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How to register 

to deposit digital content 

to the National Library

via the web deposit tool
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Please complete your details below.
Once completed, you will be able to deposit your material into the National Digital Heritage Archive.

* User Name | — Language T — |

* Password | —— * Verify Password | —
* First Name | —— * Last Name | ——
Job Title I
* Telephone 1  — Telephone 2 [
* Address 1 I
Suburb I

New Zealand =] Postcode  ——





	What is in this document?
	This document shows you how to register to get access to the National Library’s web deposit tool.

It is divided into six sections:

1. Introduction to the web deposit tool

2. Enter registration details

3. Select deposit option

4. Register as a group depositor

5. Register to deposit for yourself
6. TIP: Book-mark the Web Deposit Tool


	What is the web deposit tool for?
	Use the Web Deposit Tool to deposit digital content to the National Library for use in its collections.

The web deposit tool is part of the National Library’s National Digital Heritage Archive (NDHA) system. 

The NDHA is the system that stores and preserves New Zealand’s digital heritage and makes it available for viewing.
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Welcome New User. In order to start the deposit process, please choose one of the following options:

@ 1 will deposit on behalf of an Organisation or a Group
€ Lwill deposit in my own name





	Who can use the web deposit tool?
	Publishers, individuals and organisations can use the tool.
You need to register to use the tool. 
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	What type of material can I deposit using the web deposit tool?
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Use the web deposit tool to deposit:

· published material, such as e-serials, one-off publications, music and audio-visual content

· unpublished material, such as letters, minutes and literary papers, photographs, cartoons, oral histories … and more.
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	Where can I find the web deposit tool?
	The web deposit tool is at: http://webdeposit.natlib.govt.nz
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You have been registered under he user name Johnny and your registraton i pending approval A ational Library staffmember will contactyou, within the next 1.2 days,fo
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	What is in this document?
	This document shows you how to register to use the web deposit tool.
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	Click the register option on the web deposit tool
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1. Click on Register.


	Enter required personal and contact details
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2. Enter all required details.

Note: Any field with a red asterisk * is a required field.

Note: Passwords must be at least 8 characters, with at least one digit, one upper-case character and one lower-case character (for example, 54Bigsmall).
3. Make a note of your password. You will need to remember it to log on to the web deposit tool once you have registered.

4. Click on Continue.

You will be asked to choose if you will be depositing for a group or yourself.




	Decide if you want to register to deposit for an organisation or for yourself
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1. Select a deposit option.

You have two options:

· ‘I will deposit on behalf of an organization or group’.

· ‘I will deposit in my own name’.

Select ‘I will deposit on behalf of an organization or group’ if, for example, you:

· work in the department of an organisation that creates material suitable for the library, such as annual reports.

· work for a publishing company.

Select ‘I will deposit in my own name’ if, for example, you:

· create material yourself. This could include letters, photographs, cartoons, literary papers, oral histories.

· publish your own material.

2. Click on Continue.
3. If registering on behalf of an organisation, got to section 4 of this document.
4. If registering in your own name, go to section 5 of this document.



	Select the organisation or group deposit option
	
1. Select ‘I will deposit on behalf of an organization or group’.
Note: Ignore the institution drop-down box.

2. Click Continue.



	Enter the name of the group or organisation
	
3. Enter the name of the group or organisation you will be depositing on behalf of.

4. Click Register.



	Group depositor registration completed
	
Registration is complete.

5. Click on Exit.

You will not be able to deposit immediately. 

The National Library will contact you within two working days to confirm your registration and get you started on the web deposit tool.
6. When the Library has confirmed your registration, you will be able to use the Web Deposit Tool.

For information on using the Web Deposit Tool, refer to the user guide How to deposit digital content to the National Library via the web deposit tool.



	Select the ‘deposit in my own name’ option
	
1. To deposit your own material, select ‘I will deposit in my own name’.

2. Click on Continue.

	Select the type of material you will be depositing
	
3. Select the type of material – published or unpublished – you plan to deposit.

· Published material might include: e-serials, one-off publications, published music and audio-visual content.

· Unpublished material might include: letters, literary papers, minutes, photographs, cartoons, oral histories, music notation.
Note: If you plan to deposit both types of material: select ‘published material’, enter a note in the Notes field informing the library that you would like to deposit both types, complete the registration process; and then register a second time for unpublished material.

4. Click on Register.


	Registration complete 
	
5. Registration is complete.

6. Click on Continue.
The NDHA Welcome and Login screen appears and you are now able to use your login name and password, to access the Web Deposit Tool and deposit material.

For information on using the Web Deposit Tool, refer to the user guide How to deposit digital content to the National Library via the web deposit tool.



	Bookmark the NDHA Web Deposit Tool 
	The URL that is returned when you access the NDHA web deposit tool does not work correctly as a book mark reference – it results in an HTTP error condition.

To successfully create a browser bookmark for the NDHA Web Deposit (log in) page, you must ensure the URL property of the bookmark is set as http://webdeposit.natlib.govt.nz.

For Internet Explorer

1. Use the Web Deposit url http://webdeposit.natlib.govt.nz to go to the log in page.

2. Click Internet Explorer’s Add to Favorites button [image: image1.bmp] (or use the short-cut key combination Ctrl+D) and add the page reference to the favourites folder you prefer to use.

Recommended: Name the link as “NDHA Web Deposit”.

3. Click the Favourites Centre button [image: image2.bmp], select Favourites and find the “NDHA Web Deposit” link that you saved in Step 2.

4. Click the mouse right-button and from the menu displayed, click Properties to display the properties pop-up for “NDHA WEB Deposit” (or any other name you gave to the link you saved in step 2 above).

The pop-up should display with the Web Document tab active and the URL field highlighted – this URL value in it needs to be replaced.

If another tab is active, click the Web Document tab

5. Delete the URL value and type (or paste) the correct URL value:

http://webdeposit.natlib.govt.nz 

6. Click the OK button (at the bottom of the Properties pop-up).

The Properties pop-up will close.

7. The link is now correctly configured and available from the Favourites Centre button. [image: image3.bmp]
For (Mozilla)

Vary the steps noted above, as follows:

At step 2, use Firefox’s Bookmark menu and click the option “Bookmark this Page” (or use Ctrl+D) to create the bookmark.

At step 3, use the Bookmark option on the Menu bar.

At step 5 and 6, replace the Location value with the correct URL and click “Save Changes”.



















































































Ignore this field.
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