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In this modules, participants would be able to learn
about; ¢

v" Name all the features.

v’ The functions of the ‘
v' Step one by one to

features
v How to use Sway's present your Sway
features. in Teams.

Descriptions Steps to
of Features add Sways
in Sway in Teams.

INTRODUCTION GET STARTED ADDITION SWAYS
WITH SWAY IN TEAMS

v'What is
Sway?

v Sway VS !
Powerpoint

v'Benefits of
Sway

l.ets Ge l.earn

with

Microsoft
Sway




- LEARNING
OUTCOMES

LEARNING
OBJECTIVES:

To understand the
definition of Microsoft
Sway.

To familiar with the
Microsoft Sway
software.

To identify features
functions of Sway.

To understand the
steps to create Sway.

1.

LEARNING
OUTCOMES:

Understand the
purpose and functions
of Sway.

Expertise with all the
features in the Sway.
Create Sway and
organize and arrange
the Sway..

Able to add Sway in
Teams as lesson’s
material.




01




INTRODUCTIONS

Sway is one of the members in the Microsoft Office that

has been launched on August 2015.

Sway is created as an application that helped
people in creating and sharing interactive report, personal
stories, presentations and others. The function of Sway
slightly same with Microsoft PowerPoint which is for
presentation purpose.

However, nowadays due growth of technologies,
Sway is created for less effort by users. The features in the
Sway make it easier and friendly to use by entire people in
the world where there are virtually no restrictions on what

people can express creatively with Sway.

L] [

Newsletters

Reports

Presentations
Stories

The Examples Created by Sway.



Therefore, Sway is more dynamic and interactive
canvas that called as digital story-telling and also a
creative online presentation tool that can be used to share
reports, presentations and personal stories.

By using Sway, user just needed to drag and drop
all the content and Sway itself will help you to create and

complete the style and design for your presentation’s view

for audiences. The fastest < Sigles

X

step just use “Remix!”

One tap to get a brand new design

button so that your content | [EESrSsSyar Iy ]
2

automated looks in a shap.

Remix Button
The storyline by Sway more interesting and

interactives when Sway able to use drop and drag a lots of

contents such as:

D Text }Detalls E Emphasize A Accent & Link () Focus Points
a Images Grafik Komunikasi Teknikal | Tayt
O Video a
v

Q Audi :

udio Review Content by Sway
O Social Media e.g.: Youtube
O Existing file from your devices
0 Any resources from the

website.



Besides that, Sway also used for learning purpose. How do

students can use it effectively?

could be used by students to present

1 The benefits of Sway in education is
information on a topic.

Sway also can be done both
individually and collaboratively, as

2 Sways can be edited by several
people by changing the sharing
permissions.

Sway useful if a student has media-
3 rich information to share such as
multiple videos and images.

As Sways exist online, they can be
shared via a URL or embedded into a

4 website or blog rather than uploaded or
emailed.



SWAY VS POWERPOINT

SWAY POWERPOINT

Three different layout

options for how the content
is presented: vertical,

horizontal and slideshow.

Only can be created in

slide show format.

. . . A lot of templates and also
Much more limited in P
can create our own

available templates.
templates.

Can manually add a wide

you can add content to variety of content to the

There are few different ways | I

Sway. presentation.

Can share with individuals,

: Dependent on what version
organizations or with
you’re using.
anyone on the web.




BENEFITS OF SWAY I

It includes
Analytics if
you have
Office 365

1.

To analyse total views, average
time spent, average completion.

