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Online Portal: Listing all services available
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Download Office 2016

Mobile Apps
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Sway

• Start creating: Select Get started. On the Welcome to Sway page, select one of the following: Create New - to start from scratch, 

Start from a topic - to have Sway provide base content for you or Start from a document - to import content from an existing file. 

Browse to and select the file, and then select Open.

• Get to know the Storyline: The Storyline is where you type, insert, edit, and format the content that tells your story.

• Add content to your Sway: Select the + icon at the bottom of the card you want to add content after. Select text, image, video, or 

other content types.

• You can 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 relevant content, such as videos, and add it to your Sway:  Select Insert on the menu bar. Select 

the content source menu, and then select the content source you want to search. Type any search keyword or phrase into the Search 

sources box. Select Search.

• Change the design: In the Design tab on the menu bar, select Styles. Select the theme you want. Select Customize in the Styles pane 

to adjust a specific part of the currently applied theme, such as colour, font choices and the emphasis of animation.

• Share your Sway: Select Share on the top menu bar. Select an option for sharing your Sway
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Forms

• Create a form: Under My Forms, select New Form or New Quiz. Enter a name for your form. You can also enter an optional subtitle for it. 

Select Add Question to add a new question to a form or quiz. You can choose to add Choice, Text, Rating or Date questions.

• Send a form link to others: In Microsoft Forms, open the form you want to send and select Share. Make sure the Link button is selected, 

and then click Copy next to the text box that displays a form URL. Copy and then paste this link wherever your intended audience can see 

and select it to gain access to your form or quiz.

• Send a form QR code: Open the form you want to send and select Share. Select the QR button to view a QR code for your form. Select 

Download and then paste this link wherever your intended audience can scan it with a QR code scanner, such as a mobile device.

• Embed in a webpage: In Microsoft Forms, open the form you want to send and select Share. Select the Embed button. Click Copy next to 

the text box that displays the embed code, and then type or paste this embed code into a blog or web page to embed your form within 

the document.

• View results: Select View results to see individual details for each responder, such as time it took to complete your form and the 

option(s) selected. To easily view all of the response data for your form in Microsoft Excel, select Open in Excel. Select the More Details 

link to see the name of each responder and his or her answers for each question.



6

OneDrive for Business (Part 1)OneDrive for Business (Part 1)OneDrive for Business (Part 1)OneDrive for Business (Part 1)

Julai 2018 – Prestariang Berhad - SUK Penang



7

OneDrive for Business (Part 2)OneDrive for Business (Part 2)OneDrive for Business (Part 2)OneDrive for Business (Part 2)

Julai 2018 – Prestariang Berhad - SUK Penang



8

OneDrive for Business (Part 3)OneDrive for Business (Part 3)OneDrive for Business (Part 3)OneDrive for Business (Part 3)

Julai 2018 – Prestariang Berhad - SUK Penang



9

OneDrive for Business (Part 4)OneDrive for Business (Part 4)OneDrive for Business (Part 4)OneDrive for Business (Part 4)

Julai 2018 – Prestariang Berhad - SUK Penang



Microsoft Word 2016 (Part 1)Microsoft Word 2016 (Part 1)Microsoft Word 2016 (Part 1)Microsoft Word 2016 (Part 1)

Julai 2018 – Prestariang Berhad - SUK Penang

10



Microsoft Word 2016 (Part 2)Microsoft Word 2016 (Part 2)Microsoft Word 2016 (Part 2)Microsoft Word 2016 (Part 2)

Julai 2018 – Prestariang Berhad - SUK Penang

11



Microsoft Word 2016 (Part 3)Microsoft Word 2016 (Part 3)Microsoft Word 2016 (Part 3)Microsoft Word 2016 (Part 3)

Julai 2018 – Prestariang Berhad - SUK Penang

12



Microsoft Word 2016 (Part 4)Microsoft Word 2016 (Part 4)Microsoft Word 2016 (Part 4)Microsoft Word 2016 (Part 4)

Julai 2018 – Prestariang Berhad - SUK Penang

13



Microsoft Word 2016 (Part 5)Microsoft Word 2016 (Part 5)Microsoft Word 2016 (Part 5)Microsoft Word 2016 (Part 5)

Julai 2018 – Prestariang Berhad - SUK Penang

14



Microsoft Word 2016 (Part 6)Microsoft Word 2016 (Part 6)Microsoft Word 2016 (Part 6)Microsoft Word 2016 (Part 6)

15
Julai 2018 – Prestariang Berhad - SUK Penang



Microsoft Word 2016 (Part 7)Microsoft Word 2016 (Part 7)Microsoft Word 2016 (Part 7)Microsoft Word 2016 (Part 7)

