
Step 3: Number Your Work

An Artist’s Guide 
to Inventorying Artwork

Crista Cloutier



Why Inventory Your Art?

One of the most frequently asked questions I get has to do with 
keeping track of artist inventory. What’s the best way to know what 
you’ve got and where it is? 

Let me tell you, as a working artist you’re more than just a creative. 
You’re an entrepreneur with a business to run. You need to have 
important information ready at your fingertips. The longer you coast 
through chaos, the deeper the hole you’re digging.

It’s so easy to let inventory tracking fall to the wayside, because 
we’d all much rather be making work. But, if you spend the time to 
properly run your business, you’ll save many a headache later. Trust 
me!



What Are the Benefits of Inventorying Your Art?

1. Organization! I can’t stress enough how important this is. Nobody 
wants to waste time rifling through endless notebooks, receipts, and 
emails to find the right information. It’s stressful. 

2. Professionalism. I always say that how you present yourself in 
business situations greatly affects your career. Having your inventory 
in order allows you to make the right impression.

3. It helps you create a better business strategy. When you’ve 
organized all your pieces, client information, sales, and galleries, 
you’ll start to see important patterns emerging. This is going to help 
you moving forward.

4.  It makes sharing your artwork so much easier. You can just 
click and print. You’ll also have all the images and details ready to go 
when you want to upload new work to your website or social media 
channels. 



Now, let me tell introduce you to an online inventory system that I 
believe can help. This is the story of Artwork Archive. 

In 2012, Cynthia Feustel was just coming into her own as an artist. 
She was starting to work with galleries and sell more work. She knew 
she needed a simple system to manage her business, but all she could 
find was clunky database software. 

Luckily for Cynthia, her son John was a seasoned tech entrepreneur. 
He saw the problem and knew they could do better. With his mother’s 
input, John created an online tool tailor-made for artists and their 
specific business needs. Other artists wanted to use Artwork Archive 
too and voila! a company was born. 

Artwork Archive



Artwork Archive

Artwork Archive’s business management tools allow you to manage 
your inventory all in one place and access it anywhere. You can track 
your artwork location, sales and contacts; print professional reports 
like invoices and portfolio pages; and view powerful business insights 
to make informed decisions.



Discovery Platform

I’m really excited about the Public Page feature and Discovery 
platform, which let you showcase your work. Art buyers can connect 
with you to learn your story and make purchases. And, best of all, 
there’s no commission. That’s right. All the money’s yours.



So, now you know the benefits of inventorying 
your work and you’ve seen the tool I recommend. 
Here’s how I recommend artists use Artwork 
Archive or create their own system at home.

Step 1: Work Backwards 

It can seem overwhelming to inventory a career’s 
worth of art, so I recommend working backwards. 
That way you’ll start with the work that’s freshest 
in your mind. 

Step 2: Take Photographs

Don’t fall for that trap of not taking photos! It is so important to have a visual reminder 
of your work, because it can be easy to forget which works goes with what title. If you use 
Artwork Archive, you’ll also be able to send beautiful images of your work to interested 
collectors, buyers, and galleries using the inventory report or portfolio page feature.

How to Inventory Your Work



Step 3: Number Your Work

It’s useful to have a numbering system in place so you can track your 
work chronologically and know the basic information just from the 
label. There is no one way to number your art, but there are plenty of 
great ideas online if you don’t know where to start. 



Step 4: Add in the Right Details

You’ll need to record the title, dimensions, inventory number, date, 
price, medium, and subject matter to have a detailed catalogue of 
each piece. Of course if you’ve taken The Working Artist Masterclass 
you already know this stuff. 

Next comes my favorite part…



Step 5: Take Notes on Each Piece

You’ll get to relive the creation of each work, 
reflect on past successes, and see how far you’ve 
come as you record the description and any 
private notes you have for each piece. These can 
be thoughts you had while creating the work, 
inspiration, materials used, and even if it was 
a gift or a commission. This is going to come 
in handy when you have to write statements or 
didactics.

Once you’ve logged all your pieces, you can assign each piece to a location. That way you’ll 
always know where everything is. I can’t tell you how many artists don’t have a handle on 
this. And how unprofessional it looks from a gallery’s point of view. Especially when it 
comes time to have your retrospective. Plan for success!

Step 6: Assign Work to  a Location



Step 7: Add in Important Contacts

Now you can add in important business contacts, so you have the 
details of your collectors, galleries, designers, curators, and art fair 
directors all in one place. This also makes it easier to keep them 
updated on your events.



Step 8: Register Sales

Next, register sales to specific contacts. It’s important to know exactly 
who bought what, when, and for how much. This not only satisfies the 
tax man, but helps you target your audience.



Step 9: Record Competitions

Having a log of all the competitions you’ve entered allows you to track 
where you’ve had success. 



Step 10: Enjoy and Share Your Work

If you’ve chosen to inventory all your work with Artwork Archive, 
you can either view it all on the Pieces Page or turn on your Public 
Page and there peruse a beautiful online gallery of your work. You 
can share it with buyers and collectors. And paid subscribers to 
Artwork Archive are featured on Discovery, where buyers can contact 
them directly to make purchases. Remember, you get to handle the 
transactions and keep all the money!



The Details

So Here’s the Skinny

By now you’ve learned how important it is to keep track of your work 
and the information you’ll need. You can use your own tools to create 
your archive or you can use Artwork Archive.

Should you decide to check out Artwork Archive, you can sign up for 
a one month free trial, no card required. 

But the best part is that if you use The Working Artist Discount Link, 
you’ll receive 20% off FOR LIFE!  

Just follow this link:  www.artworkarchive.com/from/twa 

Heads up! I do receive a small commission if you go for it. But know 
that I wouldn’t be recommending this resource if I didn’t believe that 
it can help solve a problem for you. 
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Use this link and get a 20% off discount for life!
www.artworkarchive.com/from/twa

Got Questions? 
info@artworkarchive.com

http://www.artworkarchive.com/from/twa
http://info@artworkarchive.com 