Slmple to 1. Drag and drop style editing system
Create Focuses more on content rather than
effective layout
. . 3. Internal search function to get more
communication imagery content without leave the app
tools
Ease of 1. Storyline can be accessed anywhere as
. long as you have internet connection.
Sharmg 2. Audience can access and view without
information needing to download.
Efficient and 1. Able work toge_ther with_colleague
. on a presentation even if you are
effective not based in the same place.
collaboration 2. Cloud based.
Autosave 1. File will never lose when your
computer freezes or etc.
your works 2. No risk to re-do
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In this section, participants would be able to learn

about;



. 1. Sign in to Start
Creating

' . —=> Search sway.office.com on website.
< CI 8 sway.office.com I R
=' Microsoft Microsoft 365  Office  Windows  Surface  More All Microsofl~ | <, )
S\gmntoy\ratcount
= —
~
2 N
S\/\/ay Click or tap
Create visually striking newsletters, presentations, To start
and documentation in minttes
Get started
B® Microsoft
Sign in
- Email, phone, or Skype
3 Er‘..‘-er. The Al No account
email address
' L |
/ \
1 S
, ~
\ 4 \'
Click “Create 4 Click
One" for "Next" to

new users. enjoy Sway


https://sway.office.com/

@ 1. Sign in to Start

— Creating

To get started with Sway, visit

1 sway.office.com in any browser and then

click Sign in on the top menu bar

2 Enter the email address for signing in Sway.

Freely on use any Microsoft Account e.q.;
3 Hotmail, Outlook.com or any others
organizational account given by work or

school.
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https://sway.office.com/

Create New First

Sway

SWay

Create visually striking newslettefs, presentations,

and documentation in minutes

Get started

Let's started

with Sway.

Guidelines to
use Sway

~~

Welcome to Sway,

Ve

Start from a topic

11

Getting
Started from
scratch.

I
f
I
\ 4
Getting started
with provided

base content by
Sway

\ 4
Getting started by
import content

from an existing
file.




2. Create New First
Sway

Create new Tutorials

Welcome to Sway

W

Start from a topic

|
I \
\ 4

1 Getti ng started

with provided
base content by

v
1 Getting started by
import content
from an existing

=Way e,
] I
f
v L
Enter a topic and we'll help you get started j :
bmasaun Photosynthesis. Roman histary, Higgs Boson.., I :;:;Eh
\ Powered by Wikipedia -lf:}ﬂ
\ B
N
\\ I
3y Y ‘
. . v
Zelect Create Type your topic in 2
outline. the Enter a topic Browse to and
box. select the file, and

then select Open.
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' 2. Create New First
Sway

SWa\/ Create new | Tutorials

Welcome to Sway

pig

Start from a topic Start from a document

N
Storyline  Design 2
P Details E Emphasize A Accent @3 Link
.
2 Title your Sway
L+

/\
/ \
Let's started with blank

sway and design it based
onh your creativity.




\
' 2. Create New First

e Sway

{ After successfully signed in, directly access

to “Welcome to Sway”.

2 Click or tap Create New to start your first
Sway.

Bl TAKE

Getting Started with blank
Sway > Choose “Create New”
Note: In this modules, you will be

learned about created Sway by “ Create
New” only.

14



15

3. Getto Learn the Sway

Storyline

Storyline Design

P Details

]

Background

Click to add content, such as
text, images, video or Office
documents

2 Inzert

E Emphasize A Accent @ Link

Title vour Sway

-7 Cards appears
- sequentially on the
Storyline.

Storyline  Design 2 A Insert

[> Play & Share

Suggested Text tedia

Heading 1 Text Image Stack Upload

7 \

Let's create and design Sway
tfo make storyline more
attractive and interesting.
©OO




\
3. Getto Learn the Sway

— Storyline

1 Storyline is a placed for typing, editing and

formatting the content that tells your story.

Content is arranged in sequential order by

2 adding cards, each of which holds the type

of content you want such as text, images,

videos and even Office documents.

3 The sequence of cards can be rearranged at

any time as your needs.

16
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Storyline Design £ Insert

P  Details E A <@
=g

Background Title your Sway

\ =

¥

Click or tap here to write your

Sway a Title.
/

—_’
Zz

4

E Emphasize A4 Accent @ Link @ Focus Points

Grafik Komunikasi Teknikal

Make it short and simple. Describe it
with the most meaningful words. So
that, it will attract audience and
make them more understand the
content of Sway is all about.




4. Write Title for Sway

N

1 clickor tap Title your Sway.