16
Julai 2018 – Prestariang Berhad - SUK Penang



Microsoft Word 2016 (Part 8)Microsoft Word 2016 (Part 8)Microsoft Word 2016 (Part 8)Microsoft Word 2016 (Part 8)

17
Julai 2018 – Prestariang Berhad - SUK Penang



Microsoft Word 2016 (Part 9)Microsoft Word 2016 (Part 9)Microsoft Word 2016 (Part 9)Microsoft Word 2016 (Part 9)

18
Julai 2018 – Prestariang Berhad - SUK Penang



Microsoft Excel 2016 (Part 1)Microsoft Excel 2016 (Part 1)Microsoft Excel 2016 (Part 1)Microsoft Excel 2016 (Part 1)

19
Julai 2018 – Prestariang Berhad - SUK Penang



Microsoft Excel 2016 (Part 2)Microsoft Excel 2016 (Part 2)Microsoft Excel 2016 (Part 2)Microsoft Excel 2016 (Part 2)

20
Julai 2018 – Prestariang Berhad - SUK Penang



Microsoft Excel 2016 (Part 3)Microsoft Excel 2016 (Part 3)Microsoft Excel 2016 (Part 3)Microsoft Excel 2016 (Part 3)

21
Julai 2018 – Prestariang Berhad - SUK Penang



Microsoft Excel 2016 (Part 4)Microsoft Excel 2016 (Part 4)Microsoft Excel 2016 (Part 4)Microsoft Excel 2016 (Part 4)

22
Julai 2018 – Prestariang Berhad - SUK Penang



23

Microsoft Excel 2016 (Part 5)Microsoft Excel 2016 (Part 5)Microsoft Excel 2016 (Part 5)Microsoft Excel 2016 (Part 5)

Julai 2018 – Prestariang Berhad - SUK Penang



24

Microsoft Excel 2016 (Part 6)Microsoft Excel 2016 (Part 6)Microsoft Excel 2016 (Part 6)Microsoft Excel 2016 (Part 6)

Julai 2018 – Prestariang Berhad - SUK Penang



25

Microsoft Excel 2016 (Part 7)Microsoft Excel 2016 (Part 7)Microsoft Excel 2016 (Part 7)Microsoft Excel 2016 (Part 7)

Julai 2018 – Prestariang Berhad - SUK Penang



PowerPoint 2016 (Part 1)PowerPoint 2016 (Part 1)PowerPoint 2016 (Part 1)PowerPoint 2016 (Part 1)

26
Julai 2018 – Prestariang Berhad - SUK Penang



PowerPoint 2016 (Part 2)PowerPoint 2016 (Part 2)PowerPoint 2016 (Part 2)PowerPoint 2016 (Part 2)

27
Julai 2018 – Prestariang Berhad - SUK Penang



PowerPoint 2016 (Part 3)PowerPoint 2016 (Part 3)PowerPoint 2016 (Part 3)PowerPoint 2016 (Part 3)

28
Julai 2018 – Prestariang Berhad - SUK Penang



PowerPoint 2016 (Part 4)PowerPoint 2016 (Part 4)PowerPoint 2016 (Part 4)PowerPoint 2016 (Part 4)

29
Julai 2018 – Prestariang Berhad - SUK Penang



PowerPoint 2016 (Part 5)PowerPoint 2016 (Part 5)PowerPoint 2016 (Part 5)PowerPoint 2016 (Part 5)

30
Julai 2018 – Prestariang Berhad - SUK Penang



PowerPoint 2016 (Part 6)PowerPoint 2016 (Part 6)PowerPoint 2016 (Part 6)PowerPoint 2016 (Part 6)

31
Julai 2018 – Prestariang Berhad - SUK Penang



PowerPoint 2016 (Part 7)PowerPoint 2016 (Part 7)PowerPoint 2016 (Part 7)PowerPoint 2016 (Part 7)

32
Julai 2018 – Prestariang Berhad - SUK Penang



PowerPoint 2016 (Part 8)PowerPoint 2016 (Part 8)PowerPoint 2016 (Part 8)PowerPoint 2016 (Part 8)

33
Julai 2018 – Prestariang Berhad - SUK Penang



34

OneNote 2016 (Part 1)OneNote 2016 (Part 1)OneNote 2016 (Part 1)OneNote 2016 (Part 1)

Julai 2018 – Prestariang Berhad - SUK Penang



35

OneNote 2016 (Part 2) OneNote 2016 (Part 2) OneNote 2016 (Part 2) OneNote 2016 (Part 2) 

Julai 2018 – Prestariang Berhad - SUK Penang



TamatTamatTamatTamat
TerimaTerimaTerimaTerima kasihkasihkasihkasih

Disediakan oleh: Saiful Nizam Jamaluddin

saiful@cepul.com

cepuljer

cepuljer

www.cepul.net

Julai 2018 – Prestariang Berhad - SUK Penang


