eople’s
ﬁetVI\:/)OI‘k

Kete Site Administrator’'s Guide
February 2010

New Zealand Government




Draft

Table of Contents

Kete Site AdMINISrator's GUIAE...........ooooviiii i 1
JANUAIY 2000 ..ouiiiiiiice e 1
KBY CONCEPLS. ..ttt ettt e ettt e e e et e e e e e b e e e eeta e e aeebanaaaees 3
Creating Digital CONTENT .......coeiiiiiii e e e e e e e 4
Licensing Digital Content on the Kete...........ccoiviiiiiiiiiiie e 4
Yo [0 1T T3 i = U1 o] o N 1 Yo R 5
= 0 [=To I 11 (o I 6
Creating an extended field ............eeriiiiiiiiie e ——————————— 8
Editing or deleting extended fieldS..........cccooiiiiiii i 10
Suggested extended fieldS...........cooeerr i e 10
Topics and TOPIC TEMPIALES .....uuiiieeeieeee e 11
Creating a topPiC tEMPIALE ....ceeeeii e e e e e e e e e e e e e e e e e e enaaan 12
Editing a topiC tEMPIALE ......cooi i ——— 13
Suggested toPIC tEMPIALES.........coiiie e e e e e e e e e 15
P \VZ=T g o =Te N o] o] o3 7= L] R 16
Y [0V T To R o] o (o= PP 16
ST U] oI 0Y/ 01T To =T (o] o [P 17
REVISION HISLOTY ... e e e e e e e et e e e e e e eeeaes 19
LO00] 01T o1 1Y 01T PP 20
2 F T ] £ SRR 21
Creating @ DASKEL ......cvviiiiiiiee e e e e e e e 21
Lo L) o T 0 = ] =] £ 21
Basket PreferenCesS.......ooouieeiiii e 22
[ 1 VZ= oV @ 0] o1 1 o ] R 23
BaSKet ProfileS ......coooeieeeeeee 34
Protecting sensitive information — Privacy CONtrolS.........cccccceeeeeeiiiiiii e, 39
Managing roles of USers in KeLe .........uuuiiiii i 41
YT oY o] o1 PP PTUPPPPTPPPUPRIN 41
[T 0 0] o 1= £ ST PUPPPRPPPRRT 41
o0 =T = o] £ PP PRPPR 42
Basket AQMINISIIALON........iiiiiiiie et e e et e e e e s ee e e e e neeee 42
SItE AAMINISITALON .....eiiiiiiiiieiiie et e e s et e e s e e st b e e e e s aanee e e e e s nnbees 42
Technical ADMINISITALON .........eiiiiiiiiiiie e e e e e eaees 43
AAMINISIEL TICENSES ...ttt e st e e e s s bt e e sabaeeeee s 44
LG ST =0 g o] = =R 54
KELE AN CSS ..ottt e e e et bt e e e s s atb bt e e e e s snaeee e e sanbbeeeeeeeane 56
Editing TeMIPIALES. ...ttt e et e e e e e e e e e e e e e s e e enanr e e e e eeeeeas 63
Adding items iN DUIK 10 KELE ... a e e e 64.
Kete allows for two different methods of uploading bulk artefacts...............ccccciiiiiiiiinnen. 64
Choosing your import options and beginning the import...........ccccccccceiiiiccceen 78
Monitoring the import process and troubleshooting ISSUES............coooiiiiiiiiiiiiiiiiiieee, 80.
Appendix 1: Suggested extended fields...........coouuiiiiiiiiiiiiice e 82
Appendix 2: Suggested topiC temMPIates...........coovvviiiiiiiiiiieee e 87
=T T ] o O PP P PP PPPPPPRPPTN 87
PLACE ...t e e e s e e e b e e e e s e e e e e e s a e reeaas 90
Appendix 3: DUblin Core EIEMENtS........ccoiiiiiiiiiiiiee e 92

N



Key concepts

Site — a basket that is the top level of the Kete structure. Everyone has access to view the
content of this basket. Registered members can add items to this such as; topics, images
web links, video, documents and audio clips. When a person registers on the Kete they are

made a member of the site basket.

Basket — Specific areas within the main site. There is one Site basket, which has an
unlimited number of sub-baskets. Baskets are organised around a particular grouping of
material, and are used as an administrative area to allow access. Members need to be
added to a basket by an Administrator in order to add content to the basket. Adjusting the
security settings on the basket will change the content visibility to the users. The About and

Help links on the navigation bar are baskets that belong to the Site Admin.

Topic — A Topic can be best described as an encyclopaedia entry. They are individual items

or articles.

The minimum set of data that can be stored against a topic is a Title, a Short Summary (used
in search results) and the Description. To enable further content shaping, topic templates can
be created where fields can be associated to a topic. These templates can be built into a
hierarchy, where each child template inherits the fields from the parent template, and adds

extras fields.

A Topic can also be used to link to other topics and content items with its related items
section. This linking provide the user browsing a Kete with the background information as to

why various and seemingly, unrelated items, are in fact related.

The purpose of topics is to make it easier for other users to find content within Kete.

Extended field - created to collect extra information around a topic. Associated with topic

templates.

Content type - types of material, which can be uploaded (i.e. images, audio, video,
documents). Content types are the other media that make up the Kete, apart from Topics.

Content Types can also have extended fields associated with them.

Members — each type of member has different levels of access. Site admin, basket admin,

moderator, member, tech admin (reserved for APNK)
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Creating Digital Content

The best place to learn about digital content and its creation is on:

http://makeit.digitalnz.org/quidelines/.

This provides some great information on scanning, image quality and also copyright and

usage.

Licensing Digital Content on the Kete.

We also recommend referring to DigitalNZ for information and guidance about Copyright.
The users of your Kete will probably ask about content and ownership when loading it into

the Kete and, if indeed the Kete is the correct place to be sharing.

An example could be that you'd like to digitise and publish your early settler’s family photos
but you know that a copy or perhaps the originals have also been donated to the Alexander
Turnbill Library. Who owns and has rights to these photos? Another example could be that
you have some photos of your children in the Christmas parade that you purchased from the

local newspaper that you'd like to add to the Kete.
The licensing can be broadly classified as: no known copyright; some rights reserved,; all
rights reserved and crown copyright. If you are unsure of who should be attributed and the

ownership please refer to DigitaINZ's page

http://makeit.digitalnz.org/quidelines/enabling-use-reuse/

The Kete site by default comes with 4 creative commons licenses preinstalled for you to
choose from, which are considered as some rights reserved licensing. There are 6 useable
creative commons licenses that could have been added to the site but the 5 and 6" licenses
being “no derivatives” do meet with the way the Kete system stores its information. In effect
all edits on the Kete become derivatives. We encourage you to use the four suggested

licenses.

For an excellent description of the licenses refer to this site:

http://www.creativecommons.org.nz/licences explained 1

Of the four Licenses the least restrictive of the licenses is Attribution, meaning anyone could
use your work. For most users of the Kete we recommend Attribution-Noncommercial-
Share Alike (BY-NC-SA).



Administration Tools

When logged into system with Basket Admin level and above you are presented with 1 or 2
administration boxes at the bottom of the screen. Basket Administrators will see the Tools
for Basket toolbox. Site and Technical Administrators will see the Basket Administrator
toolbox. Depending on if the Admin is a Site Admin or a Technical Administration will

determine what is displayed in the Administrator’s toolbox.

Tools for basket: Images

+ basket preferences

* moderate basket contents
* basket members

+ import content into basket
+ delete this basket

Administrator's Toolbox

Controls: basket profiles | topic types | content types | extended fields | choices for extended fields | site
members | administer licenses | List site on Kete.net.nz | reconfigure site | OAl PMH Sets | Z39.50
search databases | Rebuild search databases

Support: documentation




Extended fields

Extended fields are a way of collecting and shaping information around a specific topic. They
provide a prompt for a Kete user about what information may be useful to collect and record

around a particular topic or item for other users of the Kete.

Extended fields collect functional information (such as dates, location, names), leaving the
core Description field available for narrative and broader description. Extended fields can be
made optional rather than required, so if a Kete member does not have all the information

asked for in extended fields, the topic can still be saved.

Kete is an OAIPMH compliant repository that allows oai Harvesters (Open Archives Initiative)
to harvest the meta data of the Kete site. This is one of the things that differentiates the Kete
from a purely text based web repository like a blog or wiki. All of the core fields in Kete are

defined with the oaipmh Dublin core structure.

The top level Topic template in Kete comes with four core fields — Title, Short Summary and

Description and tags.

These fields and their Dublin core XML element name are served to the OAIl harvester as

Title = dc:title
Short Summary: = dc:description
Description= dc:description.

Tags = one or more dc:subject.

In the base install of Kete provides seven extended fields.

First Names,
Last name,
Place of Birth,
City,

Date of Birth,
Name,

Username

These are served to the harvester as



First name = dc: description,
Last name = dc:description,
Place of birth= dc:coverage,
City = dc:coverage,
Date of Birth = dc:coverage,
Name = dc:subject,

Username = dc:subject.

The second level built in Topics templates are Person and Place are the direct children of
Topic. These topics are differentiated from their parent by the extended fields they have had
added to them. Person adds the extended fields First Name, Last Name, Place of Birth.
Place adds the extend field City. The other two second level provided child topic template
Event and Organisation do not have extended fields added to them but they could do if

required, or sub types of these could have the extend fields added.

The extended fields are inherited by the children of a topic template so if we created a child
of Person called plumber they would inherit the First name, Last name and Place of Birth
extended fields and we would be able to add extra extended fields to differentiate the

plumber from the person.

An extended field can be used by several different Topic templates and are not specific to a
topic. For example, we could create an extended field of “street address” which could be
used as an extended field for a child template of person or could be used in a child of
organisation called “company”, or as an extended field of a child of place called building. So
choosing a name for extended fields and their example text is important. e.g. .an extended

field called “Date” may be too vague a name to be useful.

Extended fields can be added to Content types as well as Topics. For example the Image

type could have an optional camera type extended field.

With version 1.2 of the Kete there are several helpful extended field types now available, in

the form of radio buttons, choices, or the original text entry box.