2 Write a simple and short description to

explain about your Sway.

3 This title would be the first thing that

audiences will see.

18
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Storyline Design b Insert

P Details E Emphasize A @
backroona Title vour Sway

P Details E Emphasize A4 Accent @ Link @ Focus Points

Grafik Komunikasi Teknikal

\ +




5. Add images

Storyline Design £2 B Ir

o | |

g? — -y,
- —y
Sugegested Text Media Group

5

= =] w +  Click "Image"” to add
Heading 1 Text Image tack Upload any picTur‘e/imGge.
|
. w n
Select a Click or Tap "Insert
content source to add Image.
A \
X
Storylin& Design o Insert
Suggestdd  ~ Search sources s e
€] suggested kipedia I
& COnelrive l
= =
®®  Flickr =knikal STANDARD KANDUNGAMN I Animals
b Bing Images I
22 Pickit o | O
Do vouTube Food ‘ MNature
T My device \
\
Onelbrive for Business \ Type any SeGrCh
= *  keyword or
phrase

Click to upload existing
image in the storyline,

20
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5. Add images

Select all the
. ~
T Images as a group
Unjuran Sudut Pertama
- |
Irnage Card: uz.png
Caption
]
Irnage Card: ud.png
Unjuran Sudut Ketiga
=
Irnage Card: ud.png
Caption
Select all the related _ =
images _‘%

~ -

Group Type [ Grid

Automatic ( )
P — -

| 1
LS Slideshaw
Stack
- " < > < )
i —r
"\

How you can arranged your
group image into these
variety of group style.




5. Add images

Click or Tap theicon @3 at the bottom
1 of any existing card when to add images in

your Sway.

click Insert, and then enter keyword into
Search sources box.

2 OR

Add existing image from your devices.

3 This title would be the first thing that

audiences will see.

22
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6. Add video and audio
\
' Storyline  Design
A
1 Click on Media
e /*
2 Embed U:_;ad
—

lirmals

Able to upload
video from e
your devices ©

2 If you want to
upload only voice
recorded, select

Add audio from
your devices ©

f L3
[ Audio
E—
i o~
EEmphasize A E é: ) ng Record ]EI
Q))) Caption y—

Click Record if you
want to record your
voice for that

Add an audio file

Insert the video from
any resources suited to

storyline.

your storyline.

Ses o L L
~ L :
4 MEJA MAKAN - F
EEmphasize A Accent EE Bullets . f S mg
Caption
Y

23




\
6. Add video and audio

Click or Tap theicon @3 > Media at the
1 bottom of any existing card when to add

video and audio in your Sway.

If you want to upload a video:
Click Video, and then find your video at any
resources such as Bing, Youtube
OR
Add existing video from your devices.

If you want to upload an audio:
Click Audio, and then upload your audio or
voice recorded from your devices

OR
Record directly your voice by click on
Record button.




(] [
7. Add embed link and
Upload
N [
' ‘ Storyline  Design
1 Cli :
ick on Media
4
(+] ’
Suggested Text Media p - - -
SeIeCT Embed “ge_ w0 Audio Embed Upload
|
1 N
\
\ \
\ 2 v
Storyline  Design \ PORNS If you want to
1 - upload existing
Embed Card | L IE[
documents or
\mbed forms, docume*s, audio clips and more from else’ SCICCT
7 3 Ppaste your embed """ Upload
code here n !
- M 7/
Embed card: Embed forms, o |
documents, audio clips and more 8
from sources like Microsoft Forms,
SharePoint and SoundCloud e
=
; - S
: N i
Flenars: | | custom Fles
e
A
/ \\

25

You can upload any
documents that you
need for your storyline.




7. Add embed link and

Upload

Click or Tap theicon @3 > Media at the
bottom of any existing card when to add
embed link and upload documents in your

Sway.

If you want to add an embed link:

Click Embed, and then paste your embed
code.

