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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)

2 When you dont know the address

Go to google search (or any search engine)

Search engine is a website

Enter the search words in the search box not on address box
If you want intelligent pages, search intelligently (keywords)
Advanced search - specific searches

uhrhwnoe~ B

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 atext document in your folder

Another methods

File-->Save Page As

It will save as .html and it will save a folder

Go to your folder and open the html page "with Firefox'
This is a offline page

A\l

PN

How to build a resource library 2/7


http://karnatakaeducation.org.in/KOER/en/index.php/Accessing_the_internet

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
1.
2.
3.
4.

4.2.3 Video

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

Youtube downloads - search for the video

Click on the download button when the video is playing

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

—
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5 Checklist for building a resource library sodle 3’33 S RT
236303835

1. The participants access identified links and list the sites they navigate from; summarize the
features of the website.

NN BN Degaw Boodrie Farte F0wOUS Forrv) 08 8BS F0T08
39030IRB0

2. List of websites that they have accessed from a given page as well as web pages that they

have searched. 239NN F023DAT 320° R3NP RI0&d TN BIBITE IoINY D&,

3. For a given project/ lesson they are on, the participants will list the information they need.

NN 3301 Wewars Hos &)rj\%b’(’%d m&sowaz{mgd SIBOITYRD.
4. Participants must search the internet for finding a web page for information they need

NN 23396 SI0ddMoN 90325E OB BIBITII)RO.

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.

33013 W3z dm&éoi)mq TSBOTED BIBIEE 9D, TN MO@ﬁeme 3%%
SOBEIF)YRO.

6. Participants must search the internet for relevant videos for the topic/ idea they are
discussing on and list videos by type of file

NN 3301 23T II&dNR B0 0TI &eé&i@(’ﬁ%”ﬂi& 2903230 OB ) BOBBORNSO
CRIgVENC AloRATSRAIA SRV aN)

7. Evaluating videos for self-learning, for use in classrooms

5(3‘(3 WBNN TN goé 33NN &céo&mcﬁmdﬁ%}mw SINBIRYE.

8. Each video/ image accessed must have source and author information

BEE B3030050 DeB0dee TN U B B0 Sk Be0BTLCR
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

t Table Tools Window Help

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

.php/Emailing Handout

% [Table Contents

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.

Ay | close Help Back

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

.php/Emailing Handout

After you click, Insert Hyperlink, choose

B . |internet, enter the link in the target. In the Text

A and Name fields, enter the name that you wish to
s« = = 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

file jindow_Help

B ie . @D 40m1 0 For a link to a document saved on your
e e T e 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

e === = jle:///home/ranjani/Desktop/Cascade
%20files/Handouts/Email%20hand
%200ut/Email%20hand-out.odt

& [

© Hyperlink
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6.3 Formatting picture

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

@l | 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

.6.
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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