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1. Preparing to Scan - Placing your artwork on to the scan bed.

2. Launching Image Capture

Open acccess scanners are located in Bower Ashton DDS Mac Studio 0F17 
(Green Room) 0C14 RISO Print Studio, Spike Island DDS Mac Studios, and City 
Campus reprographics area opposite the DDS Mac Studios 4AF002 and 4AF003.

NOTE: Scanner computers 
only have Image Capture and 
Preview installed to ensure 
they are used solely for 
scanning. They cannot be used 
for editing artwork.

Placing your artwork on to 
the scan bed:
•	 Log in to the computer 

connected to a scanner

•	 Open the scanner lid and 
make sure the glass on the 
scan bed is clean.

•	 Place your image face down 
on the scan bed as close as 
possible to the registration 
triangle in the top left corner.

•	 Close the scanner lid. 
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Launch Image Capture:
•	 Launch Image Capture, 

which should have an icon 
in the Dock of each scanner 
connected computer.

•	 If the icon is missing then 
launch Image Capture from 
the Applications folder.
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3. Selecting the scanner and pre-scan overview Selecting the scanner:
•	 The Epson GT 20000 scanner 

should be under “Devices” in 
the Image Capture sidebar. 
Select the Epson scanner by 
clicking on its name. 

Trouble Shooting - if Epson GT 
20000 does not appear:
•	 Ensure the scanner is turned 

on and is connected to the 
Mac you are using with a 
USB cable.

•	 Quit and relaunch Image 
Capture. File >Quit > (Q)

•	 If the issue persists, Quit 
Image Capture and, restart 
the scanner by turning it off 
and on. Then relaunch the 
Image Capture software.

•	 If you are still unable to scan 
after this contact a member 
of the DDS team for support.

Scanbed overview:
•	 With the scanner selected in 

Image Capture, press “Show 
Details” to begin a preview 
scan.

•	 The scanner will begin an 
Overview Scan.

•	 If you need to adjust the 
artwork in the scanner, open 
the lid and adjust it. Press 
“Overview” to perform a new 
preview scan.

Select area to scan:
•	 Check “Use Custom Size”. This 

will allow you to manually 
select the area of your 
artwork that you want to 
scan. If this is left unchecked 
the Image Capture software 
will try to select what it thinks 
is your artwork. This can 
be problematic if there are 
large areas of white in your 
image as it may not select the 
artwork correctly.

•	 ”Click and drag” over the 
area of your artork that you 
want to scan. It’s best to make 
the selection slightly larger 
than what is needed as you 
can adjust this later in Adobe 
Photoshop.
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4. Adjusting the scanner settings Adjusting the scanner 
settings:
•	 Kind: Choose “Colour” or 

“Black & White”.

•	 Resolution - Depending on 
how you intend to output 
your artwork the resolution 
will vary. 300 dpi is a standard 
setting for print and a good 
starting point. 
 
At the end of this handout 
there is a “Target Resolution 
Chart for scaling artwork” 
with all of the dpi values for 
scanning in your artwork so 
it doesn’t lose quality when 
enlarged.

•	 Set the save location. The 
default location is the 
“Pictures Folder”, you can 
change this to a location of 
your choice eg “Desktop”. 
For external storage, choose 
“Other” and select your 
preferred location.

•	 Give your file a name. Any 
additional scans after the 
initial scan will add a number 
to this name unless you 
change it to a new name.

•	 Choose your file format. 
Jpeg is the most common 
choice but there are other file 
formats available depending 
on your needs.

•	 Keep all other Image 
Correction settings to “None”.

•	 Press “Scan”.

•	 The scanner will now scan 
your image and save it to the 
save location.
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Save your file to OneDrive or 
External HardDrive:
•	 Once you have finished 

scanning your artwork save 
your files to your OneDrive 
account, your personal cloud 
storage of choice, or external 
hard drive device.

Always delete the files on the 
computer after you have saved 
them to your own online storage 
locations or harddrive.

21

20

21

5. Save your file to OneDrive or an external harddrive
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Input target resolutions and common page sizes

If you intend to scale up your artwork, and / or print it at a larger size, then you will 
need to scan your artwork at a higher resolution. This will let you make all of your 
size adjustments without a loss in quality. Artwork scanned at a higher resolution 
will be larger in file file size and will take slightly longer to scan. This is normal as 
the scanner is capturing more information. It’s always best practice to scan your 
artwork at a higher resolution than needed and keep it as a back-up copy as you 
may want to use it for promotional purposes or in an exhibition at a later date.
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ISO A paper sizes
A0 	 841 x 1189 mm

A1 	 594 x 841 mm

A2 	 420 x 594 mm

A3 	 297 x 420 mm

A4 	 210 x 297 mm

A5 	 148 x 210 mm

A6 	 105 x 148 mm

A7 	 74 x 148 mm

A8 	 52 x 74 mm

ISO A paper sizes

Target output size and scanner DPI value

A8 A7 A6 A5 A4 A3 A2 A1 A0
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A8 300 425 600 850 1200 1700 2400 3400 4800

A7 - 300 425 600 850 1200 1700 2400 3400

A6 - - 300 425 600 850 1200 1700 2400

A5 - - - 300 425 600 850 1200 1700

A4 - - - - 300 425 600 850 1200

A3 - - - - - 300 425 600 850

A2 - - - - - - 300 425 600

A1 - - - - - - - 300 425

A0 - - - - - - - - 300

Target Resolution Chart for Scaling Artwork & Final Dimensions Target resolutions for final 
edited artwork dimensions:
You may need to scan your 
artwork at a higher setting 
first if you intend to scale your 
image up in size. To help you 
capture the most detail from 
your artwork use the target 
resolution scale calculator chart 
to select the most appropriate 
DPI setting for Image Capture.

Find the closest original 
artwork size on the left hand 
column and then move to the 
target output size to get the 
DPI value needed to scale your 
artwork up.

It is best practice to have more 
resolution at this stage as you 
can adjust the resolution and 
dimensions if required later in 
Adobe Photoshop.

You can always lower the 
resolution in your artwork but 
you cannot add it in later.

The Pixel Per Inch (PPI) settings 
listed below are approximate 
target resolutions for the final 
artwork after editing in Adobe 
Photoshop. 

Target resolutions:
•	 300 ppi for print (default).

•	 72–100 ppi for web, screen or 
digital use.

•	 150 ppi for Laser cutting 
(Black & White, JPEG).

•	 Silkscreen & Litho: 300 ppi

•	 Repeat patterns: 200 ppi
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