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Registration 
 

The first step to using Kete is to register on the site. This only needs to be 
done once. After your initial registration, you will logon in order to access the 
kete site. 

 

Before you begin: 

In order to register on kete- all that is needed is an email address, a login and a 

password. 

1) To register with kete, you must have an email address – if you do not already 

have one, you can get a free one from the Internet e.g. go to 

www.hotmail.com or www.yahoo.com and click on Sign Up. 

2) Decide on a login name and password. This should be kept secret and you 

should try not to forget it. Good passwords are 6-8 characters long and 

include a mixture of letters and numbers. It must not contain spaces or 

punctuation and it is case sensitive. Your password should not be easy to 

guess. If the login you choose is already in use by another kete user, you will 

be asked to provide an alternative login. 

3) You can also choose a User Name. This is the name others will see on your 

profile and when you make contributions to the site. It could be your name or, 

the name of your group. If you do not supply one, your login will be used 

instead. Your user name can contain spaces. E.g if your login was "jsmith" 

your screen name could be "John Smith". 

CC Licenses and Terms & Conditions: You need to choose a default Creative 

Commons license, and accept the site's Terms and conditions, Privacy policy and 

House Rules. Kete has information on licensing, and the Terms and conditions, 

Privacy policy and House rules. 

http://www.hotmail.com/
http://www.yahoo.com/
http://keteexample.peoplesnetworknz.info/help/topics/show/15-creative-commons-licenses
http://keteexample.peoplesnetworknz.info/about/topics/show/4-terms-and-conditions
http://keteexample.peoplesnetworknz.info/about/topics/show/5-privacy-policy
http://keteexample.peoplesnetworknz.info/about/topics/show/2-house-rules
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Register 

 

 

 

 

Open your internet browser (e.g. Internet Explorer or Mozilla Firefox). In the URL 

(address line) type in the address for Kete. This will take you to the homepage. For 

example: 

http://ketebbc.peoplesnetworknz.info/ 

Once you start the registration process you will need to work fairly steadily to enter 

the required information. If you find you have troubles with the security code at the 

end it is because it expired while you were filling out the information; no problem - but 

you will have to start again! 

Use the Register link in the top right hand corner of the screen. Fill in your details, 

tick the box to accept the terms and conditions, answer the security question and 

then click on Sign up. 

 

 

 

 

 

 

 

 

 

 

 

In order to add or update things in Kete, you need to Register. This only 

needs to be done once. 

http://ketebbc.peoplesnetworknz.info/
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Error message 

If there is a problem with your registration you will receive an error message - change 

the details where necessary (you may need to change your login or user name), fill in 

any fields that have been cleared, including the security code or question and the 

conditions of use, and sign up. 
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Login 
 

 

 

Login using the Login link (top right hand corner of the page) 

 

 

 

Fill your details (Login and Password) in on the login screen 

 

Check the Remember 

me box if you want to 

save your details for the 

next time you visit Kete 

(do not do this on a public 

or shared computer). 

 

Click the Log in button 

 

When you are successfully logged in your user name will show in the top right hand 

corner instead of Register and Login will change to Logout 

 

To check or change your user details click on your user name. 

 
When you are finished click on Logout. 
 

Each time you want to add, edit or comment on material on Kete you will need to 

Login. 

 While logged in to Kete you will see your User Name in the top right hand corner 

of the screen (instead of the Register link). Remember to Logout when you are 

finished (to protect your account). 
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Tips 

1) If you are using a personal pc it might be helpful to add the Kete URL address to 

your Favourites or Bookmarks. 

 

Click on the Favorites / Bookmark tab in your Internet browser toolbar and select 

either  “Add” or “Bookmark this page”. This will make it easier for you to go to kete in 

the future, without having to remember the URL . 

 

You will not be able to do this on a public machine. 

 

2) If you forget your password: 

 

Go to the login window  

Click on Forgot your password? Click here 

 

This will open the request password window. The screen will ask you for the email 

address that you used to create your account. Once you have typed this in, click on 

the Request Password button. 

 

You will receive an email to that address with your password. 
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Getting Started 

Kete is a large database of records. The records are: 

 

 Topics 

 Images 

 Audio 

 Videos 

 Web links 

 Documents 

 

Topics are like articles in an encyclopaedia. Topics have other records (called 

related items) attached to them. Topics can also have other related topics 

attached to them. 

 

Before you start adding things into Kete. It is a good idea to sort your material.  

 Think about all of the information you have.  

 Find any photos or documents you might want to add to Kete. 

 Do you have any audio files or video clips that you would like to include? 

 Are there any websites that you might want to point people to? 

 

Try sorting your material into related subject areas and think about a main topic for 

your group. In this example, the main topic is British Bat Conservation and there are 

related topics for different species of bat: http://ketebbc.peoplesnetworknz.info/ 

 

Planning your Kete: 

 Decide upon your main topic – you can use this like a home page, with links 

to the rest of your material. 

 What items (pictures, documents, weblinks, audio or video) will you attach to 

this topic? 

 Decide on other related topics that you want to attach to your main topic. 

 What items do you want to attach to each of these related topics? 

