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QU ICK  START ( con t . )

How to change the template color theme
You can easily change the color theme of your poster by going to the 

DESIGN menu, click on COLORS, and choose the color theme of your 

choice. You can also create your own color theme.

You can also manually change the color of your background by going to 

VIEW > SLIDE MASTER.  After you finish working on the master be sure to 

go to VIEW > NORMAL to continue working on your poster.

How to add Text
The template comes with a number of pre-

formatted placeholders for headers and text 

blocks. You can add more blocks by copying and 

pasting the existing ones or by adding a text box 

from the HOME menu. 

 Text size
Adjust the size of your text based on how much content you have to 

present. The default template text offers a good starting point. Follow 

the conference requirements.

How to add Tables
To add a table from scratch go to the INSERT menu and 

click on TABLE. A drop-down box will help you select rows 

and columns. 

You can also copy and a paste a table from Word or another PowerPoint 

document. A pasted table may need to be re-formatted by RIGHT-CLICK > 

FORMAT SHAPE, TEXT BOX, Margins.

Graphs / Charts
You can simply copy and paste charts and graphs from Excel or Word. 

Some reformatting may be required depending on how the original 

document has been created.

How to change the column configuration
RIGHT-CLICK on the poster background and select LAYOUT to see the 

column options available for this template. The poster columns can also 

be customized on the Master. VIEW > MASTER.

How to remove the info bars
If you are working in PowerPoint for Windows and have finished your 

poster, save as PDF and the bars will not be included. You can also delete 

them by going to VIEW > MASTER. On the Mac adjust the Page-Setup to 

match the Page-Setup in PowerPoint before you create a PDF. You can 

also delete them from the Slide Master.

Save your work
Save your template as a PowerPoint document. For printing, save as 

PowerPoint of “Print-quality” PDF.

Print your poster
When you are ready to have your poster printed go online to 

PosterPresentations.com and click on the “Order Your Poster” button. 

Choose the poster type the best suits your needs and submit your order. 

If you submit a PowerPoint document you will be receiving a PDF proof 

for your approval prior to printing. If your order is placed and paid for 

before noon, Pacific, Monday through Friday, your order will ship out that 

same day. Next day, Second day, Third day, and Free Ground services are 

offered. Go to PosterPresentations.com for more information.
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Student discounts are available on our Facebook page.

Go to PosterPresentations.com and click on the FB icon. 
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(—THIS SIDEBAR DOES NOT PRINT—)

DES IG N  G U IDE

This PowerPoint 2007 template produces a 36”x48” 

presentation poster. You can use it to create your research 

poster and save valuable time placing titles, subtitles, text, 

and graphics. 

We provide a series of online tutorials that will guide you 

through the poster design process and answer your poster 

production questions. To view our template tutorials, go online 

to PosterPresentations.com and click on HELP DESK.

When you are ready to print your poster, go online to 

PosterPresentations.com

Need assistance? Call us at 1.510.649.3001

QU ICK  START

Zoom in and out
 As you work on your poster zoom in and out to the level 

that is more comfortable to you. 

 Go to VIEW > ZOOM.

Title, Authors, and Affiliations
Start designing your poster by adding the title, the names of the authors, 

and the affiliated institutions. You can type or paste text into the 

provided boxes. The template will automatically adjust the size of your 

text to fit the title box. You can manually override this feature and 

change the size of your text. 

TIP: The font size of your title should be bigger than your name(s) and 

institution name(s).

Adding Logos / Seals
Most often, logos are added on each side of the title. You can insert a 

logo by dragging and dropping it from your desktop, copy and paste or by 

going to INSERT > PICTURES. Logos taken from web sites are likely to be 

low quality when printed. Zoom it at 100% to see what the logo will look 

like on the final poster and make any necessary adjustments.  

TIP:  See if your school’s logo is available on our free poster templates 

page.

