
Scanning Your Artwork 
 

1. CLEAN THE SCANNER. Make sure that the scanner glass plate is clean of 
dust and grease, treat it like you would your glasses or a camera lens. 
 

2. PLACEMENT. Put your work straight on the glass plate, use the guides on the 
scanner to help you. If your artwork is too big, you can either scan it in parts 
and stitch together in computer software such as Photoshop, or take a well lit, 
high resolution photograph. 

 
3. FILE TYPE. JPEG/JPG is the most popular format to save your image. This 

file uses the RGB colour scheme and will be displayed the same on all 
screens (it may print differently, which is a whole different ‘How to’).  

 
4. HIGH RESOLUTION. Don’t scan at anything less than 300DPI. The file will be 

large, but that just means that the digital image will have more information and 
be a clearer representation of your art work.  

 
5. DON’T UPSCALE. Try not to upscale your artwork after scanning – e.g. 

making a small image larger using computer software (you can’t make an 
image clearer, it will just become pixelated). 

 
6. SHINY SURFACE? If you are scanning artwork that has a shiny surface, like 

acrylic or oil paintings, you might notice the scanned versions will have some 
glare. It is difficult to control, so will be better to take a well lit, high resolution 
photograph. 

 
7. NOT FLAT? If your image is not flat or has lots of texture, it will not scan well. 

It is best to take a well lit, high resolution photograph. 
 

8. EDIT IF NECESSARY. If you have editing software on your computer, you 
can adjust the colours, brightness, contrast etc so it best matches your 
artwork.  

 
9. SAVE YOUR IMAGE. If you have followed all the steps – JPG, 300DPI – and 

edited if applicable, rename your file with your name and name of artwork. 
E.g. Mindy_Goose_Artwork_1 

 
10. SENDING FILES. Your files may well be too large to send as an attachment 

via email. You can use file transfer services such as Dropbox or WeTransfer 
instead.  


