Microsoft Sway 2. A pop-up screen will appear asking you for the e-mail address
you would like to use for signing in. You have two (2) options
DESCRIPTION as follows:
e If you have a Microsoft account, for example —
Sway is a digital storytelling app for work, school, and home that juan.delacruz@sti.edu.ph, enter it with your password,
makes it quick and easy to create and share interactive reports, and then click Next.
presentations, personal stories, and more. e |f you do not have this account, click Sign up for free to

be redirected to https://signup.live.com/ to create one.
Then, you will be given these two (2) options:
0 Choose an email address and password you want to
use > Verify your account using the code sent to
your chosen email address > Input the code given >

DURATION

Sway can be used without time limitation in account registration. It
can be used in class depending on the activity the current session
requires.

Click Next
ACCOUNT CREATION (SIGN IN) 0 Choose a phone number and password you want to
_ . . use > Verify your account using the code sent to
1. To get started with Sway, visit www.sway.com in any your number > Input the code given > Click Next >
browser, and then click Sign in on the top menu bar as shown Add an email address of your choice > Click Next >
below. Verify your account following the set-up

instructions from Microsoft.

3. Afterwards, you will be redirected to the My Sways
homepage. Here, click or tap Create New to start creating
E Sway Tutorials Sign in your first Sway.

Welcome to Sway!

Sway

Create and share interactive reports,
presentations, personal stories, and more.
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Click to start creating your first Sway

Create New Import
Word, PowerPoint, PDF



http://www.sway.com/

CONTENT CREATION

1.

To create content, first get to know the Sway Storyline. This
is where you type, insert, edit, and format the content that
tells your story. Content is arranged in sequential order by
adding the so-called “Cards,” each of which holds the type of
content you want — such as text, images, videos, and even
Office documents. The order of cards can be rearranged at
any time to suit your needs.

Select new Cards to add content to the Storyline

Cards X Storyline jo
= Heading
E emphasize 4 @
=  Text
o ~d Title your Sway
Background
~d  image
Ed video 0

3. To add basic content to your Sway, such as text and images,
click or tap the <+> icon in the bottom left corner of any
existing card, and then choose the type of content you want
to add. To see all available options, click Cards on the top
menu bar. If you prefer, you can also drag and drop texts and
images right onto your Storyline. Do not hesitate to
experiment because you can change the order of your
content at any time and customize each card the way you
want.

Storyline JON <

Title

K Day Trip to Mount Rainier

Background

Drag and drop images right into place

Click inserted images to format, resize, or remove them

Mount Rainier in the twilight of an autumn

2. Click the Title your Sway placeholder text shown in the first day.
card on the Storyline, and then type a short description of
what your Sway is all about. This title will be the first thing - _ - :
. .. Click any Text Card to use its formatting toolbar
that others will see once you share your finished Sway. — _ . —— - A
= Heading E emphasize 4 1= i= = . T ]E
E Emphasize A Accent <@ Link Mount Rainier stands as the highest mountain of the Cascade Range
of the Pacific Northwest and the highest mountain in the State of
@ T{i—[e O ur SWG Washington. An active stratovelcano, Mount Rainier has an
Background y y impressive summit elevation of 14,411 feet and is the most
) ) topographically prominent mountain in the Cascade Wolcanic Arc.
Tap to give your Sway a title. X
For example, you can make a Sway about a
school or work project, a presentation,
your favorite hobby, or a recent vacation.
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4. You can easily search for and add additional content to your
Sway, such as an image that is stored on your computer or
mobile device. Sway can also search the Web for the most
relevant content, such as videos and tweets, and add it to
your Sway. On the top menu bar, click Insert, select your
preferred content source from the menu, and then enter any
search keyword or phrase into the Search sources box.

Insert  Cards Design Layout

Suggested ¥ Search sources e X

Enter your search text here

E-I Suggested

Select a content source from the Insert menu

& OnzDrive
®® Fiickr
') Bing
B YouTube

Twitter

Sl tels RYelN({e=R Click to add additional content sources
‘M Upload Click to upload a file to your Sway

Microsoft Sway

5. You can preview your work in progress anytime by clicking
the left-facing arrow next to the Preview pane on the upper
right part of the window. When you preview your Sway, you
can see how it will appear to others when you later decide to
share it. To fully experience your Sway (including any
interactivity options that you’ve added on the Layout menu),
click the Play button on the top menu bar.

[:3' Play ,Q|. Authars (1) Ef;& Share  Tutorials ~ ***

Click this arow to see how your Sway is taking shape Preview

6. To return to your Storyline when you’re done previewing
your Sway, click the right-facing arrow near the upper left.

Sway Insert  Cards  Design  Layout

Storyline > [ Ciickthis arrow to retum to Storyline view
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Sway takes care of the formatting, design, and layout of your
content. You can keep Sway’s suggested default design,
select and apply your own, and even customize the layout.
To choose a design, click Design on the top menu bar, and
then select the theme you want. To choose a random look
and mood for your Sway at any time, click the Remix! button
on the top menu bar until you find a design that suits your

9. Click the Share button on the top menu bar, and then select
how you want to share your Sway. Your choices on this menu
depend on the type of account that you used to sign in to
Sway.

Recommendation: Give the link to the students and have
them click Play to view your Sway.

Click to select Sharing

options for your Sway

taste. You can also adjust a specific part of the currently
applied theme, such as color, font choices, and the emphasis > Play £ Authors &2 Share
of animation by clicking the Customize button in the Design

Y J g Turn sharing on Share @I Just me

pane. or off at any time

Click to choose or Click to make your
customize a design Sway interactive

Publish your Sway Share with the world

to make it discoverable

@ Docs.com - Your public gallery

Insert Design Layout Remix!

Share your Sway Share with friends

on social media
@ O e Get embed code

https://sway.comy

Click to choose a new theme for your Sway

Give your Sway a personality with color, typography, and texture.

Click to customize the currently applied design Click to set
additional options

CIEENIEE CLASSROOM APPLICATION

Sway can be used in various classroom activities, such as:
Abc Abc Abc

E e student reporting/storytelling
Abc

e presentations of lesson summary

ANALYTICS GENERATION

Copy and share a
direct link to your Sway

> More options

Abc

=
Not applicable
GADGETS REQUIRED
8. If you want to control how others will view and navigate your e Any mobile device with internet browser (works best with
Sway once you've shared it, click the Layout button on the Google Chrome)
top menu bar, and then select whether your content should e i0S/Windows 10

SCI’O|| Vertlca“y' h0r|zonta“y, or appear Ilke a presentatlon' Source: https://support.office.com/en-us/article/Getting-Started-with-Sway-2076c468-63f4-4a89-ae5f-424796714a8a
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