Creating an extended field

Login in as site administrator. See membership in this document about how to make or

become an administrator.

In the Administrator’s Toolbox click on |extended fields|

Administrator's Toolbox

Controls: basket profiles | topic types | content typ
members | administer licenses | List site on Kete nets
search databases | Rebuild search databases

¢s | extended fields | cloices for extended fields | site
reconfigure-aife | OAl PMH Sets | Z39.50

In the top right corner client on Create new.

_ Label - This is the name of the Extended Field and what will

show on the screen when the user is asked to enter or select an

extended field.

Sedtch © Create N - i i
edch @ Create New Description - a short summary of the type of information

collected by and purpose of this extended field. This is only
Edit Delete Show seen by Site Admins and acts as a reminder or note as to why

this extended field was created.

Xml element name - This is where references to Dublin Core Metadata Terms are stored. At
present Kete will recognize and utilize only the simple set of DC terms. Of the 15 DCM types,
several of them are already populated by the Kete software, so it may not be appropriate to
add an extended field with the same type. The fields are currently free text but the terms
should be prefixed with dc:. The more commonly used dc field xml types used to add

extended fields are.
dc:subject - Keywords, Key Phrases
dc:description - more textual description. abstract
dc:date — recording a point in time.

dc:coverage — location, time period or jurisdiction.

Ftype - This is the format type of the extended field. The default is text, which means the
field is a text entry box. Version 1.2 adds the new ftypes of checkbox, radio buttons, date,

Text box and 3 types of choices ( auto-complete, drop-down and prepopulated topic type)



Import synonyms — Import synonyms are used by the metadata reader that is part of the
attached set import tool and bulk uploader it is explained in later in the document. Synonyms
allows for matching of the import columns of the source data to the corresponding core fields

(title, short summary,descrition,tags) or extended field.

Example - This field appears as prompt for assisting the user when entering information into
the Kete for this extended field. Unlike the description field, the example field text appears to
the user while entering data. Use this if you have a particular way you would like the
information presented for consistency in the database; e.g. if you select the dc:date ftype
then it requires you to enter the information in following format: 19 March 1909 (day month
year), or that a dc:coverage extended field for a year should be entered as ¢.1909 is used

where exact date is unknown.

Multiple - for most fields this will remain on False. Use True where you are collecting
multiple pieces of information; e.g. a building may have had a number of occupiers in its

lifetime.

Base Url : this field can be used to assist the user by providing a pre filled in head to a url for
them to type their field into. For example if an extended field is being setup that always has

the same start of the url but finishes with a different ending.

Available Choices - This is dependant on the choices for Extended fields settings and is

explained in that section.

Topic Type Choices - This is dependant on the choices for Extended fields settings and is

explained in that section.

Note that several of the fields in an extended fields definition are not
Topic Type Choices  €ditable once they have been created. Label, Ftype and Multiple are
not editable after the extended field is created. So it is important to
decide on the Label and Ftype of the extended field before you start.

It is possible to delete an extended field and recreate it but creating a

First nen-sur na  NEW extended field with the same label but a different ftype may

Names

- cause problems.

Once you happy with the content of your extended field definition Click on Create to save

your new extended field.



Editing or deleting extended fields

On the Extended Fields list page click on Edit or Delete

Extended Fields Search & Create New
Label Description Xml element Ftype Import Example Mulfiple
name synonyms

Of event, e.g. unveiling s ce=criphion

Data B text falze \ Delete Show
@ of memorial
st date month year - 12 March s s .
scabasition text 1915 falze editCDelete Dhow

Dates of day month year to day month

text year - 12 March 1915to S false Edit Delete Show
service Aneil 1817
April 1917
Final rank text false Edit Delete Show
Next of kin text false Edit Delete Show
Cccupation text false Edit Delete Show
Date enlisted text false Edit Delete Show

Edit the field as required, click Update to save changes. Label, Ftype and Multiple are not
editable after the extended field is created. To delete a field, use Delete. A window will

appear asking you if you want to go ahead.

If you delete a field that contains information (i.e. is in use in an existing topic) you will
receive no warning that the field is in use, and the deletion may affect the topic. Ensure that

the field is not in use in any topic before deleting.

Suggested extended fields

See Appendix 1 for a table of extended fields that may be useful in different topics. A list of
suggested topics where the fields are used is supplied (see Topics). Create, edit, use or add

the extended fields that apply in your local use of Kete.
Although you need to create extended fields before adding them to a Topic, it helps to think
about what Topics you intend to create, and what extended fields may sit with the Topic.

Some extended fields can serve several topics.

Extended fields can be added to Topics after a Topic has been created and used.
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Topics and Topic Templates

Topics act as central points for collecting, recording and linking information.

The initial base install of Kete has 5 Topic Templates: Topic, Person, Place, Organisation,

and Event.

Each topic template or topic type has the minimum three fields: Title, a Short Summary (used

in search results) and Description.

These top level topic templates can be edited with the addition of optional extended fields
(see Extended Fields)..

To shape content in Kete, additional topic templates can be created, or the standard topic
templates can have sub-topics added. Using Topic sub-types means topic templates can be

built into a hierarchy.

A sub-type child template inherits the fields from the parent template, and additional specific
extended fields can be added to flesh out a topic. Sub-type topics inherit the extended fields

of the parent topic.

For example:
[Topic] Person
[Sub-topic] Family history
[Sub-topic] Service Personnel
[Sub-topic] Civic leaders
[Sub-topic] Artist

The process of creating a topic is split into two. The Topic is first created then as the second

phase the extended fields can be added to it, and the sort order altered if required.

11



Creating a topic template

Login in as a site administrator.

In the Administrators Toolbox (at the bottom of the page) click on |topic types|

Administrator's Toolbox

Controls: basket prfles | topic tvpes | coptent types | extended fields | choices for extended fields | site
members | administe #€ on Kete.net.nz | reconfigure site | OAlI PMH Sets | Z39.50
search databases | Rebuild search databases

In the Listing topic types screen click on Add sub-type where you want to create a new

topic template.

To create a sub-type at the top-level use Topic; otherwise create a sub-type under the most
appropriate heading (either Person, Place, Organisation or Event, or other topic templates

you may have created).

Home | Browse | About | Help | Contact | Add item Test Kete Admin | Logout

Listing topic types
Name Description Created at Updated at Options

Edit| Add sub
Topic The top mest and mast basic Topic Type 24/09/2008 24/09/2008 type CantDalete

Person The tap mast Topic Type for all types of people 24/09/2008 2410972008 ‘tp

Senice

Men and women who served inwars and conflicts for New Zealand 07/10/2008 07/10/2008 |
personnel

This topic gathers and records information about people invalved with their communities; including
Civic leaders mayors, councillors, doctors, teachers. ministers, nurses, businessmen and women, 07/10/2008 07/10/ ZIJUB
philantropists.

t| Add sub-
tp | Delete

In the New Topic Type screen enter
Name [name of the topic; e.g. Service personnel.]
Description [a definition of the types of information collected by this topic. This information

can only be seen at administration level.]
Note that at the bottom of a screen (below the Create button) is a list of Inherited Form Fields

attached to this new sub-type. For example, if you are creating a subtype of Person the new

type will inherit First name Last name and Place of Birth.

12



Home | Browse | About | Help | Contact | Additem Test Kele Admin | Logout

New topic type

Hame ‘

Description

TN v
NEV

Click on Create to save. And create the new topic.

You should see a screen headed Editing topic type , with the message Topic Type was

successfully created.

A new topic type is created and you are a taken to the Edit topic template Screen.

Editing a topic template

When you create a new topic part of the work flow will bring you to the Edit topic screen.

Home | Browse | About | Help | Contact | Add item Test Kete Admin | Logout

Listing topic types

Name Description Created at Updated at Options
Edit | Add sub-
Topic The top most and most basic Topic Type. 24/09/2008 24/09/2008 type Can't Delete
This type.
. Edit | Add sub-
Person The top most Toepic Type for all types of people 24/09/2008 24/09/2008 t/pe Has topics.
Seni it] A -
SSMSE - hlen and women whe served in wars and conflicts for New Zealand 0710/2008 07/10/2008 S| 404 b
personnel type Has topics.
This topic gathers and records information about people involved with their communities: including Edit| AGd sUb-
Civic leaders mayers. councillors, doctors, teachers, ministers, nurses, businessmen and wamen, 07/10/2008 07/10/2008 .

philanthropists. type | Delete

The second way to edit a topic template is from the Listing topic types screen. Click on
Edit next to the topic template you want to edit (you may want to add more extended fields or

amend the description).

13



TopicType was successfully created

Editing topic type

Name { Artists

Description
Information about local artists

Adding extended fields to a topic

To add extended fields, scroll to the end of the Editing topic type screen and check the

boxes of the extended fields you require.

If you don’t want to enforce the field being filled out for each topic you can choose optional

rather than required .

Date enlisted
(optional |F_[rec:uire:l |F

Memarial nalge (acdescrplien)
(optional fv_'.‘.[rec:uire:l |F

Theatres of war (docoverage ) (multiple)

(optional |F (required |F

Cimp dme oy ioninme

Click on Add to Topic Type

ervice number:

(optional) (required)

Regiment:

(opticnal) areaulrec:

| Addto Topic Type |

Feturn to topic types

Change the sort order of the extended fields.

At the bottom of the screen you will see a listing of Inherited Form Fields and Current
Form Fields . Itis possible to adjust the sort order of the extended fields added at this level
of the topic template by entering a number in the boxes to force the ordering. Reordering of

the Parent fields needs to be done in the Parent.

14



Inherited Form Fields

First Names (dc.description) (required)
Last Name (required!

Date of Birth (de:coverage) (optional
Place of Birth (de:subject) (optianal)
Date of death (dccoverage) (optianal)

Date of burial (optional)

Place of burial (optional

These form figlds will be present in all other topics, no matter what topic ype they 13l under

v

These form flelds will be present in all other topics, no matter what topic tipg

Inherited Form Fields

First Names (dcdescription) (requiree)
LastName (required,

Date of Birth (dc-coverage) (optional)
Place of Birth (de:subject) (optional)
Date of death (de.coverage) (optional)
Date of burial (optional

Place of burial (optional)
CurrgntEorm Fields

| name\de:subiect; foptional)

To re-order the Current Form Fields , re-number the boxes next to the fields.

