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Graphics are such an important part of owning and running an online business. I 
created this guide so you can gain a good understanding of the basics. With a solid 
foundation, you will quickly be able to start designing images for your website and social 
media channels.  
 

Common Image Extensions – What’s the difference? 
When should I use different types? 
 
There are a lot of questions when it comes to working with images. This section starts 
with a list of the common image extensions. When working with images, you can save 
the images in whatever format the software will allow. 
 

.jpg 

Photos taken with a digital camera are most likely in a JPEG (same as .jpg) format. 

JPEG format allows for lots of colors and compress well making the file size small and 

quick to load online. Because of these features, .jpg the best choice when placing 

photos onlne. 

.png 

If you have an image where you want the background to be transparent, you will need 

to save it in a .png format.  

Example 

The dandelion to the right is a rectangular image. If you 

were to save it in a JPEG format (that does NOT support 

transparency), even if you have removed the 

background, it will save with one, usually white if you are 

using transparent in your photo editor. 

To make sure your background stays transparent when 

saved, the .png format, that supports transparency, will 

need to be used.  
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In the image below, I show a JPEG placed on a solid background on the left. You can 

see when the JPEG was saved, it saved a white background the graphic element.  

On the right, the dandelion image was saved as a PNG. The image is still a rectangular 

image but the area around the image was made transparent in the editing software and 

the PNG format allows the image to be saved with the transparency so it appears to sit 

directly on the background.  

 

 
.gif 
 
.gif format files are low resolution and mostly used for icons, logos and web images that 
are less than 256 colors. They also can be animated. They’re not recommended for 
photos due to the limited color palette. 

 
.tif 
 
TIFF (.tif) files are generally created when the photo or graphic is going to be used in a 
process print job (large runs, like when more than a thousand pieces are being created). 
Faxed or scanned documents will sometimes transmit as a TIFF file. TIFF files can be 
very large and are never used online. If you have a TIFF format image you want to use 
online, it should be converted to a .jpg or .png format first. 
 
If you need to edit a .tif file you will need to have software that supports this file type. 
The paint program that comes with Windows allows you to edit them. You can also use 
Photoshop and a free photo editor that you can download called Gimp.  
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.psd 
 
This is the file extension generated by Adobe Photoshop, meaning the image was 
created with the Photoshop program. To edit images with this extension you usually 
need Photoshop, but you can also edit this format with Gimp. If you have a PSD format 
image you want to use online, it should be converted to a .jpg or .png format first. 
 
If you have a desire to learn more about graphics and creating your own, I highly 
recommend Photoshop. It costs $9.99 a month but is a software program I can’t live 
without as an online business owner.  
 

.xcf 
 
This is the file extension generated by Gimp. Gimp is a powerful software program that 
can be downloaded for free. Photoshop doesn’t allow you to edit an .xcf (Gimp) file but 
you can import a Photoshop (.psd) into Gimp.  
 

.eps 
 
This is what is called a Encapsulated PostScript file and can contain graphics, text and 
images. EPS files are generally created in illustration or layout software such as Adobe 
Illustrator, Corel Draw, Photoshop and Gimp. If you just want to view an .eps file you 
can do it in any of the programs listed here or you can import it into Word as a picture to 
view it.  
 

Common edits – How to resize and crop images if you 
don’t have an editing program 
 
There are times when you may need to resize or crop an image to fit your task. You can 
use any of the programs discussed in the section above but if you just need a quick 
resize and don’t want to spend any money, PicResize.com is a great option. 
 

To Resize an Image 
 
Go to http://picresize.com.  
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You can enter your image from either your computer or a URL. 
 

 
Choose the photo you want to resize by browsing your computer or entering the URL. 
 
Click the yellow Continue button.  
 
The next section will ask you to crop and rotate. If you only want to resize, go to the 
next section. If you need to rotate or crop use this section first. 
 
As you can see, if I wanted to use the photo below I would first rotate. Use the Rotate 
Menu to do that. Then if you need to crop, use the Crop Menu. 
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First, I clicked the Rotate 90 Degrees CW (clockwise) button and the photo rotated. 
 
Then I clicked on the photo and clicked/hold and pulled to select the area I wanted to 
crop to (which was a box just around her face). I then clicked the Crop Selection button.  
 

 
 
If you want to resize without cropping, then you would go to the next section. You have 
a lot of choices, you can pick from the dropdown box. You can choose a percentage or 
custom dimensions. It will show the Estimated Final dimensions on the right 
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The next section allows you to add a special effect. This is optional. 
 

 
 
And lastly, you can choose which format to out put the photo. .jpg, .png, and .gif are all 
options. Then click the I’m Done button and your photo will download to your computer’s 
Downloaded Files folder. 
 

 
 
 

How to add html code to your website to show images 
 
It’s important to be able to add images to your site with html code. If you have a 
Wordpress site, you will probably never use html when making a post or page. 
However, there are places, like in some widgets, where if you want to show an image, 
you would add it by using html code.  
 
Below I’ll show you the html code to add an image in a text widget. 
 

To add an image in html 
 
This is the very basic way to add an image to your site. 
 
<img src="imageurl" alt="your_text"> 
 
The “imageurl” is the URL to the image you want to use. The “alt” is the text you want to 
show when someone hovers over the image or if, for some reason, your image is 
unable to be viewed.  
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In Wordpress, the way to find the image URL is to go to 
your Media Library. 
 
Once in your Media Library, click on the image you want 
to use. If it’s not there, upload it.  
 