 It might be helpful to make a rough sketch of your structure as a diagram. 

 

http://ketebbc.peoplesnetworknz.info/
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Adding a Topic 
 

 
You can add a Topic (an article about a person, place, organisation and event), 

images, audio, video and documents.  

 

There are three places you can add an item. 

 
  

Step 1 

Create a topic by clicking on Add 

item  

 

 

Or by clicking on 

Create a topic under Topics in the Related items box on an existing topic page 

 

 
 
 

Or by clicking on 

Add a new Topic at the end  

of the page of Browse results 
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Step 2 

Choose the type of topic you want to create from the drop down menu. 

 

 
 
 
If you choose Topic you will then need to choose the type of topic you want to 

create.   
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Step 3 

When you see the New Topic screen fill in: 

 

 
 

 

Title Short but descriptive 

Short Summary – a brief description of content of the Topic. This displays and gives 

readers a taster of what the topic is about  

Description narrative, broad description, stories and facts relating to the topics 

Tags - any related keywords or phrases for the topic, separated by commas 

Check the License – this will be the default for your profile 

and fill in any Extra or extended fields  

Some topics will have fields below the Tags. 

Fill the fields with what information you have (these fields gather basic information 

about the topic and display it in a side bar on the published screen). 

 

Step 4 

To finish save your work by clicking the Create button 
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Adding an Image 
 
Kete members can add a wide range of material. You can add images, topics, audio, 
video and documents.  
 
Step 1 
There are three places you can go to add an image. 
 
Add an image by clicking on Add item and choose Image from the drop down menu 
 

 
 
 
 
Or  go to a Topic you want to link the image with and in the Related items box 
choose Create . You will then need to select Image from the drop-down list.  
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Alternatively, you can click on Images under related items and then add a new 
image: 
 

 
 
Or by choosing 
Add a new Image at the end of the page of Browse results in images tab 
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Step 2 

 
When you see the New Image screen fill in: 

 

 
 
Title Short but descriptive 

Description narrative, broad description, stories and facts relating to the image (this 

displays as the photo caption) 

Tags - any related keywords or phrases for the topic, separated by commas 

then 

Browse for the file on your computer (go to where you have saved the image file and 

select or open the image) 

Check the License – this will be the default for your profile 

and fill in any Extra or extended fields 

Some topics will have fields below the Tags. 

Fill in with what information you have (these fields gather basic information about the 

topic and display it in a side bar on the published screen).  

 

Step 3 

To finish save the image and information by clicking the 

Create button 
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Adding Audio 
 
 
Step 1 

There are three places you can go to add audio. 
 
Add audio by clicking on Add item and choose Audio from the drop down menu 
 
 

 
 

 
 
Or  go to a Topic you want to link the audio with and in the Related items box 

choose Create audio under Audio (this option links the audio to the topic). 

 

Or by choosing 

Add a new Audio at the end of the page of Browse results in audio tab 
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Step 2 

 
When you see the New Audio recording screen fill in:  

 

 
 

Title Short but descriptive 

Description narrative, broad description, stories and facts relating to the audio 

Tags - any related keywords or phrases for the topic, separated by commas 

 

then 

Browse for the file on your computer (go to where you have saved the audio file and 

select or open the audio) 

Check the License – this will be the default for your profile 

and fill in any Extra or extended fields  

 

Some topics will have fields below the Tags. 

Fill in with what information you have (these fields gather basic information about the 

topic and display it in a side bar on the published screen).  

 

Step 3 

To finish save the audio and information by clicking the 

Create button 
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Adding Documents 
 
 
Step 1 

There are three places you can go to add documents. 

Add documents by clicking on Add item and choose Document from the drop down 

menu. 

 
 
 
 
 
 
 
 
 
 

 
 

 
 
Or  go to a Topic you want to link the 

documents with and in the Related items box 

choose Create document under Documents 

(this option links the document to the topic). 

 
 
 
 
 
 
Or by choosing 

 

Add a new Document at the end of the page of Browse results in the Documents 

tab. 
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Step 2 

 
When you see the New Document screen fill in:  

 

 
 

Title Short but descriptive 

Short Summary An abstract of the document. 

Description narrative, broad description, stories and facts relating to the document; 

or add a transcript of the document. 

Tags - any related keywords or phrases for the topic, separated by commas 

 

then 

Browse for the file on your computer (go to where you have saved the document file 

and select or open the document) 

Check the License – this will be the default for your profile 

and fill in any Extra or extended fields 

Some topics will have fields below the Tags. 

Fill in with what information you have (these fields gather basic information about the 

topic and display it in a side bar on the published screen).  

 

Step 3 

To finish save the document and information by clicking the 

Create button.  
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Adding Video 
 
Kete members can add a wide range of material. You can add images, topics, audio, 

video and documents.  

 

Step 1 

There are three places you can go to add video. 

 

Add video by clicking on Add item and choose Video from the drop down menu 

 
 
 
 
 
 
 
 

 
 

 
 
 
 
Or  go to a Topic you want to link the video 

with and in the Related items box choose 

Create video under Video (this option links 

the video to the topic). 

