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• 5th floor of the John C. Hitt Library, Room 501
• Monday – Friday
• 9 am – 4 pm
• Students, faculty, staff, and public

• Our mission is to provide support for research, 
teaching, and service.

Special Collections
& University Archives



• Primarily responsible for:
• Acquiring
• Administering
• & Preserving non-

circulating items

• Rare
• Unique
• Fragile

Special Collections
& University Archives



• Over 2,000 linear feet of 
collections

• Over 28,000 catalogued items

Collecting Areas: 

• African Americana
• Artists Papers
• Book Arts & Typography
• Botany
• Caribbean West Indies
• Floridiana

• Literary Papers
• Political Papers
• Space Program
• Travel & Tourism

Special Collections
& University Archives



The ARC!



Automatic Retrieval Center
(ARC)



Automatic Retrieval Center
(ARC)

• 21st Century Library Project
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• How it works
• Impact on SCUA
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Automatic Retrieval Center
(ARC)

• Impact on SCUA
• Environment



• ARC opened in July 2018
• 1st Circulation item stored: late August 2018
• 1st University Archives box stored: late April 2019

• Weekday Daily Maintenance
• Annual Maintenance (3 days)

• Aleph to Alma migration

Software Migration and Management

Presenter
Presentation Notes
We initially began using the ARC software while using Aleph as a Library Management System. Thankfully the use of the system wasn't pressing for us and our Library Circulation Department was able to figure out a lot of information for us to begin with.

It wasn't without its issues though and it required a ton of IT time and the UCF Library doesn't have any dedicated IT staff. The ARC opened in July 2018 but the communication between Aleph and the ARC software wasn't working and the first storage didn't happen until the end of August. 

The Circulation department had a large project to complete initially and following that Special Collections & University Archives were granted access. We were alloted 700+ bins and the bins were restricted, meaning that only specific users can access those bins. Eventually, our department had to complete the University Archives migration by a deadline. Our first box was stored in April 2019. 

Initially we had to move all of the University Archives materials by August 2019. However, the deadline was moved several times and then COVID-19 severely impacted that project. The project finally finished in May of 2021. And by finished, I mean that everything was moved out of that storage area but there is still a ton more to move into the ARC. 

Anyways, the ARC is maintained daily on week days. Maintenance occurs before the library opens and from the noon to 1 pm hour. It might be overkill but it seems to be working. Besides that, the ARC is down for 3 days every year for annual maintenance. It correlates to the number of aisles that we have. Going forward, we anticipate having a 4th and 5th aisle so when that time comes, it will be down for a week each year.

As many of you know, the State University System migrated from Aleph to Alma last year. That led to a massive hiccup. Cataloging shut down in May and Alma went live in July. We couldn't store any new items in the ARC for another month. Circulation and Cataloging had 3 months worth of new acquisitions sitting on carts before it was resolved. And that was three months worth that we couldn't store any items. 

At this time there are 850,000 items in the ARC and that is about 85% of the ARC's capacity. Circulation is set to run out of 12 inch bins in the next year. 

Special Collections & University Archives uses 12 inch bins mostly. There also 10 inch and 15 inch bins used by circulation.



Housed in ARC vs. Stacks

• ARC
• University Archives

• Publications
• Media
• Collections

• Special Collections
• Collections

• Stacks
• Large Format

• Flat Boxes
• Flat Files

• University Archives
• Collections

• High Use
• Glass objects

• Special Collections
• Publications
• Collections

• Fragile objects

Presenter
Presentation Notes
Regarding University Archives materials, there were few items that did not move into the ARC. The first category is large format, which just don't fit into the bins. The second category was high use, which only covers one collection, our photograph collection. And then specifically, any boxes that contained glass objects. Everything else went into the ARC for University Archives. 

Special Collections is a little different. Putting publications from special collections into the ARC is going to require a case by case basis. We aren't there yet. However, in order for there to be room for the University Archives materials that couldn't live in the ARC, some of the Special Collections collections had to move into the ARC. 



Housed in ARC

Presenter
Presentation Notes
First we borrowed a bin to play tetris to figure out how to the boxes would fit. We came up with a ton of different arrangements and learned about what would be most efficient. 