Embed card could be: Embed forms,
documents, audio clips and more from
sources like Microsoft Forms, SharePoint
and SoundCloud

If you want to upload any documents:
Click Upload, and then upload documents
from your devices

26



_EHeading EEmphasize AAccent _E %E =k} Z“j D:‘j @I

STANDARD KANDUMNGAN:

« Menerangkan konsep dan simbol satahunjuran ortografik
shenerangkan prinsip sukuan ortografik

s Melukis lukisan ortografik mengeunakan unjuransudut ketiga bagi
pelbagal bongkah

s Menerangkan konsep pendimensian lukisan ortografik

’_u

!Bmm Image Card=raes c

27



8. Add Text S

Click or Tap the icon at the bottom of
1 any existing card when to add text in your

Sway

2 Drop and drag text and images onto your

Storyline.

28
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GHAFIK
KOMUNIKASI
TEKNIKAL  rwexaran

: u-:'_—:ig

% Share -
. o . | STANDARD KANDUNGAN
G rafl k KO I I u n I kas I . . * Menerangkan konsep dal

J1KASI

Teknikal
TEKNIKAL rnoxaran

*Menerangkan prinsip suki

* Melukis lukisan ortografik
pelbagai bongkah

* Menerangkan konsep pe

E-
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0. Preview your Sway

1 Click “Design” to preview outcomes your

work in Sway.

At that moment, it will show you how your

2 Sway will be present to audiences when you

share it later.

30
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Grafik Komunikas

knikal INIKAS

Try Remixing your Sway!

Crne tap to get a brand new design

Storyline Design

Grafik Komunikasi
Teknikal INIKASI

1 llll!ln“ TINGKATAN
_—___——-——_

S O | 6)syle

Styles

Font Choices

Arial Nova
Arial Nova

Animation emphasis

Subtle Moderate

Text size
Stall Normal

Color inspiration
~
Curated
| Color palettes
Intense
Lerge Abc Abc Abc




\
10. Edit Style of Sway

N

1 Click Design on the menu bar, and then
Click Select.

For random style, Click Remix repeatedly
2 unt you get a design and layout as your

preferences.

3 Click Customize for editing color, font and

textures as your creativity.

32



1.

Share the Sway

i |

Click or Tap Share

- Setting on how you want to button
‘ share your Sway A

+ \

! \

Storyline Desigy

|& Share

Share this Sway

Share your Sway with:

Specific people or groups

Choose either you
want to invite people
for view or edit.

Those in your organization with the link

@ Anyone with a link

— -

«
-—
Invite peoplato (@ view edit I— _——

,I https:faway.office.com fGnDldteXaz9p2n2Wref=Link

E

= %!

Cy Getuisual link

n “« ml </> Getembed cade
|

I

P More options

1
= ‘I

I
|
I

4

Copy and share a
direct link to your
Sway.

33

1
\ 4

Share your Sway
on social media




11. Share the Sway

N

1 Click Share button on the top menu bar

Choose either one based on how you want

to share your Sway with audience.

34
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STEP1: Get Embed Code

—

1. Open document/Slide in Microsoft

Sway

2. Click “Share” > Get Embed Code > Copy

I
> Play | =

Share vour Sway with:

Specific people or groups

oint Those in your organization with the link

(8 Anyonewith alink

Invite people to wiew edit

bitkp s/ sy, office. comfGn Ol dteXazOp 2n W ref=Link |__|§|

Ly Getwisual link ﬂ ml 2> Getembed code I-\
N

P More options

\
| Ernbed this Sway |\
v

Click Share

button on

the top tab.

Click on "Get embed code”

2|

AN

Embed this Sway

Click on "Clip «— - _

to Clipboard"” >

. TFEge Cardy 03 prg

36



STEP 2: Open SharePoint
in Microsoft 365.

