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The evolution of physical to digital 
archives: A systematic approach 
towards the Goldey-Beacom College 
image digitization process 





Goldey-Beacom College’s History
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1900 ~ 1951 1974 ~ 1992 1997 ~ 2004



Goldey-Beacom College’s History Continued
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2015 ~ 2018 2019 ~ Today



GBC Archives Landing Page: LibGuides



Working with Bootcamp Students to Digitize 
the Articles

https://digitalcommons.usu.edu/westernarchives/vol10/iss2/4?utm_source=digitalcommons.usu.edu%2Fwesternarchives%2Fvol10%2Fiss2%2F4&utm_medium=
PDF&utm_campaign=PDFCoverPages 

https://digitalcommons.usu.edu/westernarchives/vol10/iss2/4?utm_source=digitalcommons.usu.edu%2Fwesternarchives%2Fvol10%2Fiss2%2F4&utm_medium=PDF&utm_campaign=PDFCoverPages
https://digitalcommons.usu.edu/westernarchives/vol10/iss2/4?utm_source=digitalcommons.usu.edu%2Fwesternarchives%2Fvol10%2Fiss2%2F4&utm_medium=PDF&utm_campaign=PDFCoverPages


Gale Primary 
Sources



Detail of the GBC Historical Archives’ Collections



Adam Mathew’s Quartex



External Hard 
Drive Content



Software

Notion

Microsoft Word

IrfanView

Quartex Uploader



Notion



File Names

1. Open the folder you converted the 
images for.

2. Use the keyboard shortcut “Ctrl” + “a” to 
select all of the images in that folder.

3. Right click on the first image in the folder 
and rename it to the following 
format: xxxxx, i.e., 00002. The images 
will rename to 00002 (1), 00002 (2), 
00002 (3) …… 00002 (267). The number 
in the parentheses represents the 
original image number from the second 
folder.



IrfanView

https://www.irfanview.com/ 

https://www.irfanview.com/


File Size

https://www.irfanview.com/ 

https://www.irfanview.com/


Batch 
Conversion

https://www.irfanview.com/ 

https://www.irfanview.com/


Collections

• Beacom College

• Business Training Center

• College Catalogs

• Goldey College

• Goldey-Beacom College

• Goldey-Beacom College Sports

• Graduations

• Income Tax Returns

• Institutional Advancement

• International Student Association Journals

• Student Organizations

• Wilmington Business College



Quartex 
Uploader

1. Select Assets as the 
type of content. 

2. Select the collection 
you would like to 
upload to. 

3. Click the Browse 
folder option to start 
uploading assets. 



Uploading Completed



Data for Selected Content



Best Practices

• JPEG images = 300 dpi

• Keep a running document with a list of the files and 
folder names

This Photo by Unknown Author is licensed under CC BY-SA

https://commons.m.wikimedia.org/wiki/File:JPG_or_JPEG_File_Format_Image_Flat_Icon_Vector.svg
https://creativecommons.org/licenses/by-sa/3.0/


Lessons Learned

• Compound objects need to be created prior to 
upload. 

• Folder structures

• File name character length

• Alphanumeric sorting

• PDF documents cannot be uploaded with a 
compound object

• PDFs will transition to .jpeg files automatically



What’s next?

• Import more historical 
archives

• Improve metadata

• Identify the people in 
the images

• Run OCR



Public Site



Questions
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