Most bins have two full boxes so the most efficient arrangement includes another 8 half boxes.



Housed in ARC

Presenter
Presentation Notes
We also factored in arrangement for legal size boxes.



Housed in ARC

Presenter
Presentation Notes
However, many of our bins are only filled with two full size boxes.

We have stopped processing collections in full size boxes because it is not efficient. 

I built a spreadsheet so that we could visualize our bin usage. This is only half of the spreadsheet.



Housed in ARC

Presenter
Presentation Notes
The green shows our empty bins. As of last week, we only have 62 empty bins. Out of 700+.

All the yellow 2s on the screen are bins with the 2 full boxes. 

The red shows the bins that are getting full. The red is sporadic because we are trying to keep collections close together for quicker access; however, there will come a time when that isn't feasible anymore. 

This part of the spreadsheet is completely automatic based on a different tab that we do manual entries in for every box/item. It's essentially counting every box/item and correlating it with the bin that it lives in.

Going forward, we are rehousing collections into half size boxes to be more efficient with our bin usage.



Housed in ARC

Presenter
Presentation Notes
For some bins, we were able to set them aside for projects. Chris will talk briefly about the RTDs later. The bins in the red box have been set aside for those.




Housed in ARC

Presenter
Presentation Notes
Chris will also briefly talk about the reels that got barcoded. We were able to fit 235 reels into one bin as you can see circled on the spreadsheet. 



Housed in ARC

• ARC
• University Archives

• Publications
• Media

Presenter
Presentation Notes
Regarding publications, I decided that grouping them by size and then by binding would be best. The majority of our bins are 12 inches tall. Because of that, most of the call slips needed to be turned on their side.
Hardbound publications were placed in bins in call number order. They filled 11 bins worth.



Housed in ARC

• ARC
• University Archives

• Publications
• Media

Presenter
Presentation Notes
Similarly, spiralbound publications were placed in bins in call number order. It's hard to see from this picture but they are in magazine holders with the spiral on the open end of the magazine holder. They filled 5 bins worth.



Housed in ARC

• ARC
• University Archives

• Publications
• Media

Presenter
Presentation Notes
Standard publications filled 5 bins as well. The magazine holders are more viewable here.



Housed in ARC

• ARC
• University Archives

• Publications
• Media

Presenter
Presentation Notes
Smaller publications filled 3 bins. The call slips could live rightside up. 



Housed in ARC

• ARC
• University Archives

• Publications
• Media

Presenter
Presentation Notes
Wide publications filled 2 bins. We were able to add in some smaller materials to these bins as well. As you can see in the picture, I was able to add VHS to this particular bin. 



Housed in ARC

• ARC
• University Archives

• Publications
• Media

Presenter
Presentation Notes
There's one bin with the rest of the media. 



Housed in ARC

• ARC
• University Archives

• Publications
• Media

Presenter
Presentation Notes
There are 5 bins worth of boxes that contain materials that were previously loose leaf. They may have been previously housed in binders, envelopes, 
or just in folders. The barcodes are in the folders. The boxes have a label on the top that lists all the call numbers of the folders within the box. 



• Ingesting
• Everything needs a barcode and to be added to the catalog

• Box #, Barcode, Box Size
• We need to know which bin an item is going to live in

• Only the first item in a bin needs a manual entry
• Retrieving

• Need the barcode and which aisle it lives on
• Need to remember to avoid the noon hour

Workflows of Ingesting and Retrieving Materials

Presenter
Presentation Notes
Previously when everything lived in the stacks, it was only a matter of finding an empty shelf, setting the boxes there, and then noting it within our location tracking spreadsheets. 

Now getting something in a bin requires that we barcode each box or item. We determined that we also wanted to know the box size as well. The box number, barcode, and box size then needs to be added to a catalog record. Thankfully it was already standard practice at UCF to have a record created when collections were processed. However, when we moved unprocessed materials that didn't have a respective processed collection that meant catalog records had to be created. Thankfully our previous Special Collections Archivist was able to do that. But when he left, we decided to create one catalog record for all unprocessed materials to be added to. There's also a two hour delay between when items are added to the catalog and the ARC recognizing that they exist. This process certainly isn't quick anymore.