Click Reorder Topic Type Form Button.

Note that once an extended field is added to a topic it cannot be removed without deleting

the topic type so think about what fields you want to appear or be related to each topic

template.

Once finished in the Editing screen Return to topic types to create more sub-types as

necessary.

Suggested topic templates

See Appendix 2 for some suggested topic templates for Person and Place.
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Advanced Topic tasks

Moving topics

Once topics are created, Basket Administrators can shift topics between baskets. The user
needs to be at least a basket administrator of both the baskets they are moving the item to.

When you edit a topic as a Basket Administrator, then you will see an extra option at the top
of the editing page which allows you to move the topic to another basket.

Editing Topic

*denates a required field

Move to another basket? Site v

About

Add Something Hare— |

British Bat Conservation

Christchuch Architecture

Title * Documentation

Excel Uploading

Hamilton Theme

Short Summary fo :
An Iceberg is a large Help ng i

lMew Basket for testing

Private basket —

Scottish Heritage

Description Site

Abouta?

16



Sub typing a topic

A topic can be promoted to one of its child sub types to further specialise it. The process can
be done by any member who has rights to edit a topic. Here is an example. We've added

Tom as a person but we've since created a topic template for Civic Leaders.

Topic: Johnston, Tom

Topic Type: Person

Tom Johnston is the Sheriff of the West.

To promote his type to a civic leader we need to go to the edit page for the Tom Johnston

topic and select from the drop down list his new type using the “About a?” combo box.
Editing Topic

* denotes a required field

Abouta? Person v
Person
Title * _ Sg_n-'ice personnel _
i Civic leaders —
Artists

As you can see the only the child sub types of the type the Topic are displayed. As the topic

has now been promoted it may need more extended fields populated now.

Once the topic has been promoted to the new subtype it cannot be moved back up the

hierarchy.

About a? Civic leaders

¢ Civic leaders

When the topic is viewed now you should also see it is now a different topic type and the

additional extended fields are displayed.

17



Topic: Johnston, Tom

Topic Type: Civic leaders

Tom Johnston is the Sheriff of the West.

18



Revision History

The History tab will show the number, date and contributors for each revision.

View this [tem -~ Edit

Topic: Bridge of Remembrance

Topic Type: War memaorial

Thera weara many ideas for an annronriate meane of acknowdacdni

Revision History: Bridge of Remembrance

There were many ideas for an appropriate means of acknowledging Canterbury’
was put forward in a letter to the The Press by Mrs J. Wyn Inwin, wife of a school
bridge. This bridge was significant because all the soldiers passed over it as the

Humber Flags Privacy Contributor Updated Comments
#1 [ preview] Public | jane 29/09/2008 13:21
#2 [ preview ] Fublic | jane 29/09/2008 13:27

19



Content types

Listing content types

Controller Type Description Options
account  User User profile information. Edit
audio AudioRecording Where we store audio recordings. Edit
comments Comment Where we store comments on items and topics, also known as discussion. Edit
documents Document Where we put documents. Edit
images  Stillmage Where we keep images. Edit
video Video Where we keep videos. Ed
web_links WebLink Where we store web links. Ed

A list of content types and what is stored under that content type.

We can add extended fields to these content types — use edit to add fields (e.g. for Images

could add photographer and date fields)

account User profile information.

audio Where we store audio recordings.

comments Where we store comments on items and topics, also known as discussion.
documents  Where we put documents.

images Where we keep images.

video Where we keep videos.

web links Where we store web links.

Unlike the Topics hierarchy, the Content Types cannot be added to.

20



Baskets

Baskets are a useful to way to group topics and items that fit into a wider theme.
All registered users are members of the top level Basket called Site (the main basket) and

can add content to this Site Basket.

Administrators can create baskets beneath the top level site basket, focussing on particular
subjects or themes. There can be only one level down of baskets so there is only the one
Site basket with many child baskets. The Kete software comes with 3 predefined baskets

Help About and Documentation.
Baskets are limited to a selected group of Kete members; and are a way of protecting or
securing material (e.g. where information has been researched and sourced.) When baskets

below the Site basket are created the basket or site administrator must add members to a

basket for them to be able to add content.

Creating a basket

Login in as site administrator.

In the tool bar at the top of the screen |add basket|

em | Add basket

In the New Basket page enter the Name of the new basket. This will

be used in all links and to create the link to the basket homepage.

On this page you will need to decide about controls and set up for your new basket. All
baskets inherit their basic settings from the Site. In general, most settings will not need
changing, unless you are setting up a basket with private members, or you want to moderate

(i.e. view) every item before it is published on Kete. You can return to this page and edit.

Editing baskets

Once a basket is created to change preferences (home page topic, privacy options, themes,
displays etc.) you will need to edit the basket. To do this, log in as administrator, navigate to

the basket and use the | basket preferences | in Tools for basket at the base of the page.
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Tools for basket: Hazards

* basket preferences

« moderate basket contents
* basket members
= delete this basket

Basket Preferences

Moderation Policy
From the drop down menu choose either
moderation upon being flagged
If an item is flagged using the flag bar is displayed at the bottom of each item on

display.

2] Flag as: inaccurate | duplicate | inappropriate | entered by mistake | has typos

Once the item is flagged using this method the item is reverted to a previous version

(see history).

moderator views before item approved . If this option is selected, then each new
topic or content type that is added to this basket is first required to be moderated by
the Basket Administrator before it is displayed. If this item is selected you can set
exceptions for particular content types for this basket. Exceptions will exclude the

material selected from moderation.
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Privacy Controls

Choose one of the following:

Inherit will take the privacy controls from the Site and apply it to this basket. For example, if
you enabled privacy control’s in the Site, then this basket will have them enabled.
Enabled and Disabled will enable and disable the privacy controls allowing you to
override what is inherited from the Site. The privacy controls allow for private content
to be created in a basket.

Inherit (the default setting from the site; generally disabled privacy controls).

Default Item Privacy. If the basket has privacy enabled whether by selecting enabled in the
privacy control above or, privacy controls are inherited from the site then this control

determines the default for the Privacy Field at the top of a new Item when created or edited.

If the privacy controls from the basket are disabled then this control has no effect. The

above field is not displayed when a new item is being created or edited.

Default Original File Privacy . In the same way that the above control determines the
default privacy to apply to the original file, this is available for download by the basket
members or public of the site. E.g. If we upload a picture to the site and we do not wish

anyone to see the link to the original file to download it, we can enable this option.

For an Image content type there are 4 preview sizes created and these are viewable even if
this setting is enabled. For the other content types; audio, video and document then non
members of the basket will not be able to see the file but will be able to read the document
title, short summary and description. Any member or user with appropriate rights to the
basket can view this original as they are members of the basket and so are able to see

private items.
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Private Original Files Visibility — — If original file privacy is enabled on a file this control
determines what level of access is required to view the original file in the basket. e.g. you
could have content types in the basket that only the Basket Admin’s should be able to view,
perhaps a confidential pdf with names and phone numbers. This determines what levels of
rights are required to view the original files in a basket when the original file privacy Basket

member is the default.

Who can add, edit and update comments on items . This determines who can add a
comment to an item in the baskets. If this is set to Anyone logged in, any user who has a
login to the site and can see an item, can comment on it. For a basket that has been set up
to keep control of who can add and edit information in the basket, the ability of anyone on the

site to write a comment against an item may be undesirable. Therefore, it may be better to:

set at the Site level that only members can comment and select the ‘Inherit from site’ option

or, if the site allows anyone to post then you can set it to ‘Only basket members’.

Default Browse Results Order — This gives different sort orders when browsing. If for
example you are maintaining an image archive you'd probably like to have the most recently
added image displayed first so you'd select Date. Perhaps you have a basket that records
peoples details like an address book, in that case Title order would be more appropriate. If
there are topics that are being constantly updated or edited then last Modified may be the

best option. This order can also be reversed with the tick box at the bottom.

Disable site recent topics Display . If the Site basket has its Basket Appearance set to
show Recent Topics and this is set to enabled, new items in the basket will appear in the Site
baskets recently added list. If this is a basket where you do not wish the Site baskets home

page to show what has been added or changed then alter this to be the appropriate setting.
Join Policy . Is about the ease of adding members to a basket. It ranges from a site
member being able to add themselves, to a request link that the member can click on to

request membership to the most secure setting, which is closed membership.
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Open Membership allows for members of the site to simply join with one click. For example,
this could be a basket you've set up for an open competition where you'd like users to be
able to submit their entries. Request Membership means that there is a link displayed on the
page that allows the member to request the basket admin to add them to the basket. This is

a good option for many baskets.

Closed is the old way Kete worked, where a prospective member needed to contact the

Administrator to be added to the basket.

Member list policy . This control's what level of member can see the member’s secondary
link on the right hand side of the screen when viewing the home page and also the link in the
basket listing page. You may have a basket where you freely share who is in the basket and
don’t care who knows, right from non-logged in people browsing the site up to a basket

admin.

Once you are happy with the settings on this page, click Create

You should see a screen headed Edit, with the message Basket was successfully created.

To continue setting up or, editing the new basket work through the tabs — Appearance,

Homepage Options, and Members.

Appearance tab

This tab stores themes for the site (zip files can be downloaded from Kete.net) and the
Show/Hide Controls .

25



These controls are the ones displayed along the above and below the topic or content type

when viewed in the Kete.

The action menu is the menu displayed above a topic or content type when viewing. For

most baskets you'll probably want to change this setting to members only.

The flagging bar displays just below the topic body and allows people to flag items. This may
not be desirable for some baskets so you can disable it so that people cannot attempt to flag

items

The add links show in the top of the Related Items of a topic and allow other users to add or

create links to a topic

Lastly, you can change who can see and add comments. Often a basket is created to
control who can add or edit the content. Note that this also controls if the comment can be
seen. Again, it is a good idea to enable this only for basket members, so that the Everyone

and site members do not see or have the chance to comment on an item.
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It is also possible to have a custom footer displayed on each basket. This is where you could
put your company logo or links you'd like to display on every page of the basket to specific
pages on other sites. You can alter whether JavaScript or other insecure items are allowed

and it also allows you to replace the default footer that comes with the Kete software.

