
Club Newsletters in Kete 

Clubs can use Kete to distribute and store newsletters  

While you can do this in more than one way the following is recommended : 
 

1. Create a Topic for the club newsletters. 
2. Create a Related Topic for each newsletter 
3. If you could link the newsletter topic to a Top for the Club and write about your 

clubs aims etc. 
 

 
 
To attach a document follow these steps : 

1. After you have created the Topic you will now be able to add a related item. 
2.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Topic : ABC Newsletters  January

Newsletter  dd/mm/yyyy Newsletter  dd/mm/yyy

2. Topic

ABC Club Why we exist and what we do

1. Topic 

ABC Newsletters

To the right you will see a box entitled 

“Related Items”, Click the Create link  



Select: Document from the Add a? menu 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
In the Title field type the edition of the newsletter. 

 
In Description box you could 
give a brief introduction to 
the items in the newsletter or 
leave it blank. 
 
In the Tags box you could 
just use title of the 
newsletter and club identity  
e.g.  Newsletter mmm/yyyy, 
ABC Club 
If you already have items in 
Kete the database will find 
your previous tags and they 
will pop up in a small yellow 
box or in a menu, just click 
the appropriate one. 
 
In the Upload Document box, 
click Browse button, this will 

allow you to find the saved document in 
your computer files.   
Select the file a ‘pdf’ file is best.   
 
 
 
 
Choose a Creative Commons Licence 
see extra pages  
 
Click Create  
 
 



 

Licences explained 

Introduction 

Creative Commons licences make it easy for you to share your copyright works. The six Creative Commons 

licences ensure that others can copy and distribute your work, provided they give you credit — and only on the 

conditions you specify. 

Produced by the expert Creative Commons Aotearoa New Zealand legal team, the New Zealand Creative 

Commons licences are legally robust, free of charge and easy to understand. For other resources explaining the 

licences, including brochures and videos, visit our Resources page. 

There are hundreds of millions of items made available under a Creative Commons licence. Licence users 

include the White House and the New Zealand Government. For examples of other New Zealand licence users, 

you can read our case studies of licence users. You can read case studies specific to your area of interest via 

our projects pages. 

Layers 

Each Creative Commons licence is expressed in three ‘layers’: 

• Commons Deed. This is a ‘human-readable’ plain-language summary of the licence, with relevant icons. 

This means that others will be able to easily understand the range of permissions you are allowing. 

• Legal Code: This is the ‘lawyer-readable’ licence, with full legal terms. 

• Digital Code: This is a machine-readable translation of the licence that helps search engines and other 

applications identify the licensed work, ensuring that others will be able to find your work. 

If you work at a government agency, please note that the New Zealand Government Open Access and Licensing 

framework adopts the 3.0 New Zealand Creative Commons licences. 

Licence Elements 

There are four Creative Commons licence elements. 

ATTRIBUTION 

This means that others must credit you as the original creator of the work. All Creative Commons licences 

require users to provide attribution. 



NONCOMMERCIAL  

This means that others may not share, adapt or reuse use your work if their use is primarily intended for 

commercial advantage or monetary compensation.  

NODERIVATIVES 

This means that others can share your work, but they must not change it. Note that users still have the range of 

Fair Dealing rights granted to them under the Copyright Act 1994. 

SHAREALIKE 

This means that those who adapt or remix your work must use the same Creative Commons licence on any 

derivative works. 

The Licences 

These four licence elements combine to make six Creative Commons licences. They are free for anyone to use. 

You can read more about the Creative Commons licensing approach on the  

ATTRIBUTION creativecommons.org/licenses/by/3.0/nz 

This licence lets others distribute, remix, tweak, and build upon your work, even commercially, as long as they 

credit you for the original creation. 

ATTRIBUTION-NONCOMMERCIAL creativecommons.org/licenses/by-nc/3.0/nz 

This licence lets others remix, tweak, and build upon your work non-commercially with credit to you (their new 

works must also be non-commercial). 

ATTRIBUTION-SHAREALIKE creativecommons.org/licenses/by-sa/3.0/nz 

This licence lets others remix, tweak, and build upon your work even for commercial purposes, as long as they 

credit you and license their new creations under the identical terms. 

ATTRIBUTION-NONCOMMERCIAL-SHAREALIKE 

creativecommons.org/licenses/by-nc-sa/3.0/nz 

This licence lets others remix, tweak, and build upon your work non-commercially, as long as they credit you and 

license their new creations under the identical terms. 



ATTRIBUTION-NO DERIVATIVES 

creativecommons.org/licenses/by-nd/3.0/nz 

This licence allows for redistribution, commercial and non-commercial, as long as it is passed along unchanged 

and in whole, with credit to you. 

ATTRIBUTION-NONCOMMERCIAL-NO DERIVATIVES 

creativecommons.org/licenses/by-nc-nd/3.0/nz/ 

This licence is the most restrictive of our six main licences, only allowing others to download your works and 

share them with others as long as they credit you, but they can’t change them in any way or use them 

commercially. 