1. Open Microsoft Office Home > Choose

“SharePoint” > “New Page”

J

e office com =
Office 365 Login | Micrasoft Office

Caliaborate for free with online versions of Microseft Word, PowerPoint, Excel, and OneNote

B ® 3

Share Point

Office 365

Save documents, spreadsheets, and presentations onling,

You've visied

i this pape 3 times. Last visit

12410720

Good afternoon

Recommended

You recently opened this

=4 Jan7

EFFECTIVE
E-LEARNING

with 'Y
. MICROSOFT

Modules Training Teams (1)

365umedurmy.sharepoint.com

o~

é‘&\ﬁ.ﬁ e B
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%ecent Pinned  Shared with me

LN

afik Komunikasi Teknikal I

+ Createsie 4 Create news post

Freguent sites

GKTT4 SOAOLOGY Grafik Komunikasi Telmikal T4

° Youiewed Gid 4 on 12/22/2000 o

You viewed GXT T4 an >
o uRE &

-
‘ L\st‘

Pages Blank Doclinent libral

— N : ¢
Buiin Mews post

E Slenk Mewes link
e e o e Plan
E‘ App
: FLvILy
et

J"NEW v 56t Page details

|
<
v

.



http://www.office.com/

STEP 2: Open SharePoint
in Microsoft 365.

Open Microsoft Office Home > Choose
“SharePoint” > “New Page” > Add
“Embed” > Paste Link (Sway) > Click
Publish > Copy Link Address.

J

| Search 7 |
Save as draft 28% Page details Featured
w = 0 8lselect
Text Image File viewier ‘\embedll
@ |« L&
—
Link Ermbed Highlighted ~
cantent \
Sort A-Z \
Add a name o A g \
L L ] -
o Nur lzzati Mohd Azhar Azana Eing Maps Bitbucket \
.7 Click on
Ls = > woun - \
+1con |
v
% Following Embed
This will check inywaur changes, allow athers to edit, and rmake the -
page visible to everyone who can access your site, *irom a secure website by
pas 10 PP SR A T T
that I
Help others find your page % Jr page has been save [ Publish ol se eCT
be iframe-ba “Publish”
e Add page to navigation supported.
You can also connect to a list or library to
@ Post as News on this site o | Ro dynamically change your embed code by
|_:, Share | 588 | ;3§ selecting the ellipses {...) and Connect to
S source.
Ernail P — '
<+ - .
Save a5 page ternplate ‘Website address or embed code
<ifrarne width="760px" height="500px"
Page address src="https://away.office. com/s/GnOldteX

https://365umedumy.sharepoint.com/fsites/
GKTT4/SitePages/GKT.aspx

Copy address

7

| 4
Select "Copy
Address"”

2 Paste Link |

| ICLL

az9p2n2Wiembed" frameborder="0"
marginheight="0" margimaidth="0"
tmax-width="100%" sandbox="allow-

forms allow-modals allow-orientation-
locl all

LRI g—
— —

Resize to fit the page

@ o




STEP 3: Add Sway to Teams

Go to the Microsoft Teams > Class >
Subchannel > Click “+” to add New Task
> Click SharePoint > Add page or list
from any SharePoint > Paste the Link

(SharePoint) > Click “Save”. /

1 select on
" your Teams

39

| q Q Search -
Adds e Minx Lecture Notes Posts Files GKTT4 tht4(2)
2 1 cliek
) — Click Add
N _ Tab button
SharePoint
\
N\
i S
N\
\ |

—_J

»~
4 select Any

SharePoint site P
5 ¥
Paste Link (SharePoint)
at Step 2
tttttttttttttttttttttttttttt
0 P’ ol

Click Save




STEP 4: Complete!

Presentation by Sway will be appeared
in your Teams and ready to share with

others teams members. y

Q Search @
Lecture Notes Posts Files GKTT4 GKT v 1morev + &S0 & -
5 e 5153]
. . i ’ STANDARD K2
G rafl k KO m u n I kaSI * Menerangkan
"n“..“l“s‘ *Menerangkan |
I « Melukis lukisa
Te k n I ka I _ TINGKATAN pelbagai bongk:

/ I
J = * Menerangkan

A\

/S N\
Lastly, addition is done! Your
Sway will be presented as

shown as above. Enjoy the
presentation ©
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