After clicking on the image you want to use, an 
Attachment Details window will pop up like the one below. 
 
The right side of the screen will have a list of information 
about the image. The first item will be the image URL. 
 
Click on the field, select all the text and copy to your 
clipboard. 
 
 
 

 
 
 
Now, if I wanted to put this image in a Text Widget in my Wordpress site sidebar, I 

would use the following code: 

<img src="https://www.onlinetothrive.com/wp-content/uploads/2018/10/Easily-Create-
Free-Graphics-For-Your-Online-Business-With.jpg" alt="Easily Create Free Graphics 
For Your Online Business With Canva"> 
 

If you want to control the “width” and “height”, just add width=”xxxpx” and height=”xxx 
px” with in the brackets (< >). 
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To add an image in html code with a link 
 
Most often when you add an image to your sidebar or within a widget you will want it to 
link to a page. In my example above, I’d most likely have it link to the sales page for the 
course. Here’s the code to do it: 
 
<a href="url" target="_blank"><img src="imageurl" alt="your_text"/></a> 
 
In this example, you will replace "url" with the page that you want the link to go to.  
 
target="_blank" means that the link will open in a new window. 
 
The "imageurl" is the link to the image (shown how to find above). You can also add the 
border= as well as the width= and height= information. 
 

Fonts 
 
Using Fonts Online 

Here’s a bit of font usage 
information you might not know.  
When you design a website, and 
use a decorative font, your end 
user may not ever see the font on 
their screen.  That’s because fonts 
are files.  If the font file doesn’t 
exist on the end user’s computer, 
they won’t see it.  Their browser will 
default to a very basic font in its 
place. 
 
The same is true when using fonts 
in documents.  If I create a Word 
document with a pretty font I’ve 
downloaded, then send you the 
document, if you don’t have that font file on your computer, when you open it, you will 
see it in plain font.    
 
The way around this is to embed the font file on your site in some way.  One brilliantly 
easy way to use a decorative font online is to tap into the Google Fonts Collection.  With 
Google Fonts, you choose a font and copy two snips of code that get pasted into your 
theme files. In fact, most themes I’ve used already have the code included. I use Thrive 
Themes and the code is already embedded. 
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This is how I’m able to use a script font like the one I used above the photo with the 
camera without using an image to do the job. 

 
 
A note for pretty font users:  Make sure you use a large enough font size – otherwise 
your swirly fonts may be difficult to read on the screen. 
 

Colors 
 
I feel like color is a gift on the internet.  Back when I had to do a lot of design work for 

print, I used color sparingly because it increased printing costs.  When I first began 

designing for the web, I was fascinated that I could use as much color as I liked. 

Colors impact people in a big way.  Take a look at this graphic: 
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While we can use all colors on the internet, some colors really shouldn’t be used. 

Let’s look at an example: The color Pink.   

I love pink! Some shades of pink play beautifully online – but some don’t. 

This shade looks just great.  Even in bold text. 

This shade is almost impossible to read online.  

These shades even when enlarged and made bold are an  

uncomfortable assault on the eyes. 

The same will usually be true of any neon colors.   

You can use neon colors online, but take special care with the shade and get some 

outside opinions for making a final choice.  What looks great on your screen may 

appear differently on others.  I find this is especially true of laptop users.   

Lastly, never use red on a blue background. It just doesn’t work. 

Converting colors from RGB to Hex code and vice versa. 

Sometimes we run across colors that we want to use for a project but need the Hex and 

all you have is the RGB or vice versa. Here are a couple of tools that will give you the 

ability to get the proper exchanges.  

For changing from Hex to RGB: http://www.javascripter.net/faq/hextorgb.htm 

And from RGB to Hex: http://www.javascripter.net/faq/rgbtohex.htm 

Free Image Sources: 
These are some of my favorite free image sites that offer quality images free for 
personal and commercial use.  
 
Pickup Image 
Pixabay 
Splitshire 
Unsplash 
Foodies Feed 
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Best Paid Image Source: 
Deposit Photos is my go-to site when I need a specific image. I am always able to find 

an image that suits my needs without spending an arm and a leg. 

It’s easy to find what you need but the more specific your search phrase is, the better 

your search result will be.  So, search for ‘woman working on laptop’ instead of just 

‘woman’. Or, search for ‘Easter egg hunt kids’ instead of just ‘Easter’. 

You can cut cartoons and illustrations out of your search results by making sure you 

have only ‘photos’ selected next to the search box. You can even select if you want a 

portrait or landscape orientation.  

I use the Flexible Plan method of purchasing a bundle of credits. 

 

As you can see, there are subscriptions plans suitable for everyone, even someone who 

needs a LOT of graphics every day.   

Since my personal needs are usually for blog posts and social graphics, the Flexible 

Plan is a good fit for me. And the cost isn’t even that high even if I don’t use all 30 

images. 

In Closing 

I hope the information I shared today was valuable. It’s basic stuff you’ll need to know 

as you start creating graphics for your online business. I wanted you to have quality 

information to give a basic knowledge of how to use graphics which is such a vital part 

of an online business. Use these tips to create graphics that will get noticed! 
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Easily Create Awesome Graphic 

Designs That You Can Use On Your 

Website, For Social Media, and Even 

For Print Marketing Materials… 

Without Spending Any Money For 

Expensive Software & Classes To Learn 

How To Use It. 

CLICK NOW TO SIGN-UP FOR THIS FABULOUS COURSE & START CREATING TODAY! 
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