 
 
 
 
 
 

Or by choosing 

Add a new Video at the end of the page of Browse results in video tab 
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Step 2 

 
 
When you see the New Video screen fill in:  

 

Title Short but descriptive 

 

Description narrative, broad description,  

stories and facts relating to the video 

 

Tags - any related keywords or phrases  

for the topic, separated by commas 

 

then 

Browse for the file on your computer  

(go to where you have saved the video file  

and select or open the video) 

 

Check the License – 

 this will be the default for your profile 

 

and fill in any Extra or extended fields  

 

Some topics will have fields below the Tags. 

Fill in with what information you have (these fields gather basic information about the 

topic and display it in a side bar on the published screen).  

 
 
 
Step 3 
To finish save the video and information by clicking the 
Create button 
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Creating links in a description field 
 

 

Use the Text Editor to create links in the description field. You can create links to 

material in Kete and to other web sites. 

Links in the description field can be created for topics, images, documents, audio and 

video. 

 

 

Step 1 

Copy the url  

(or web address) that you will use  

(either from within Kete or from another site). 

 

 
 
 
Step 2 

In the Topic that you are adding the link to  

(either a new topic or one you are editing),  

select the text or image that will be the  

linking text or image. 

 
 
 
 
 
 
Step 3 

Click the chain icon (Insert/edit link button) 

 
 
 
 
 
 
 
Step 4 

In the pop up window enter the url into the  

Link URL field and click Insert.  
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The finished link will look like this:      

 
 
To remove a link use the remove Unlink button 
 
 
 
 
 
 

To add an image to illustrate the text in your topic the image needs to be online and 
have an url (web address).  
If your image is on your computer add an image to Kete and then use the Kete url 

 
 
 
 

 

You can use images to illustrate the 

text of your topic – either by linking the 

image in the Related Items box or by 

including an image in the main body of 

your topic.  
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To illustrate your topic with an image 
 
Step 1 

Have your topic open for editing 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Step 2 

In a new window or new tab go to the image you want to 

use to illustrate your topic. 

 

Right click on the image you want to use.  

Select Properties from the menu. 

 

 

Step 3 

Look for the url in the properties screen – copy the entire url (highlight the url, right 

click and choose copy). 
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Step 4 

Go back to your topic.  

In your topic click on insert edit image 

(small tree icon)in the formatting toolbar 

 

 

 

 

 

Step 5  

 

 

Paste the url into Image url pop up window.  

 

Use the drop down menu under Alignment to position 

the image in the text. 

 

Click on Insert. 

 

Remember to Save the topic.  
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Linking an image to a topic 
 
 
 
Step 1 

In the Related items box at the end of 

a topic click on link to an existing 

image.  

The Add related still images box will 

appear.  

 

 

Step 2  

Enter your search in the search box, and click search. 

 

If there are images that match your search term you will get a set of search results. 

 

 

 

 

 

 

 

 

 

Step 3 

Mark the images you want to link to your topic and click the Submit query button 
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Step 4 

When the linking is successful you will see the confirmation screen with the message 

Successfully added item relationships. Click Close. 

 

 

 

 

 

 

 

 

 

 

 

The images you have linked should appear as thumbnails under the heading Images 

in the Related items box. 
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Linking Audio to a Topic 

 
 
Step 1 

In the Related items box at the 

end of a topic click on link 

existing and then select audio 

from the pop-up window that 

appears.  

 

 

 

 

 

 

 

 

 

 

Step 2  

Enter your search in the search box, 

and click search. 

 

If there are audio recordings that match 

your search terms you will get a set of 

search results. 

 

Step 3 

Mark the audio recordings you want to link to your topic and click on Add 

 

Step 4 

When the linking is successful you will see the confirmation screen with the message 

Successfully added item relationships. Finish by clicking Close. 

 

The audio recordings you have linked will be listed under the heading Audio in the 

Related items box.  



 

28 

 

Linking documents to a topic 
 
 
 

Step 1 

In the Related items 

box at the end of a 

topic click on link 

existing document.  

The Add related 

documents box will 

appear. Select 

documents from the 

list. 

 

Step 2  

Enter your search in 

the search box, and 

click search. 

If there are documents 

that match your search 

term you will get a set of search results. 

 

Step 3 

Mark the documents you want to link to your topic and click the Click Add. 

 

Step 4 

When the linking is successful you will see the confirmation screen with the message 

Successfully added item relationships.  

 

Click Close. 

 

The documents you have linked should appear listed under the heading Documents 

in the Related items box. 
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Linking Video to a Topic 

 
 

Step 1 

In the Related items box at the end of a topic click on link existing  

 

The Add related videos window will 

appear.  

 

 

Step 2  

Enter your search in the search box, and 

click search. 

If there are videos that match your 

search term you will get a set of search 

results. 

 

Step 3 

Mark the videos you want to link to your 

topic and click the Add button 

 

Step 4 

When the linking is successful you will see the confirmation screen with the message 

Successfully added item relationships. Click Close. 

 

The videos you have linked will appear in the list under the heading Videos in the 

Related items box.  