Themes are covered in another document about changing the look and feel of your site. It
goes into greater depth about the different areas of the displayed page and what some of the
possibilities are. To add a theme, download the theme from kete.net.nz and then upload to
the themes. Choose the theme. Different baskets can have different looks. Some themes

will allow header images.

Homepage Options tab

Use this basket preference tab to create the look of the home page for the new basket. This
is what the user will see when they click on a link to this basket. You are given two initial
options for how this will display. A home page topic view with secondary optional boxes, or

go directly to browsing for a specific item type.
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Direct to browse
You can select any of the topics you'd like to browse directly. For example, if you make a
basket purely for an image gallery you can default it to always go to All images browse list.

When the user clicks on the basket link, it will show the browse list for this item type.

If you select the Don’t redirect option you will be presented with a multitude of options for
making and customising the look of a homepage. You can decide to create a home page
with a number of options and can add (or not) a search box, side bar, homepage topic, tag

cloud, category listing. All of these are optional.

When you first create a basket it will have a blank home page topic. You can use the “Add
new basket homepage topic” or, “Link to new basket home page topic” link, which will take
you to the add new topic screen or, the link to a topic dialogue to allow you to choose a topic

to make the home page.

One the home page has been created it will add a link to the Current home page topic which

will allow you to edit the current homepage and update it.

Home Page topic
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If you select the Show only Homepage topic tick box, only the text of the home page topic is
displayed when the user visits the basket. The user will need to use the navigation bar to
find content. When this option is selected all of the following homepage appearance options

disappear.

Note that if you select or create a home page topic that has extended fields then they are

displayed on the page along with the body text.

The A link to the home page topic’ s drop down box determines whether a link to the home
page topic is displayed at the bottom of the home topic with or without the comments. For

many homepages the "Don’t link” option may be the most appropriate.
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Otherwise, select which elements of the Topic page you want to display on your homepage:
just the main portion or the main portion plus a link to whole page including the lower section.

Play around with the options in the drop down box to see the different effects.

Recent topics

You can choose whether and how to display a roll of recent topics published in the basket. If
you choose to display the topics, enter the number of topics to display and then choose from
the drop down menu how to display them. The Summaries will show the title and the body of

the link where as the Headlines news style will show the title and short summary.

The next options determine what is displayed down t he right hand sidebar of the

screen.
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Search

Allows you to include a search box limited to the specific basket. This is useful for confining

searches. It appears on the right hand sidebar.

Sidebar content after search

This is a filler secondary box on the right hand side. Its slightly
oddly named, in that “after search” means that it is the
secondary box that displays below the search box on the screen
if it contains a search box. It will display even if it the search
box is not enabled. It could contain an explanation of the focus
or purpose of the basket; links or images. If there is no content

in this box, then it does not display.

Selected image
Either the latest or random or no image can be displayed at
the side of the homepage. This is a slide show of the images in

the basket in question.
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Archives

From the drop down menu choose either list by type or don’t show them.

If you choose list

by type a list of the contents of the basket will display on the homepage. This gives users a

sense of how much material can be found in the basket.

Tags
Allows you to show a listing or cloud

of the tags used in the basket.

Type in the number of tags to

display.

You will then be given the options
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List basket's tags as

o Categories

o Tag Cloud
Order tags by

0 Number of items

0 Alphabetical
0 Latest
0

Random

SAVE
Click on Save to save any changes

for your Home page set up
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Basket Profiles

The above three tab settings for a basket can be stored in a Basket Profile setting. By using
the basket profiles new baskets created on the site can follow suggested settings for adding

a new basket. The basket profiles option can be found in the Administrator’s Bar at the
bottom of the screen.

>

This allows you to store the settings you'd like others to use with an easy shortcut name. For
example, we created a profile called “private basket” which has all the privacy settings set to

“on”, so that only members can comment on the items and the membership list is only visible
to members.

The second example is a Public basket setting that you could use for a basket of photos. We

have set the basket to go directly to viewing images rather than have a homepage and then
redirecting.

Now, when an administrator selects the Add basket from the navigation bar at the top they
will be asked to select a basket profile.
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Members and the Members tab

This tab allows you to add/update/remove members of the

8 basket you are an administrator of. It can be accessed from
the basket preferences option in the basket toolbox or from the

basket members option of the basket toolbox.

Adding members to a basket

Under this tab use Search for new members to find members to add to your basket.
Clicking on Search with no name in the search box will give you a list of all members. Mark

the names of those you want to add, and then click Add members

The types of users of the basket are shown across the top of this screen. When you click on
the respective members, administrators and moderator items you can see the users who are
currently in that role. The creator of the basket becomes the administrator of the basket and

depending on the membership join settings of the basket, this is where you'll be adding users

or accepting their request to become part of the basket.

The role a user can be part of can be changed using the
Link under Change to column of this tab. In any of the

O O non Site basket members tab’s the Administrative
Actions column allows you to remove a member from the
basket.

The Members tab of the Site basket contains more

actions and abilities, which are covered later in this document.
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Adding a user when they request membership.

If the basket membership policy is set to Request, then the Membership bar at the top of the

dialogue will show how many requests are waiting to be actioned.

>

The basket Administrator can then decide weather to accept the member ship request.

Moderation and the Moderate tab

Once the basket is operational, this tab needs to be checked on a regular basis for material
that is flagged by members. The Kete can be set up to send moderation request emails to

moderators either once or on a repeating basis.

Note that the need to moderate is determined by
the settings for the basket. If the Show Flagging to
setting is changed from the default to something
high say a basket admin or higher then users and
members of the basket will not have the ability to
request moderation on any items.

In some situations this is a desirable setting.

If the material needs to be assessed and acted upon you could use the RSS feed to keep

track of items needing moderation.

A topic flagged for review by a member will show up in the Moderate tab.
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The administrator can view the Item’s full history or check the Preview

If you view the full history you will see that the item is now displaying a previous version of
the document in this example because revision 6 has been flagged, so revision 5 is now the

currently displayed version and in the flagging column, the reason for flagging is shown.

If you select the preview the item for moderation, you should be able to view the topic in
question with the reason for flagging displayed at the top and any extra actions section below

it. You use the actions links to moderate the topic.

Choose to either make this revision live  or reject the requested revision.

If there is no issue with this item, i.e. the moderator does not consider that the reason for
moderation is valid and would like to release the version of the item from moderation then

Select make this revision live.
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The history of the file will then show that the item was flagged, that it was reviewed and that

a new revision has been promoted to the live revision.
If you agree with the moderation flag that the item has a problem and would like to
permanently reject the revision viewed on screen, Click on Reject to go ahead with the

rejection. It will present a dialogue to allow you to write to the user and explain why you have
rejected their moderated content.

The revision history of the topic will then show that it has been rejected and the previous item

becomes the current item.

>

If you accept the revision and make it live you should see the message The content of this...

has been approved from the selected revision
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Protecting sensitive information — Privacy controls

Creating a basket with privacy controls, or enabling Privacy controls on the main site basket
allows users to create private topics and items, and private and public versions of topics and

items

In the Edit tab under Privacy Controls choose the Enabled button.

This will allow members to create private and public topics and items. Public and private
versions of the same topic or item can be created. Only basket members can see private

information.

Decide whether the Default Item Privacy should be public or private. Choosing Private
means that an item will be private until a member of the basket resaves it as public (it will
then have a public and private version). Choosing Public will do the opposite. In general,
unless it is vitally important that the item is always saved as being private initially, use the
Public option, and ensure that basket members know to select the correct button when

creating a topic or item.

Items with public and private versions will have an additional tab visible to basket members —

[public or private depending on the version they are viewing].

O
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Creating a topic in a basket with privacy controls enabled looks like this:

Topics

>

Images, Audio, Documents Videos’

These items are affected by the baskets settings (section X) and who can download and

view items. It's important that you grasp the ideas of private versus public if you are going to

enable the privacy
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Managing roles of users in Kete

The site members option in the Administrator’s Toolbox at the bottom of the screen allows

you to administer the users for the entire site.

>

It presents a list very similar to that you would see for a member’s list for a site basket but

adds several new links.

Below is a definition of what the different roles on the site are and what they can do...

Everyone

This is technically not a role in Kete but used to describe anyone who can browse a Kete
site. If baskets are set up on the site to have public items, then these items will be viewable
by everyone. The basket preferences explain more fully how this works and public items can
have non public files and images attached to them.

View public content

Members

Everyone who signs up to Kete is a member. Members can add items; create topics; edit,
amend and correct topics on the site basket, and on any basket they are added to as a
member. Members can move topics down the hierarchy of topic types. Members cannot
delete topics or items, even ones they have added (although they can delete the information
in them). Members can use the flag function to signal to administrators and moderators that
material needs to be deleted or amended.

Add and edit content

Add comments

Flag topics

View private content for baskets they are members for
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Moderators

Moderators are appointed by administrators. They moderate specific baskets. In addition to
the normal members rights moderators can delete complete topics and items from the basket
they moderate. Moderators receive notification when items or topics are flagged using an
RSS feed or email and approve or reject the item as necessary. In baskets where previewing
by the moderator is enabled, the moderator must approve items and topics before they are
made public.

Can delete complete topics and items

Moderate Flagged items

Basket Administrator

These administer specific baskets — they can set basket preferences (everything a site
administrator can do, but only in the basket for which they are administrator). They can see a
toolbox for the baskets they are admin for, can add basket members, edit the homepage, set
and change the basket preferences, and delete the basket. Basket admins cannot set up

topic templates or extended fields; they cannot see the Administrator’s Toolbox.