Photographs / Graphics
You can add images by dragging and dropping from your desktop, copy 

and paste, or by going to INSERT > PICTURES. Resize images 

proportionally by holding down the SHIFT key and dragging one of the 

corner handles. For a professional-looking poster, do not distort your 

images by enlarging them disproportionally.

Image Quality Check
Zoom in and look at your images at 100% magnification. If they look good 

they will print well. 

ORIGINAL DISTORTED
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Q U I C K  S TA RT  ( c o n t . )

How to change the template color theme
You can easily change the color theme of your poster by going to the 

DESIGN menu, click on COLORS, and choose the color theme of your 

choice. You can also create your own color theme.

You can also manually change the color of your background by going to 

VIEW > SLIDE MASTER.  After you finish working on the master be sure to 

go to VIEW > NORMAL to continue working on your poster.

How to add Text
The template comes with a number of pre-

formatted placeholders for headers and text 

blocks. You can add more blocks by copying and 

pasting the existing ones or by adding a text box 

from the HOME menu. 

 Text size
Adjust the size of your text based on how much content you have to 

present. The default template text offers a good starting point. Follow 

the conference requirements.

How to add Tables
To add a table from scratch go to the INSERT menu and 

click on TABLE. A drop-down box will help you select rows 

and columns. 

You can also copy and a paste a table from Word or another PowerPoint 

document. A pasted table may need to be re-formatted by RIGHT-CLICK > 

FORMAT SHAPE, TEXT BOX, Margins.

Graphs / Charts
You can simply copy and paste charts and graphs from Excel or Word. 

Some reformatting may be required depending on how the original 

document has been created.

How to change the column configuration
RIGHT-CLICK on the poster background and select LAYOUT to see the 

column options available for this template. The poster columns can also 

be customized on the Master. VIEW > MASTER.

How to remove the info bars
If you are working in PowerPoint for Windows and have finished your 

poster, save as PDF and the bars will not be included. You can also delete 

them by going to VIEW > MASTER. On the Mac adjust the Page-Setup to 

match the Page-Setup in PowerPoint before you create a PDF. You can 

also delete them from the Slide Master.

Save your work
Save your template as a PowerPoint document. For printing, save as 

PowerPoint of “Print-quality” PDF.

Print your poster
When you are ready to have your poster printed go online to 

PosterPresentations.com and click on the “Order Your Poster” button. 

Choose the poster type the best suits your needs and submit your order. 

If you submit a PowerPoint document you will be receiving a PDF proof 

for your approval prior to printing. If your order is placed and paid for 

before noon, Pacific, Monday through Friday, your order will ship out that 

same day. Next day, Second day, Third day, and Free Ground services are 

offered. Go to PosterPresentations.com for more information.
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Student discounts are available on our Facebook page.

Go to PosterPresentations.com and click on the FB icon. 
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D E S I G N  G U I D E

This PowerPoint 2007 template produces a 36”x48” 

presentation poster. You can use it to create your research 

poster and save valuable time placing titles, subtitles, text, 

and graphics. 

We provide a series of online tutorials that will guide you 

through the poster design process and answer your poster 

production questions. To view our template tutorials, go 

online to PosterPresentations.com and click on HELP DESK.

When you are ready to print your poster, go online to 

PosterPresentations.com

Need assistance? Call us at 1.510.649.3001

Q U I C K  S TA RT

Zoom in and out
 As you work on your poster zoom in and out to the level 

that is more comfortable to you. 

 Go to VIEW > ZOOM.

Title, Authors, and Affiliations
Start designing your poster by adding the title, the names of the authors, 

and the affiliated institutions. You can type or paste text into the 

provided boxes. The template will automatically adjust the size of your 

text to fit the title box. You can manually override this feature and 

change the size of your text. 

TIP: The font size of your title should be bigger than your name(s) and 

institution name(s).

