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

It is divided into eight sections and an appendix:

1. Introduction to the web deposit tool

2. Log on to the web deposit tool

3. Access deposit function 

4. Enter description of deposit items

5. Select the files for deposit

6. Save or submit the deposit

7. View deposit folders
8. Edit a draft or returned deposit
Appendix A: The bulk uploader
Sections 2-6 of this document contain the steps for 
creating and submitting a new deposit. 

Sections 7 and 8 provide information about working 
with existing deposits.




	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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	Who can use the web deposit tool?
	Publishers, individuals and organisations can use the tool.
You need to register with the National Library to use the tool. 
If you have not already registered, refer to the document How to register to deposit digital content to the National Library via the web deposit tool for instructions.
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	What type of material can I deposit using the web deposit tool?


	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· unpublished material, such as letters, minutes and literary papers, photographs, cartoons, oral histories … and more.



	Where can I find the web deposit tool?
	The web deposit tool is at: http://webdeposit.natlib.govt.nz



	What is in this document?
	This document shows you how to use the web deposit tool to deposit digital items on behalf of an organisation and how to deposit for yourself.



	Log on to the web deposit tool
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1. Note the ‘Technical Requirements’ displayed on the screen. The system may not work correctly unless you use a browser specified in these requirements.

2. Enter your user name and password.
Note: If you have forgotten your password, click on the Forgot your Password? link and follow the instructions to get a new password from the National Library.
3. Click on Login.
4. If you are registered as an agent to deposit material for more than one producer, a screen will display here asking you to choose the Producer Account you want to deposit material for: select the relevant producer and click Continue.



	Access the deposit activity screen
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2. Click on the Add Deposit Activity button.
This starts a new deposit.



	Select the type of material to be deposited
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3. Select the type of material you wish to deposit.
Note: This screen will contain different material types to choose from depending on whether you are depositing published or unpublished material.  A description of each type appears in the larger panel (in the example above “Published One-off” type has been selected.

· published material, includes e-serials, one-off publications, music and audio-visual content.
· unpublished material includes letters, minutes and literary papers, photographs, cartoons, oral histories … and more.
4. Click on Next.
This brings up a screen to enter descriptive information about the objects being deposited.


	Enter details about the objects being deposited
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1. Enter all required details.

Note: the fields on this screen will vary depending on the type of material to be deposited.


Note: if you deposit editions of a serial four or more 
times a year, the library can semi-automate the 
process for you to make it quick and easy. 

Contact us for information about this at:
+64 4 474 3104 or Legal.Deposit@natlib.govt.nz
2. Click Next.



	Select access rights
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3. Select the access right you require.



	What are the access rights?
	There are four access rights in the NDHA system. 

Name


Description

Open Access

Select this access right to have no restrictions on who can view the item/s and from where they view it.

Published restricted

Select this access right to restrict the item/s to being viewed by three people at one time and only within the National Library’s reading rooms.

Unpublished restricted by location
Select this access right when you want to let anyone view the item/s but only within the Alexander Turnbull Library’s (ATL) reading rooms.

Unpublished restricted by person

Select this access right when you want people to get permission each time they want to view the item/s.

Note: The access rights displayed on your screen will vary depending on the type of material you are depositing.




	Agree to terms of use
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4. Accept the Agreement terms.

If you have any queries about the wording in the agreement, please contact the National Library.
5. Click Next.
A screen will appear that enables you to choose the files you wish to deposit.




	Select the file/s you want to deposit


	The deposit screen that automatically appears will differ depending on the type of material you selected to deposit.

There are two file upload screens:

· One that lets you add files one at a time to the Upload files screen.

You may be depositing one item or a number of items where their order is not relevant.  This is the option that will be used by most depositors.

Refer to Select individual files below.
· One that lets you select files and then upload them in bulk to the Upload files screen.  You will need to contact the National Library to arrange access to this option. It involves use of an applet that installs on you system.

Refer to Select bulk files in Appendix A.

Please note that not all donations are accepted.

We review them against National Library and Alexander Turnbull Library collection policies.  You can check your material against our collection policies before sending it to us.



	Select individual files
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1. For each file you want to deposit:

· Click on Browse and select the file from your computer.

· Click on Add Selected File; the file will appear at the bottom of the screen.

2. When you have selected all the files you require, click on Next.


	Submit deposit or save a draft 
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1. Check the description summary of the items you are depositing.
2. If you wish to submit the files for deposit, click Submit Deposit.

3. If you wish to save the deposit to work on later, click on Save as Draft.

For example, you may not have all the descriptive information or files you need and so will have to save the deposit until you do have all the items you require.




	What are the deposit folders?
	You will notice on the left-hand-side of the Deposit Activities screen a list of folders with numbers in brackets after the name of each folder.
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The folders hold deposits, or information about the deposits you have made. The numbers indicate how many deposits are in each folder.

Folder 
Description

Draft 
Deposits you have saved to do further work on before submitting to the National Library.

Submitted 
Deposits you have made that have not yet been processed by the National Library.

Returned 
Submitted deposits returned to you by the National Library. 


A deposit is generally returned if the Library requires further information before accepting it. (More information is on page 12.)

Declined 
Deposits submitted by you that have been declined by the National Library. (More information is on page 12.)

Approved 
Deposits submitted by you that have been accepted by the National Library for its collections.




	How to view a deposit 
	Click on a folder name to view the deposits inside the folder.
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You can view details of all deposits. 

You can edit details of a draft deposit and a returned deposit.

(Refer to section 8: Edit a draft or returned deposit.)



	View a deposit
	When you click on View, a screen with four tabs appears.

You can select each of the four tabs to display and view the data in them.
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	Information about returned and declined deposits
	Returned deposit

A returned deposit is one the National Library wants to add to its collections but that requires amendment first. 

You should replace or amend the files or accompanying information as per the instructions provided in the Notes field or which have been given to you directly from Library staff. 

Resubmit the material, when you have completed your required actions.

Declined deposit

A declined deposit is one the Library does not want for its collections. 

When a deposit appears in the Declined folder, the contents have been deleted and only the description of the deposit remains.

Communication from the library about returns or declines

There should be a note (from a National Library staff member) in the deposit’s Notes field explaining the Library’s review of the deposit and any action required by you.

If the National Library sends your deposit to your Returned or Declined folder, you may also be contacted by the library or receive an email explaining why the deposit has been returned or declined.




	How to edit a draft or returned deposit
	Edit a draft deposit

Select the Edit option on a draft and the four tabs appear: you can edit the data in them (except in the Summary tab).
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Edit a returned deposit

Select the Edit option on a returned deposit and the four tabs appear: you can add and remove files from the Upload Files tab. 

You will not be able to edit the deposit’s descriptive information.




	When to use the bulk uploader
	The Bulk Up-loader is a Java applet.  It lets you select many files together (from your local system’s directory / folder) rather than one at a time, for upload

The bulk up-loader will appear only for people who have pre-arranged this with the National Library.

	How to use the bulk uploader


	1. Browse to a folder on your system, from the left-hand pane.
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2. From the right-hand pane, click the check boxes of the files
that you want to upload, then click Send.
3. The files upload and display in the Selected Files pane at the bottom of the Upload Files screen.
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Note: Sometimes the files may not load in the correct order (see circled files above), or you may wish to change the order.

4. Use the red arrows to the left of the file references to move the files up and down to their correct order, if required.

5. When you the order of the files is correct, click Next.

















Ignore this field























The Draft folder has been selected. The items in that folder are displayed here.














Click View to open and view a deposit.





Map showing progress through the five-step deposit process
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