Can delete complete topics and items
Can delete basket
Determine appearance of basket

Manage basket members (including appointing moderators and basket admins)

Site Administrator

Site Administrators have access to all areas of the site; and in addition to the normal rights of
members. Site admins also have the ability to do a bulk import into a basket using the Bulk
import option in the tools for Basket toolbox for each basket. This tool needs “high level fu”
to operate but allows very large and rich uploads of information into the system. There is

another import option that allows bulk loads but not in such fine detail.
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Create baskets and edit baskets

Create and edit extended fields

Create and edit topic templates

Can delete complete topics and items

Can delete baskets

Determine appearance of baskets

Determine the overall site appearance

Edit the Help and About baskets

Configure the site where necessary

Manage members (including appointing moderators and basket admins)

Can see Administrator’s toolbox for the Site and for all baskets

Technical Administrator

When a Kete site is first setup, the default and only user on the system is Admin. This user
is the Tech Admin of the entire site and has the highest level of access. A site administrator
can use the site member’s settings on the site to elevate themselves to be a Tech admin.
The Tech admin role adds several extra tasks to the Administrators Toolbox in the way of the
OAI pmh sets, Adjust the 239.50 search databases or rebuild the search databases and
reconfigure site. These low level settings are covered in the “Installation Guide for Technical
Administrators” and also contain settings such as, the maximum size of uploads, number of

results on a page, how the index server behaves and tools to rebuild the indexes etc. Many
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of the Tech admin controls will be used infrequently and require that the Kete be restarted for
the changes to come into effect.

Administer licenses

Show, edit and delete licences. Using Create New add other licences. Note that the CC
licences have some standard metadata with them — so it is best not to edit these. Note also

that APNK Kete are expected to use these four licences as foundation licences.
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Changing the look and feel of the Kete site

There are four main ways of changing the look of Kete:

Change a piece of content, such as a homepage topic

Each item in Kete has a "description” that can contain almost anything you can do with
HTML. You don't even have to know HTML as you may compose the description with the
included rich text editor that is similar to most word processing programs. This technique is

commonly used on sites’ homepages for such things as “Featured Topics”, etc.

Use basket preferences or site reconfiguration.

For example it is possible to turn on a left hand navigation column on all pages from an
advanced site setting. Changes made to the "site basket" preferences will often be inherited

for all other baskets.

Kete Themes

Themes bundle up industry standard ways for changing the presentation of HTML. We'll talk

a lot about themes in this guide.

Kete Templates

Templates make up the basis for the all the different types of web pages in Kete. They are
also based on standard web development practices for HTML and dynamic sites that are
built with Ruby on Rails. This guide will cover how they are made up and how to change

them.

They are listed in order of difficulty, with the easiest first. However, none are beyond the
expertise of someone who is comfortable hand editing HTML. If you want to change the look
of Kete, it is usually a good idea to come back to this list and start at the top and explore the

easier ways to change Kete first.

Note: This guide assumes that you are familiar with HTML and Cascading Style Sheets and
that you are a Site Administrator for a Kete site. In cases where you want to reconfigure your
site you'll also need to have the Technical Administrator role, too. It also assumes that you

have access to the files where the Kete applications are installed.
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Often taking a look in Basket Preferences, Basket Preferences > Appearance tab, or the
Basket Preferences > Homepage Options tab will allow you to get what you want by simply

changing some settings.
What makes up a Kete Webpage?

Common page layout elements

All pages in the kete will display the Header area, the main content area, the footer and
depending on the page displayed, secondary content areas down the right hand side and

below the main content area. The secondary content area is sometimes called the sidebar.
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Header

Content Area

Footer

Secondary Content Area
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Header Area

The header area displays the Site name a basket list, if there is more than one basket. Below

the site name there is a search box to search the entire kete site and a navigation bar.

Site name

\

Basket Lis Search bo

Naviaation bs

A different graphic can be placed in the background using Basket
Preferences|Appearance URL for background image fo  r the top of each page: setting

to point to a url that contains a graphic that will fill this space.

Content Area and Secondary Content area.

There is always a content area displayed in the middle of the page. Depending on the page
being displayed it may also have a secondary content area down the right hand side, or as

you'll see on the item page description below at the bottom of the content section.

Footer

The footer area appears on all pages and if it is not altered using the Basket Preferences

Appearance additional content section, it can be completely replaced with new or different

links.
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For example on the DNZ kete site the footer has been replaced using the Basket

Preferences additional content section option

1. The basket homepage

The Basket homepage layout can be set using the Basket preferences setting from the
basket administrators toolbar. There are many options and the default shows a homepage

topic.

By enabling and disabling items using the Basket Appearance and Home page options in
the Basket Administrators toolbox in the example above, the homepage topic will fill the

entire page if there are no secondary content folders.

The examples below show how the homepage topic will fill the entire page if there are no

secondary content folders.
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Or
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The results page

When a user clicks on the browse option for a basket in the navigation bar or uses the
search box to perform a search, they will be presented with what is called the Results page.

The results page fills the entire width of the page and shows a listing of the matches.

Running across the top of the content area are tabs for each of the different media types.
The results page also has a “refine your search “search box that allows you to drill even

further down into the results.

At the bottom of the browse option page there is a selector for the number of entries to
display per page. The default is set at: 5 10 20 50 but this can be changed in the
Administrators Toolbox Reconfigure Site|Results Dis play option to set a different default

listing set.
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The item detail page

The item detail page displays the main content area, Action tabs across the top of the main
editing area, a tags box to the right and if the item has a license, a license secondary box.
Below the main content box several secondary content boxes can also be displayed . Many
of the item page elements can be disabled using the basket administrators appearance

settings.

Here is the same topic displayed with the action, flagging and comment boxes disabled in the

basket preferences|appearance settings
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If the item has extended fields they are also displayed down the right hand side of the item.
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What components make up a Kete page, technically?

The majority of web page requests to Kete, a Ruby on Rails application, will pull material
from a database and prepare it for presentation depending on the context of the web page
request. This compromises the “model” and “controller” aspects of the Kete application. This
is the home of the full-fledged Ruby programmer and if you are using Kete’s standard
features, you won't usually have to touch this at all. However, this preparation provides

variables that you may encounter if you work in the “view”, otherwise known as templates.

The way the web page request is presented back to the user is determined by the “view” part
of the Kete application. Kete uses Ruby on Rails standard templating system. It allows for
including logic for the dynamic aspects of a page within standard HTML to output the end
result. In other words Kete templates are made up of HTML that most web designers will
understand, but also have aspects of programming, such as variables and logic, that may
require some orientation to understand. Programming code starts with <% or <%= and ends
with either %> or -%>, everything else in the templates is HTML. Generally you will want to
avoid changing the templates if it can be avoided. Changing templates can complicate
upgrades to future versions of Kete. There is usually a better way with CSS or using other

Kete functionality.

Like any HTML page, you may use CSS to “style” your pages to change things like colour
scheme and positioning of elements. Kete bundle sets of CSS into a “theme” so that you can

easily change a site or individual basket’s look easily.

Kete also has functionality to inject bits of content in HTML format into its pages that are
handy for things like replacing header background images or including a Tag Cloud in the

sidebar of a basket homepage.

Kete Templates

Although changing the HTML/Ruby templates directly should be used after exhausting other
options, understanding how they are made up is important as they are the basis of Kete's

presentation system.

Kete templates are found under app/views and are grouped into folders that either

correspond to a controller, such as topics or images, or layouts.

Layouts

Layouts contain the HTML that is used across pages on the site. In Kete's case this is
everything (the outer margins, the Header, and the Footer), but the Content Area and

Secondary Content Area. Effective there is a nested hierarchy of page elements that
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are reused over the whole site. Depending on what is being viewed the top level
application template will be displayed and sub parts of the page will be handled by

other templates such as action and helper templates.

Templates that are grouped by item type

These are templates that are associated with groups of items of a type, such as audio, video,
or web links. To find the right template, look at the URL of the page you want to alter and
then you will usually find a matching grouping under app/views. The search controller takes
precedence over other groupings if it is in the URL. "/all/" in a URL means that the template is

under the search templates area, too.

"Action" templates

"Action" templates correspond to a type of webpage in Kete. For example, though
http://kete.net.nz/documentation/topics/show/296-inset-related-items and
http://kete.net.nz/blog/topics/show/272-kete-12-released are different WebPages, they share
a page format because they are both "show" actions for the items they describe. Action
names will usually follow the controller name in the URL and their templates are found under
corresponding controller folder with a filename that matches the action name and an .rhtml or

.html.erb added to the filename.

Partials

Partials gather together template code that is either reused in a number of places
(e.g. what is called the action menu that contains "Edit" and "History" tabs on all items
show page) or used to keep code more readable by splitting it out to logical chunks

that are concerned with a particular bit of functionality.

Some partials that are reused many times across controllers are found under the

topics templates folder.

Partials have filenames that begin with an underscore, such as

_related_items.html.erb, to differentiate them from action templates.

Helpers

Helper methods, which aren't actually templates and are called within <%= and %> inside
templates, are programming code that ultimately outputs HTML or other view markup. They
are a handy way for programmers to encapsulate a bit of HTML that will be reused around

the site. They are similar in concept to partial templates, but tend to have more programming
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logic that the programmers want to hide way to keep things tidy. These require a

programmer to change and can be safely ignored.

What if | just want to see the HTML?

Don't forget “view source” or "view > page source" from your browser. It will give you the

results of all the relevant templates being combined into a single HTML page.

This is usually the easiest way to see what the relevant CSS classes and identities are for
what you want to change in your theme for a given Kete page. If you are viewing another site
that you like, view source will also show the link to the CSS file (usually it is under

stylesheets/cache/) for their theme.

Kete and CSS

Kete follows the commonly held best practice of defining as much of the look of its pages as
possible with CSS.

Kete includes a set of standard CSS rules you may use as a guide to make your changes.
They are found under public/stylesheets/. The file that contains most of the Kete rules of
relevance is base.css. You can easily refer to it from a web browser by pointing it at

http://your_site/stylesheets/base.css.

When you want to change something from the included CSS rules, you usually do that in a

Kete theme that modifies an existing rule or adds new rules.
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Themes

What can | do with themes?

Examples:
Put in a background image with your logo into the header to “brand” your site.
Change text and background colours to match your branding colour scheme.

Reposition a piece of your design, such as the global search box, within its given area

of the layout.

Hide parts of the Kete display that aren’t relevant to your site, such as outer margins
or even menu bar links.
What makes a theme?

CSS that defines rules that are different from the rules found under

public/stylesheets/ (except for public/stylesheets/cache/ files).
Supporting Images, such as background images or icons, for the theme
Can | have different themes for different areas of my site?

