
Citing Sources on Images with PowerPoint 
 

1. Prepare to gather images for document. Open PowerPoint, add several 
new blank slides and minimize the window. Open an internet browser. 
Search for photos or clipart from the sources you choose.  

2. Select an image. If it is a thumbnail, click to enlarge then right click to 
copy. (Do not close this screen.) If you are using a Google Image Search, 
always click the link for “See Full Size Image.” This gives you the best 
possible image and the shortest possible URL.  

3. Click to maximize the PowerPoint window. Right click to paste the 
copied image on the first blank slide. The order of images does not 
matter.  

4. Navigate back to the internet window with the copied image. Now, right 
click on the URL to copy it. 

5. Click to maximize the PowerPoint window. Right click and paste the URL 
on the slide with the matching image. Reposition the text box, change 
the font size and color as necessary. 

6. Navigate back to the internet to continue finding images then follow the 
steps to copy and paste the images and URLs. 

7. During the course of finding images, save the PowerPoint as often as 
necessary. But, when completely finished collecting images and citing 
sources, save the PowerPoint document in the following way to change 
all slides into separate .jpeg image files. These new image files can be 
inserted into any document for illustration complete with 
documentation! Here’s how! 

File: Save as: Select location with drop down arrow: 
Change the file type (under the file name), scroll down to:  
               “JPEG File Interchange Format (*.jpg)”   

8. A folder will be generated in the “save as” location with all slides    
converted to individual .jpg image files. Insert images into documents as 
needed. 

 

Image is now documented with URL. 
Image from website. 


