How to Save and Insert Images on a CQI Story Board

This document is intended to help your team with saving and inserting images on your Continuous Quality Improvement
(CQl) Story Board. The steps recommended in this document will ensure the images you insert in your Story Board are of
high enough quality to render easily readable graphics even when resized.

Step 1: Save your document as a PDF
with the two steps below.
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3. Save the new PDF file with the name of your choice. If this is a subsequent version, you may want to label with
the date or version number to keep your records organized.



Step 2: Once your file is saved as a PDF, open the PDF version of the document and save
the document as a .tiff file with the

two steps below.
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3. Save the new TIFF file with the name of your choice.



Step 3: Once your document is saved as a .tiff file, to insert the image file into your Story
Board follow the steps below.
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3. Go to the “Insert”
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Step 4: Once the image is on your Story Board, to edit the image follow the steps below.
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