Yes, each basket may have a different theme under Tools for Basket: > Basket Preferences
> Appearance provided a site administrator has uploaded more than just the default theme.
Resources for Themes

You can find out more about themes, such as details on how to create one, at

http://kete.net.nz/themes/.

The theme repository at http://kete.net.nz/en/themes/all/documents/ includes a number of

example themes where you can find ideas. It is not uncommon for someone to base their
new theme on an existing one by modifying it only slightly, such as swapping a background
image, to suit their needs.

Making a new theme

There are a couple different approaches to creating themes, essentially this will be either,

starting from scratch or, basing a theme on an existing theme.
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Starting from scratch is a good approach if your changes don't vary much from the default
theme. Simply define the rules that you need. Beginning with a blank slate may also be best,

if what you want is differs greatly from all the existing examples you can find.

The other approach is to make your own theme by cobbling together CSS rules from existing
themes. This can be a big time saver and will grow easier as more people contribute themes

back to the theme repository.

If you want to reuse parts from other themes, look for files within them that correspond to the
area that you want to change. You can do this because the stylesheets that come with a
theme, if it was put together well, are broken up into logical areas that you can pick out and

recombine to get what you want.

There is a guide for how to organize your theme stylesheets to make it easy to grab CSS

rules for later reuse in other themes here:

http://kete.net.nz/themes/topics/show/251-stylesheet-best-practices

Some themes include “rounded corners” that require a series of supporting background
images. If you find an existing theme with the rounded corners with the colours you are after,
you can grab its "rounded_corners.css" file and the corresponding background images that it
specifies. If you can't find rounded corners that suit, you can find a set of Photoshop files in
the theme repository that can be used as the basis of creating new ones in the colours

appropriate to your theme.

Putting it into practice

A remarkable amount of reconfiguration can be done by changing the stylesheets. Some
knowledge of how a page is put together for a web page is assumed. Professional web page
designers make a living out of crafting layouts with CSS and the supporting images and it is
entirely possible that you could provide a web designer or someone with some web
experience with the below information as a starter and they could do the customisation for
you. There are also many excellent resources to learn from on the internet about how to use
CsSS.

Kete Base CSS.

When the kete loads pages several CSS files support are loaded from the style sheet cache.

The base css that is loaded each time a page is loaded are the following.
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http://yourketesite/stylesheets/base.css

http://yourketesiteurl/stylesheets/comment.css

http://yourketesiteurl/stylesheets/redbox.css

For pop-up dialogs

http://yourketesiteurl/stylesheets/popup_dialog.css

and if you decide to change the basket default font family in the basket admin toolbox

appearance font family.

http://yourketesiteurl/stylesheets/serif.css

you can type these url’'s into your web-browser and they should display as plain text. The
reason these are loaded is so that the page layout for every kete has a basic framework to

work from.

Theme CSS.

After the base CSS is loaded, then the theme CSS is loaded. This overrides the base CSS
and adds some extra CSS that is not covered by the base CSS. Thus allows you to
customise the look of your site. The important point here is that we are overriding the base

behaviour that the base CSS files are providing.

With the default maroon theme all kete’s start from, the layout is adjusted by using CSS to
make the page view narrower, make the corners of the pages display as rounded shapes.
These shapes are small gif files that are coloured to match the background image colours.

All of the other layout of the page is from the CSS.
Anyone who is a basket administrator of higher can load a hew theme up for their basket.
Different baskets can have entirely different themes, or to simply inherit the theme from the

site. This setting can be found in the basket preferences setting.

This means you can create a new basket to experiment with themes and once you have

your theme working as expected , you can use the theme on the site you require.
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Kete print CSS

If you've ever tried to print a page from Kete you'll see in the print out and the print preview
the page laid out in a very basic format. The content of the page is exactly the same as the
default presentation you get with the web view. The difference is that the page is using a
very simple CSS file called kete-print. CSS when you choose to print rather than the richer

CSS used for the page view.

Change the header image using themes.

A good theme to start with is Default theme with header image.

http://kete.net.nz/themes/documents/show/45-default-theme-with-header-image

If you download and unzip it you will see that it contains two subdirectories showing the

images and the stylesheet files it loads after the base CSS files are loaded for a page.

In the Stylesheets directory is the file content-width.css file which contains CSS that tells the
kete site it should be 900px wide. In its Images directory it contains a 900 pixel wide image to
use as the header background image.

Finally the file header.css tells the kete site to add this image file as the background header

image for the kete.

To put your own background in this theme replace the header-bg.jpg file in the directory
structure. Change the name of the directory to something else and then make a zip file that
has the directory you have just created at the top level. It can then be uploaded to the kete

as a theme.

Change the Colour scheme of a Kete.

Many users would like to change the colour scheme of their Kete to match perhaps their

regional councils colour scheme. There are some good examples in the themes repository

60



on the kete.net site showing various colouring like blue, black and green. The blue with

square corners and no margin is a good illustration of this theme.

http://kete.net.nz/themes/documents/show/20-blue-with-square-corners-and-no-margin

This theme uses various shades of blue instead of the grey, white, light blue, and maroon of

the default theme. It also fills the width of the browser.

This theme also does not have rounded corners. This is because the default theme that was
loaded, as well as the theme “default with header image” mentioned above include a CSS
file called rounded-corners.css which tells kete to put small graphics around the edge of the
different sections of the display.

The CSS files colours_blue.css in the theme directory show the different page elements and
how they have been coloured. Without these entries the colouration of the site would revert

back to the defaults for the kete site of the grey, white and light blue and maroon.
Change the colour scheme and have rounded corners.

Some people will of course want rounded corners and change the colour scheme. Thisis a
harder thing to do as it requires you to not only determine you colour scheme but also

requires that you also create many rounded corners graphics that match this colour scheme.
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Below are the rounded corners you need for a theme called white text on black slick. As you
can see there a quite a few and specific parts of the layout such as the comment box, the
tabs, the secondary content types, called insert-1-box and insert-2-box have different gifs to

support them.

Creating these graphics is an involved process and may take some time once you have

settled on your background and foreground colours.
Firebug.

An excellent tool for experimenting and looking at how a page is put together is the firebug
extension to firefox. It allows you to intercept and change the layout of the page in real time

S0 you can try changing anything that is in the CSS and see what effect it has.

| have made a theme. How do | get it to my site?

1. You have to be logged in as a site administrator to your site.
2. If the theme is for the whole site, go to the site homepage.
3. Goto the Tools for basket: Site area.

4. Click on “basket preferences”
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5. Click the Appearance tab
6. Under Theme, use the “Add new theme” link
7. Follow the prompts to upload a document.

8. When done, you will be returned to the Appearance tab page with you new theme

listed. You can select your new theme and hit “Save”.

A document of the zip file of your theme was created in your site as a side effect. You can

keep this around so others may down the theme or delete it from its page.
I made a bunch of different versions of a theme and don’t need them as choices from
the Appearance tab anymore. How do | get rid of the  m?

1. Make sure the theme is not in use by any baskets on the site.

2. Unfortunately there is no web interface for deleting themes at the moment, but is easy
to do from the command line (requires basic command line knowledge). Go to

public/themes/ and remove the folders for the themes you want to get rid of.

Editing Templates

The last method of altering Kete is editing the template files. The basics of where they are

and how they are made up were covered earlier.

The main reason you might want to edit templates is if you want to move something from one
area of the page to another area or, you want to add something to the HTML that isn't
already there. If you want to do the latter, keep in the mind that there are numerous features

in Kete to inject HTML without altering templates.
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Adding items in bulk to Kete

Kete allows for two different methods of uploading bulk artefacts.

Method 1

This method allows you to create a topic and then in the related items option within the topic

do a bulk add of audio, video and documents. This can be done by a Basket Administrator at

DO

both the site basket level and sub basket levels.

Instructions are given on the upload and rules when you click on one of the Import Set Link.

First however, you will need to create a zip file of the files you want to upload. These can be
a directory full of images, documents, video or audio. The zip file should only contain one
type of media to be uploaded. The name of the files should also be made descriptive of
them as the file name is used as the title of the item. Often files loaded from a digital camera
have names like DV9922.jpg so, before making your zip file you should rename files to be
the title of the item you want them to be. DV9922.jpg is a picture of the Dargaville WAP and

power point so it is renamed to “Dargaville WAP and power.jpg”

If the file contains more that one file type it may fail at the processing stage of an import set
upload. This is because the importer is very simple and once it has recognised the first file in
the zip file by its file extension (i.e.jpeq) it will expect all other files in the zip to have the
same. A common cause of an extra file becoming part of the archive can happen on

windows XP when a user does a thumbnail preview of the images. A hidden file called
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thumbs.db will be generated in the same directory and if the user then zips the directory up

using the build in zip tool in XP this file may also be included in the file.

DO

A simple way to make sure you don’t have difficulty with the uploads is once you make the
zip file open it with 7zip or another graphical zip tool and look inside the file. If you see any

extra files inside then delete them.

Import Options

Once you are ready to upload your zip file login as an administrator of the Kete site. Select
an existing topic or create a new topic that you are going to add your import set to. Once you
have a topic ready click on the import set link in the secondary content box below the

description of the topic. This presents you with the import set screen. It has several options.
For this example I'll use the dargaville install files zip file in the diagram above. It contains

photos of the installation of APNK PC's at the Dargaville library. It contains 8 jpegs and after

viewing it with 7zip | removed the thumbs.db file so only jpegs were in the file.

65



Contributor of the imported items. This allows you to make another user on the Kete the
owner or originator of the items in the import set. We’ll change the contributor to be the user
“dargaville”. If we do not then all the files will be owned by the admin user we are logged in
as.

What are you uploading ? This is important to get correct as the importer only accepts file
types that match what it thinks are images, or documents, or video. For Dargaville state that

these are images.

What Tags should we add ? You can add the same tags to each item that is loaded up from
the zip. We add APNK, library, Dargaville to this text box so that all the images have these 3
tags added to them.

Description Template: we feed in “Dargaville install 2009” as a stub description that all the

images will get. We can go back later and change the description to something more

meaningful.
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Upload Archive file. The last item on the import page is a dialog to allow us to browse to the

file we'd like to upload.

