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[bookmark: _Toc346946489][bookmark: _Toc346962251][bookmark: _Toc404759144][bookmark: _Toc446574682][bookmark: _Toc529449255][bookmark: _Toc530122661][bookmark: _Toc345468021]Introduction
Microsoft Sway is a presentation tool that allows you to create and present content in a truly dynamic format.  In this half-day, session delegates will learn how to access the application and discover the fundamentals before going on to create and share their Sway with others.
[bookmark: _Toc446574683][bookmark: _Toc529449256][bookmark: _Toc530122662]Objectives
By the end of the course, delegates will be able to;
· Log into MS Sway using their University Office 365 account
· Familiarise themselves with the tools and processes of Sway
· Create and share their Sway with others


[bookmark: _Toc529449257][bookmark: _Toc530122663]Getting Started
Your tutor will direct you to the Office 365 login page
[image: ] 
Enter your GUID and password then sign in.
Choose Sway from the list of available Office 365 Apps 
Note: you can also access MS Sway directly at sway.com


[image: ]

[image: ]
[bookmark: _Toc529449258][bookmark: _Toc530122664]Creating a New Sway
There are currently three ways to create a Sway
[image: ]
1. Create New lets you start a new Sway from scratch.
2. Start from a topic offers a search list of template topics that help you produce a quick and professional Sway. Examples of popular templates are shown here too as well as are inspirational Sways on how to use Sway!
3. Start from a document opens Windows explorer and lets you select a saved file to be used for the main content for your Sway.  This is not always the best option, as more often than not you will have a lot of additional editing to do here.

Storyline
[image: ]
The Storyline is where you add content to your Sway.  Backgrounds, text, images, video and more can be added using a system of Cards. Cards are the building blocks of Sway and can contain a single item or a group of items.

Design
[image: ]
The Design tab gives an overview of how your sway look as well as access to the various design options available including Styles and Share options.  (More on styles later in these notes). Selecting Play will run the Sway as your viewers will see it.
[image: ] 

[bookmark: _Toc530122667]Adding Content 
To add content cards, click the green and white ‘plus’ sign at the bottom of the frame placeholder. Choose from Suggested, Text, Media or Group. Within each of these card headings there are different content types.
[bookmark: _Toc529449261][bookmark: _Toc530122668][bookmark: _GoBack]Suggested
Sway offers a list of suggested content types to get you started. Notice that most of these are also available in the other group headings.
[image: ]



[bookmark: _Toc529448365][bookmark: _Toc529449262][bookmark: _Toc530122669]Text
Choose from two main heading styles and body text option.
[image: ]

[bookmark: _Toc529449263][bookmark: _Toc530122670]Media
From here, you can insert a range of media types including images, video and audio.
[image: ]

[bookmark: _Toc529449264][bookmark: _Toc530122671]Group
Group shows the range of viewing styles available for your Sway

[image: ]



[bookmark: _Toc529449265][bookmark: _Toc530122672]Backgrounds and Images 
[image: ]
Selecting         Details in a card will expand the window and provide further details about the card contents.  Inserting backgrounds and adding images to your Sway is easy! Just select the image placeholder and choose Insert from the options in the top right-hand of the screen.
[image: ]

[image: ]A search window will open up on the right to help you find suitable images and videos to use. Sway uses a range of online sources and displays Creative Commons options as default. You also receive resolution information about the images displayed. When you find a suitable image, just drag it across into the image placeholder. Alternatively, you can use files of your own via the My Device button or your OneDrive for Business account. 

[image: ]A search for ‘cats’ finds lots of…cats!



[bookmark: _Toc529449266][bookmark: _Toc530122673]Editing images 
Sway allows you to select specific parts of an image using Focus Points.
[image: ]
Click to select areas of importance in the image and Sway will refocus the image to suit. If image cropping is not needed, just select, The entire image is important checkbox. To delete an image click on the Trash Can.
[image: ]

[bookmark: _Toc529449267][bookmark: _Toc530122674]Styles and Settings
In Styles, you can choose from various colour and layout options as well as specifying the way your Sway will run when viewed, i.e. Vertical, Horizontal or Slides layout. The Customise button allows specific changes to font style, size and animation emphasis for any animated content you may have.
[image: ]
The Remix option lets the software determine the final design of the Sway by changing all the style settings each time you click it. If you have not settled on a final style for your Sway this option can be quick and effective. However, note that you can always ‘step back’ using the undo button if none of the remix options are unsuitable.

[bookmark: _Toc529449268][bookmark: _Toc530122675]Options
From the ellipsis button, (…) Sway offers a number of useful options including Duplicate, Save as Template, Export (PDF or Word) and Print. Under the Settings for this Sway, there are language and additional view options.
[image: ][image: ]



[bookmark: _Toc530122676][bookmark: _Toc529449269]Additional Settings
In Play mode, selecting the ‘cogwheel’ [image: ]  allows you to set and adjust auto play options, set your Sway to loop continuously, turn animations on/off and change the viewing layout.
[image: ]

[bookmark: _Toc530122677]Share your Sway with others
Sways can be shared in a variety of ways. Select Share in the upper right area of the window. 
[image: ]
Sway generates a link that you can copy and send to an individual, specific groups of people or colleagues within your organisation.  You can also decide whether they will have view or edit access and if a password will be required, which you can then set.

[bookmark: _Toc529449271][bookmark: _Toc530122678]Deleting a Sway 
To delete a Sway;
Navigate to the My Sways page. 
Select the ellipsis (…) option in the Sway thumbnail. 
Click on the Trash Can.
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