Adding Logos / Seals
Most often, logos are added on each side of the title. You can insert a 

logo by dragging and dropping it from your desktop, copy and paste or by 

going to INSERT > PICTURES. Logos taken from web sites are likely to be 

low quality when printed. Zoom it at 100% to see what the logo will look 

like on the final poster and make any necessary adjustments.  

TIP:  See if your school’s logo is available on our free poster templates 

page.

Photographs / Graphics
You can add images by dragging and dropping from your desktop, copy 

and paste, or by going to INSERT > PICTURES. Resize images 

proportionally by holding down the SHIFT key and dragging one of the 

corner handles. For a professional-looking poster, do not distort your 

images by enlarging them disproportionally.

Image Quality Check
Zoom in and look at your images at 100% magnification. If they look good 

they will print well. 
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Tiara Teel

Healthcare Studies

A Workflow Efficiency Project at Bridgewell

INTRODUCTION
Administrative documentation plays an important role in 
maintaining accurate records for residents and staff. At 
Bridgewell, documents such as Residential Financial 
Management System (RFMS) reports, Daily Notes, and 
insurance verification records must be faxed, scanned, and 
uploaded into internal systems. RFMS reports track important 
financial and service-related information for residents, helping 
ensure proper documentation and compliance. These 
processes help ensure that information is organized, accessible, 
and up to date for staff who provide care and support services.

INTERNSHIP PROJECT OBJECTIVE

RESULTS

• Observed daily administrative workflows related to 
document processing
• Faxed, scanned, and uploaded RFMS reports and Daily Notes
• Verified insurance information using MassHealth and internal 
systems
• Uploaded and organized documents in eHana under correct 
individuals
• Tracked number of documents processed and insurance 
verifications completed
• Recorded time required to complete tasks using an Excel 
spreadsheet
• Analyzed workflow patterns to identify delays and 
inefficiencies

MATERIALS & METHODS
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CONCLUSIONS

This project demonstrates that improving documentation 
workflows can enhance efficiency, accuracy, and organization 
within healthcare administrative processes. The use of tracking 
tools, such as Excel, supports better monitoring and 
accountability.

Reducing delays and addressing workflow issues can improve 
staff productivity and ensure accurate information is available 
when needed, ultimately supporting better service delivery and 
quality of care.

Future efforts should focus on continuing to streamline 
processes and further improving documentation efficiency.

Over the course of the internship, workflow efficiency improved 
as experience with administrative tasks increased. At the 
beginning of the internship, completing a batch of 
approximately 50 RFMS packets required about 2 workdays 
(Monday and Wednesday, approximately 7.75 hours total). As 
familiarity with the workflow increased, the time required 
decreased to approximately 1.5 workdays (5–6 hours) and 
eventually to 1 workday (approximately 3.75–4 hours). This 
represents an estimated 45–50% reduction in processing time.
To ensure consistency and improve accuracy, time-based data 
were calculated using only Monday and Wednesday work 
sessions.
A similar improvement was observed with Daily Notes, as 
document batches were completed more efficiently over time. 
In addition, accuracy improved, with fewer errors in document 
naming and uploading. This improvement was confirmed 
through supervisor review, as completed documents were 
checked and verified.

The objective of this project was to assess and improve the 
efficiency of processing and verification of insurance 
documents.

Improving Document Processing and Insurance Verification Workflow

Efficient documentation systems are essential in healthcare to 
ensure accurate communication and continuity of care. Barriers 
to electronic medical record systems include workflow 
disruption, time constraints, and resistance to change, which can 
reduce efficiency (Boonstra & Broekhuis, 2010).

Electronic health record systems can improve organization, 
accessibility, and accuracy of documentation, although 
challenges such as system complexity and training needs may 
impact workflow efficiency (Kruse et al., 2016).

Improving document management processes can reduce delays 
and errors while increasing overall efficiency in healthcare 
settings (Jaafar et al., 2024).

*Processing time 
decreased by 
approximately 
50% over the 
internship period.
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