Once we are happy with the details of the import we click on the Add related items button.
The process can take some time and the images/audio/video end up being inserted into the

basket the administrator is importing into and linked to the topic.

Once the import has finished it will tell you the number of items that have been imported. If
you browse back to the basket you should now see the new items loaded and they have the
tags, description and are owned by the contributor we decided. You will also notice the title
of these items is the name of the file that was uploaded. You can them edit them to give

them more descriptive names if need be.
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Method 2 the Excel Bulk Uploader

This is a far more involved process but allows for much more detail to be recorded on the
loading in of the data. The import requires local access to the server running Kete and this
can generally only be done with the assistance of the Tech Admin level user and Systems
Administrator of the Kete site. However, anyone can prepare the information to be uploaded
in an excel sheet with matching files, so it is just the final stages of the upload that require
additional assistance. This is the best way of getting a large quantity of information into the
Kete.

The Excel Importer type for Kete.

As an admin user there is an option in the Administrators toolbox that allows us to do bulk

imports using a source file in several different formats. These are simple xml, past perfect 4,
File Maker pro format and the latest and possibly most accessible format is Excel 2003 XML
type some times called SpreadsheetML. This is a file type that can be saved from Microsoft

Office 2003 and later. The Openoffice suite can also save to this format.

An Excel2003 XML format worksheet can be used to import bulk textual based topic items
which contain the standard title, short summary and description field, tags and extended
fields.

You can also do an import of an Excel2003 XML worksheet with attached media items such
as audio, images and documents .This is where an optional file column is added to the

spreadsheet and a directory of the matching files to an archive to be uploaded.

The import tool requires an administrator to perform the import of a file called records.xl.xml
file and possibly attached media files. Creation of these source files and optional content file
archive can be done by any user. The administrator is only required to set the import
synonyms settings in the kete and to perform the import. When the creator of the worksheet
is ready for their file to be imported they save to their work sheet to the excel2003 xml format
and arrange and attached files into an archive and send it to their site administrator to place

on the server for importation.

Matching columns in Excel to Fields in Kete.

The way that the upload works is that columns in the spreadsheet are matched to the
standard fields and extended fields of the Kete. This is done by adding import synonyms to

the system settings and the extended fields settings. To have someone else prepare the
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spreadsheet they will of course need to be told the synonym names they should be using for

their column headings.

All items in a Kete import will must have the standard field title, and may have a short
summary and description and tags. The way the synonyms for the import are set for these

fields is in the Administration tool reconfigure site settings.

In many cases you simply want to import text from Excel to Kete and cell values will
transition smoothly between the two. However, sometimes you may need to keep in mind

what format Kete expects your data to be in.

For data that is meant to end up in Kete's standard fields (title, short summary, and
description) Kete will expect text. For the standard tags field it expects the tag values to be

separated by commas if there is more than one tag.

However, the field's constraints on what is a valid cell value are determined by whatever
settings are configured for it. If your data uses extended fields then you'll need to make sure
it will work with the particular extended field's configuration. For example, if a cell's value is
meant to end up in an extended field that is set to only accept dates, Kete will expect cell
values in the format YYYY-MM-DD, e.g. "2009-10-27".

You'll want to keep the relationship between your Excel cells' value formats and your target

Kete fields in mind.
Setting the standard field Synonyms.
To set the synonyms for the base fields go to the Administrator toolbox, reconfigure site and

click on the Advanced link to show the advanced links. This shows Imports which is where

we set the synonyms for the standard fields.
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In the image above you can see that I've filled in the text boxes with some names that I'll use
to perform the import. There is the opportunity to enter several different synonyms that are
recognised for each standard field, but it may be easier to set only one synonym for each

and tell the person creating the import spreadsheet that they can only use a specific name.
Once there are set you can tell whoever is creating the excel sheet the name’s that need to

appear in the top row of their spreadsheet for the importer to recognise them. This is very

important as the importer reads the top row to recognise the import synonyms.
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Describe one type of item per spreadsheet

Each import job into Kete only supports adding one type item in a given import. Your rows
should describe only topics or only images or only audio recordings, etc. If you have items of

many different types, you will need to split them into separate Excel import jobs.

If you are importing what will become a textual topic in Kete, it has a "topic type" such as
"Person" or "Event". Each import of topic items can correspond to only one topic type (i.e.
your import may be about events, not events and people).

To illustrate this | have an extract from the novel by Bernard Blackmantle which is made up
of several chapters of the book. Each chapter has several images that should be placed in
the body of the text. | can load this information into the Kete by making two import sets. The
first being the chapter text of the book. This is saved as one import set. | then make a
second spreadsheet that has the attached images. | load these two spreadsheet import sets
separately. After I've loaded the two sets | can then go back into the chapter text topics and

insert links to the images | have uploaded.

Kete only works with a single Worksheet not a Workb ook.

The import tool in Kete can only handle importing a single worksheet. Excel will default to a

workbook of 3 worksheets when you create a new excel document.

You can remove the extra 2 worksheets by right clicking on sheet2 and sheet3 and selecting

delete.
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So that you end up with only a single sheet in your workbook

For simple textual imports.

For a simple textual import where the only fields that are being populated are the title short
summary description and tags field , you can tell whoever is creating the import excel sheet
the names that must appear in the first row of the spreadsheet. Above you can see that in
the system settings | have set synonyms for Title, Short_Summary, Description and Tags

and the below example excel sheet has these as the matching title columns across the top.

We'll show you later how to export this information into the correct format for uploading to the

Kete.
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Topic item Textual Imports but with Extended fields

To have an import that is still textual topics but also contains extended fields we can define
synonyms for each of the extended fields. You can edit the synonyms for an extended field

in Administrator Toolbox, Extended fields.

We can edit each existing extended field we’d like a synonym for, or when we are adding a

new extended field. Below is that same site but with some synonyms defined for each.

As you can see there are now synonyms for first name, last name, place of birth, city and
date of birth. For several there are two synonyms so that the person preparing the sheet

could use DOB as their column heading rather then date_of_birth. It is probably better
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however to set one synonym for each extended field and make sure that the sheet author

sticks to the names you set.

Below is an example of a spreadsheet worksheet that can be used to import a new person
topic. We have created the import synonyms for the extended fields for first name, surname
and place of birth, so when the import occurs they will be populated. You'll also note that
this import sheet does not include a short summary column because the only column that is

required for the import is the title column.

When it comes to importing this spreadsheet you will need to select the topic type import and

the person. We illustrate it later in this document.

Importing with attached content types.

This feature of the import tool allows us to do a bulk upload of media items such as audio,
video, documents and web links. The process involves creating an excel worksheet to hold
the standard (and extended fields if it has them) of the item set and a directory structure that

holds the actual files to upload and the spreadsheet exported to spreadsheetXML format.

The first thing you'll want to do is create a folder to hold all the materials that you will be

importing into Kete. We'll refer to this folder from now on as the "import folder " or

n

sometimes "import_folder ". The import folder name shouldn't have any spaces or other
special characters like punctuation in it. You may, however, use underscores instead of
spaces in the name. | am going to import some images taken of some colour plates for the

book the English spy, so my import folder is called the_english_spy.

The import folder should also contain a "files" subfolder where you put files that will be import
into the Kete site. | have several colour images for the English spy, so | make a directory

called files beneath the_english_spy.
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In the files directory | save my images to upload.

In the top level the_english_spy directory | create my new excel spreadsheet which | am
going to export to the excel2003 xml format. The spreadsheet requires a File column name
for the import tool to know the name of the file to locate and upload to the Kete. Here are the

spreadsheet entries for the above files.

The name in the file column must match exactly the name if the file as it appears in the file
folder. You'll notice that | have supplied the title, short summary, tags and have added the

file column.

If you have added any extended field to the content type you wish to upload then the
synonym for the extended field could also be one of your column headings. An example may
be that you've added and extended field called “camera” and associated it to the image
content type. In the camera extended field setting enter import synonym “camera”. In your
spreadsheet you can have a column headed “camera” and it will import the camera field
information when you do an import.

Exporting the Spreadsheet to the records.xl.xml fil e format and making an upload

archive

The final step in preparing the spreadsheet for importing into Kete is to export it to the correct

format and create a zip archive to give to your administrator.

Export and zip for textual topic types imports.
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For the textual topic imports create an import folder that you can save the import file into.
You may have already created a folder you are working in anyway. In my example | have
the chapter text for the English spy. | created a directory called the_english_spy_chapters

which is where | have been working on my excel file.

In excel 2007 | can open my file and select save as XML Spreadsheet 2003 (*.xml) from the
drop down list. Excel 2007 also has an XML Data (*.xml) save as option. This is not the

same format and will not work with Kete. The file name | save as is records.xl.xml.

In excel 2003 | can open my file and select from the file menu save as XML Spreadsheet
(*.xml) from the drop down list. Excel 2003 also has the XML Data (*.xml) save as option.
This is not the same format and will not work with Kete. The file name | save as is

records.xl.xml.

In open office Calc | can open my file and select from the file menu save as Microsoft Excel

2003 XML (.xml). The file name | save as is records.xl.xml.

I now have a directory called the_english_spy_chapters with records.xl.xml in it. | can then

use a zip tool to zip the folder up to send to the administrator of the Kete site.

My zip file is called the_english_spy_chapters.zip. It contains one folder called

the_english_spy_chapters and inside the folder | have my records.xl.xml file.
Export and zip for “File attached” spreadsheets.

For the file attached spreadsheet’s you've probably already created an import folder. The
procedure is exactly the same as for the textual type exports. Export the file using Excel
2003, 2007 or Open office to the top level folder of the import_folder structure with the name

records.xl.xml. Then zip the import folder up ready to be sent to the administrator.
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My zip file is called the_english_spy.zip. It contains one directory called the_english_spy
which contains my records.xl.xml file and my original excel file (this original is ignored by the
importer). Below the_english_spy directory in the zip file | have a files directory which

contains the files that will be imported.

This zip file can then be sent to your Kete administrator to upload onto the Kete site to

perform the import.
Delivering the file to the administrator.

The only way that the bulk upload zip file can be loaded onto the server at present is by the
system administrator of the Kete site who has command line access to the server file system.
It may be possible the administrator to set up an ftp server to allow you to upload to the

server.

