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This is the page for 
submitting your 
work to open calls. 
Make sure to read 
the Eligibility 
Criteria, 
Application 
Requirements, and 
Rules and Terms 
before submitting!

Once you have all 
of your application 
materials prepped, 
click “Call to 
Submit” and you’ll 
go to your Draft 
Application. 



Below you’ll see 
“Add Artwork”, 
here you’ll be 
uploading all 
your pieces. 
Make sure 
everything is 
titled and 
formatted 
correctly as 
stated on the 
Application 
Requirements!



To upload your 
work, click on “Add 
a new piece”. 
(Once you add a 
piece to your 
ArtworkArchive 
account, it saves 
the piece’s 
information from 
your submission so 
you can use it to 
apply to other 
open calls!) 



In “Piece Images”, I’ve uploaded the 
image of my piece. 

You’ll be sent this page where you can 
add all your info about your piece.



After uploading your picture, you can add all the 
information about your piece: its title, dimensions, price, 
etc.!

Once you’re happy with your artwork information, click 
“Create Piece” on the bottom of the screen.



It will then appear in your submission. If you have multiple pieces you want to submit, 
then repeat this process for each piece. Now that all your lovely work has been uploaded 
to Artwork Archive, click on “Save Submission as Draft” at the bottom of the screen!



This is what your submission will look like once everything is done. Check your application materials one last time.  If 
you need to make any changes, scroll down and click on the “Edit Submission” button. If you’re happy with your 
submission, click the “Submit to Call” button. 



It will give you 2 chances to check over your submission again just in case! Click on 
“Submit” again to really confirm your submission, and then click “OK” once the second 
pop up appears.



Then, you’re all set! This is what your submission will look like now. Good luck submitting!



Thank you for 
sharing your 
work with us!

Sincerely, Riverside Arts Center