Before physically going to the ARC, we need to know which bin an item is going to live in. Only that first item needs to be manually entered into the system. After that, it's a matter of just scanning the boxes/items into the system. We are still noting the locations within our location tracking spreadsheets for the collections. For the 6000+ University Archives publications... there is a general spreadsheet that says which bins have which formats and which of those bins are considered full but that project had to be done so quickly that there was no way for us to accurately keep track of which publication were placed in which bin. For that, we are relying on the ARC's system. Thankfully, we are able to export the list; however, the export isn't great. It is missing crucial information like issue numbers for serials. 

As for retrieving items, now we need to know the barcode and which aisle to go to. Additionally, the ARC is also closed from noon to 1 pm every day for maintenance so we can't work during that hour. 

With that hour in mind and that we consider the ARC to be "off site" we are considering becoming appointment only. When a researcher shows up unannounced, it can take anywhere from 10 to 30 minutes to get the materials for them and that assumes that we are available to get the materials for them. Only four full time positions in Special Collections & University Archives have access to the ARC. If the researcher shows up during the noon hour, the wait can be even longer.



Materials in ARC

Thesis & Dissertations without Ethafoam Thesis & Dissertations with Ethafoam
supports



Prepping Materials for ARC



• Over 200 individual blueprints. 
sets

• Various sizes & weights

• Graphite and inkjet formats

University Blueprints



University Blueprints Preservation

Step ONE

• Identifying blueprints

• Wrapping blueprints with 
tissue and 3mm mylar

• Attach labels

Step TWO

• Sort rolled blueprints 
by weight and size

Step THREE

• Assign blueprints with 
bin number

• Barcode/box label



University Blueprints Preservation



University Blueprints Preservation
Completed wrapping blueprints with tissue and mylar



Trial and Error

• Weight distribution in 
bins

• Arranging blueprints with 
ethafoam

• Accessibility when 
retrieving



University Blueprints Preservation
Experimenting with blueprint arrangement in bin



University Blueprints Preservation

Ethafoam

Ethafoam

Ethafoam

Ethafoam

Blueprints



University Blueprints Preservation

Ethafoam



University Blueprints Preservation

Coroplast

Layer 1 - Bottom Layer 2 - Top



University Blueprints Preservation

Fabricating custom boxes with archival corrugated board



University Blueprints Preservation
• Custom boxes for light 

and heavy weight 
blueprints

• Easy to pull out from 
bin

• Prevents blueprints 
from rolling around 
and potentially falling 
off the bin when 
retrieved



University Blueprints Preservation

• Organizing by weight and 
size

• Determining assigned boxes



University Blueprints Preservation

• Label with Title and 
assigned  box number/letter

• Top = Box "A" or "AA"

• Bottom = Oversize "B"



University Blueprints Preservation

• 11 Bins used for blueprints

• 2 Layers inside bin  

• Top = Custom boxes
• Bottom = Loose oversize 



Loading Blueprints in the ARC Bins

Cleaning Bins before loading Lining bins with ethafoam



Loading Blueprints in the ARC Bins
Scanning barcode to accept 
blueprint

Arranging blueprints



Loading Blueprints in the ARC Bins
Adding coroplast board for 
top layer

Scanning remaining 
blueprints



Loading Blueprints in the ARC Bins
Loading remaining box onto 
bin

Ready to return bin



Sending Bin back to Aisle



Acknowledgments and Q&A

All images courtesy of SCUA and UCF Libraries staff unless otherwise indicated below:

Noah’s Ark image: "noah's ark,dordrecht (6)" by bertknot is marked with CC BY-SA 2.0.

Lego Raiders of the Lost Ark image: "Raiders of the Lost Ark" image by Profound Whatever is marked with CC BY-NC-SA 2.0.

Library exterior panorama and ARC building – Chad Baumer for Steinberg Hart, 2022

https://www.flickr.com/photos/58607562@N00/8138478816
https://www.flickr.com/photos/58607562@N00
https://creativecommons.org/licenses/by-sa/2.0/?ref=openverse
https://www.flickr.com/photos/8344872@N05/5185968883
https://www.flickr.com/photos/8344872@N05
https://creativecommons.org/licenses/by-nc-sa/2.0/?ref=openverse
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