The import file needs to be extracted into a subdirectory of the imports directory of the Kete
software installation you would like to import to. We created the zip file with a top level
directory in it so that when the administrator does the extraction the resulting directory name

will be known.

Here is the structure of the file system on my Kete server after the_english_spy and
the_english_spy_chapters files we created and zipped have been uploaded to the Kete site

and uncompressed into the imports directory.
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Choosing your import options and beginning the impo rt

Now that your Kete site is configured to accept your data in the way that you want and the
system administrator has placed your import folder on the server, it is time to set your final

import options and trigger the import.
Follow these steps:
1. login to your site using an account that is a site administrator
2. choose which basket you want to import your data into, then navigate to that basket

3. click on the import content link in the Tools for basket area at the bottom of the
page

4. click on the start new import link on the resulting import list page

At this point you will end up at the New Import form. There are a number of options to

consider:

Choose someone to be contributor of imported items (optional)

In numerous places on each site, Kete displays the registered user that created each item,
even if it is bulk imported. This option allows a site administrator to set another member of

the basket as the creating user of the import's items.
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For example, if you were importing a set of images from a historical society to Kete you might
set up an account for that historical society and then choose that account as the "contributor
of imported items". That way it will appear as if the historical society had added the items

with their own account.

To use this feature, enter the user's name you want to give credit for this import and hit
search . Select the user you want from the drop down menu and hit Choose . You'll be

returned to the form with that user selected.

What is the name of your folder under the imports d irectory?

Input the import folder name in this box. In our example above we have two of them
the_english_spy and the_english_spy_chapters. So to import the_english_spy we enter this

name in the text box.

How long should we wait in seconds between processi ng records?

This field will add an interval between processing records so as not to overwhelm your server
and cause interruption to regular web requests. You may want to check with your system
administrator to see if an interval is necessary. If no interval is hecessary, entering 0 will

speed up the time your import takes.

Import Type?

Choose Excel Based .

Applicable Item Type?

Choose what type of items you will be importing. This will be either topic of one of the

content types from the drop down.
Textual topic types

If we had chosen the_english_spy_chapters as our import directory above then we are

interested in importing just plain text topics. The applicable topic type for our import is topic.

If we were doing an import of a topic where the import information matches a sub-type of
topic with extended fields and we’'d created import synonyms that had matching column
headings in our records.xl.xml we would choose the appropriate applicable topic type. For
example we could choose Person if our import information has a first name, surname and

place of birth synonyms.
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Content type import.

If we are importing the images and have chosen the_english_spy as our import directory

above then we select the Applicable item type of Images.

If we have configured privacy on the basket we are importing into we may also be prompted

for the default privacy we would like to apply to the items.

What tags should we add to each imported item?

Any tags that you enter into this field will be added to ALL items for this import. Tags
assigned in the data for a row will be added for individual items, in addition to the ones you
specify for this field (unless they are redundant, in which case they will only be added once to

the item).

Beginning Description Template and End Description Template (optional)

Whatever you enter into these fields will be added to ALL items for this import. The
beginning description template  will be added before any description data from the relevant
row whereas the end description template  will be added after. This can be used to add
things like a copyright notice to every imported item, etc.

You may also choose to have all imported items be u  nder one of these licenses.

You may use this feature to assign ALL items of this import a particular license.

After you have filled out the form, click the "Impo rt" button to begin the import.

Monitoring the import process and troubleshooting i ssues

If things have gone according to plan, Kete will give a webpage that is periodically updated
with the number and type of records that have been processed. Eventually it will be updated
with the "All records processed" message and the total number of records in the import. A
quick way to check that your data was imported correctly is to click the Browse link located

at the top of the page to see if you expected results are now in the system.

For large imports, completing the import may take hours.
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Tip:

If you have a large amount of data to import, consider splitting it into multiple imports spread
over time, perhaps importing a thousand items a week for ten weeks, rather than doing all
10,000 at once. This allows you to give the feeling that your site continues to grow with new
material and that it is gaining momentum. It also gives your users a chance to explore the

items without being intimidated by massive numbers.

If, after starting the import, you decide that you need to stop it, you may use the Stop Import
Early button. This will terminate the import, but it won't clear any items that have already
been imported. You may need to delete these manually from their item detail pages, or

speak to a system administrator about deleting them in bulk.

If the import fails —

If something goes wrong with the import, you should receive a "There was a problem with the
import: ... The import has been stopped” message. This message will contain an error report
from the Kete site. This report is sometimes quite cryptic. Before reporting this to your
Technical Administrator you should check your files for any errors. Once you have done this
you should report this error to your system administrator and they will consult the technical
log to see if the cause can be determined. These problems can stem from missing data (a
missing file for an image import) or the data being invalid (unformatted text when a date
value is expected) for a particular field in Kete. Your system administrator should do the

following:
1. consult log/backgroundrb...log file to see what it reports

2. fix the data in records.xl.xml (possibly by fixing the data and then re-exporting it from

Excel) or under the files folder if necessary
3. delete the imports/import_folder/records.xml  file

4. if you find that the records that were reported as imported don't show up on the
browse results page your system administrator may need to Rebuild search

databases as outlined here

After that you may retry the import. Any previous items that have been imported will be

skipped and Kete will start importing where it left off before the failure.

If you are unable to determine the cause of the issue, it may be a problem with the Kete

software. Please report it at http://kete.net.nz/.
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Appendix 1: Suggested extended fields

Label Description | Xml element | Ftype | Import Example | Multiple
name synonyms
Alias Nickname, Dolly False
or known as [Margare
t
Elizabeth
called
Dolly by
her
family]
Architect False
Awards Titles, False
honours,
awards and
achievement
s
Burial place | Name of False
cemetery
Cause of Drownin | False
death g
Children Freda False
Jane
(1909-
1918);
Fred
John
(1911-
2005);
Hannah
(2912-)
Constructio False
n dates
Constructio False

n

professional
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S

Current Of street, False
name park, place,
building

Current use False
Date False
Date False
enlisted
Date of birth dc:coverage False
Date of Tuesday, | False
burial 8 March

1918 OR

8 March

1918
Date of dc:coverage Tuesday, | False
death 8 March

1918 OR

8 March

1918
Date of False
embarkation
Dates of False
service
Divorce False
date
Education False
Family Sur name False
name
Father’'s False
date of birth
Father’'s False
date of
death
Father’s False
name
Father’s False
occupation
Final rank False
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First names | Non-sur dc:descriptio | text False
names n
Previous Of street, False
names park, place,
building
Previous False
uses
Inscription dc:descriptio False
n
Last known
residence
Locale City, town, dc:coverage False
village,
district
Location dc:coverage Ran False
between
Gloucest
er Street
and the
Square
Marriage 9 June False
date 1938
Mother’s False
date of birth
Mother’s False
date of
death
Mother’s False
name
Mother’s False
occupation
Named by False
Nationality / False
Iwi
Next of kin False
Occupation | List of Brickie, False
S occupations 1931-
or activities 1935;
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Labourer

, 1936-
1937;
Publican,
1938-
1948
Origin of Of street, dc:descriptio Named False
name park, place, |n after
building develope
rs
daughter
Original False
owner
Other False
owners
Overseas False
memorial
Place False
enlisted
Place of Where was | dc:subject False
birth the person
born?
Place of Locale Avon False
death River
Place of False
embarkation
Place of False
marriage
Places of Places of True
relevance activity
associated
with the
person
Previous Name dc:descriptio False
names changes; n
e.g. maiden
name
Regiment or False
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service

Re- False
marriage
date
Sculptor dc:descriptio False
n
Service
number
Siblings Freda True (but
Jane only if more
(1909- than 5 fields
1918); available)
Fred
John
(1911-
2005);
Hannah
(2912-)
Sources Where the The False
information Press, p.
comes from 15, 16
April
1959 OR
Interview
with
resident,
10 April
2007
Spouses
name
Street dc:coverage False
address
Suburb dc:coverage False
Theatres of True
war
War False
memorial
Wars True
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Appendix 2: Suggested topic templates

Person

Basic fields for this topic

Title
Description
Summary
First names

Family name

Family history

Gathers information about a person, particularly relating to family history. Where people are
doing a number of people in a family they should create separate records for spouses,
parents, siblings, and children. The summary field should be used for the narrative

information — stories, details and events which fill out the details of the person’s life.

Extended field

Date of birth

Place of birth

Date of death

Nationality / lwi

Previous names

Alias

Education

Awards

Places of relevance

Occupations

Marriage date

Place of marriage

Spouses name

Children

Divorce date

Re-marriage date

Last known residence

Cause of death

Place of death
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Place of burial

Date of burial

Father’'s name

Father’s date of birth

Father’s occupation

Father's date of death

Mother’s name

Mother’s date of birth

Mother’s occupation

Mother’s date of death

Siblings
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Service personnel

This topic gathers and records information about men and women who served New Zealand

during wars and conflicts

Extended field

Date enlisted

Place enlisted

Dates of service

Regiment or service

Place of embarkation

Date of embarkation

Theatres of war

Final rank

War memorial

Overseas memorial

Wars

Service number

Next of kin

Civic and community leaders

This topic gathers and records information about people involved with their communities,

including mayors, councillors, doctors, teachers, ministers, nurses, business, philanthropists.

Extended field

Occupations

Artist

This topic gathers and records information about local artists.
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Place

Suggestions for topic templates for places

Street

Extended field

Current name

Former names

Location

Origin of name

Named by

Date

Sources

Locale

Building

Extended field

Street address

Suburb

Locale

Architect

Construction dates

Construction professionals

Original owner

Other owners

Current use

Former uses

Park

Extended field

Current name

Former names

Location

Origin of name

Named by
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Date

Sources

Memorial

Extended field

Location

Inscription

Date

Sculpture

Extended field

Location

Sculptor

Date

Statue

Extended field

Location

Inscription

Date

Plaque

Extended field

Location

Inscription

Date
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Appendix 3: Dublin Core Elements

The one powerful feature of the Kete product is that it can be harvested by an OAl PMK

Harvester so the contents can be searched. For more information refer to

http://dublincore.org/documents/dces/
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