Emailing

 6.2 Inserting hyperlink from local folders 

For a link to a document saved on your 
computer, click Insert-->hyperlink and choose 
document.  In the box called path, browse for 
the document you want to link it to.  You can 
either name this link  or let the path of the 
document be visible.
Email hand-out
file:///home/ranjani/Desktop/Cascade
%20files/Handouts/Email%20hand
%20out/Email%20hand-out.odt
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 6.3 Formatting picture

Click and drag the picture to position it
Right click--->Wrap--->Optimal Page wrap

Caption--->Name of the picture
Insert in a table

 6.4 Inserting Table

Table--->Insert--->Select Rows and Columns
Give heading
You can give bullets and numbering within the table

 6.5 Insert Header and Footer

Insert---->Header--->Default Style
Type the name of document and you can also format
Insert--->Footer--->Default Style
Insert-->Fields--->Page number, etc
You can also insert fields on header

 6.6 Insert Headings and Table of Contents

 6.6.1 Define headings

1. In the tool bar click on default style

2. Select heading level
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 6.6.2 Insert Table of Contents

1. Insert--->Indexes and Tables

2. Select Indexes and Tables Again

3. Click OK

 6.6.3 Outline Numbering

1. Keep the cursor on any heading

2. Right click 

3. Select Bullets and Numberin

4. Choose Outline Numbering

 6.6.4 Updating the table of contents

1. Go to the table of contents

2. Right click

3. Update
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