Office 365 ProPlus:
Chapter 3: Sway

Disediakan oleh: Saiful Nizam Jamaluddin

—
PEJABAT SETIAUSAHA
KERAJAAN NEGERI PRESTARIANG
PULAU PINANG

saiful@cepul.com

® - — -
€ cepuler eIl & vicrosof
y CQpUIjer Training Partner AEP

- BE Microsoft Authorized Education
i WWW.CepUI.net Partner

1976005-H

B Microso ft
CERTIFIED

MIE




1. Open Sway App

Apps
a [
OneDrive Word

Explore all your apps —
A

Sway
Create and share engaging

A

a. On your Portal, click Explore all your apps

b. Click Sway
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2. Sway Start Page: Create New Content

Welcome to Sway

My Sways  Edited Viewed Analytics Deleted

Click Create New to start creating Sway content
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3. Give Your Sway a Title

a. Click Storyline

b. Click Title your Sway

c. Type: Lawatan ke Pulau Langkawi

—» Storyline Design
P Details E Emphasize A4 Accent <@ Link
- S
—=—— Title your Sway
©
P Details E emphasize A4 Accent @ Link
; 7 — Lawatan ke Pulau Langkawi
©
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4. Give Your Sway Title Background Image (Part 1)

}  Details E Emphasize A Accent @ Link
Z .
2. Click Background .. lawatan ke Pulau Langkawi

AN R Tnse
Suggested v langkawi X
99 —
All Images Videos W
You are responsible for respecting others' rights, including copyright. \ b Type: |a ngkaWi . Press Enter on keyboa rd
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4. Give Your Sway Title Background Image (Part 2)

JOIES Insert
Suggested v Clear selection (1) Add d. C||Ck Add

All Images Videos ,Z Creative Commons Only

You are responsible for respecting others' rights, including copyright.

c. Click this picture

P Details E emphasize A4 Accent <@ Link @ Focus Points

Lawatan ke Pulau Langkawi

e. Your image appears here

O
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5. Insert a Video (Part 1)

1 a. Click plus button

b. Click Media tab

Suggested Text Media Group

P~ ] ) </> 0

P

Image Video Audio Embed Upload

c. Click Video
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5. Insert a Video (Part 2)

POAER ) R Inser]
Suggested v - - d. Type: Langkawi cable car.

Press Enter on keyboard

@ Creative Commons Only

All Images Videos

You are responsible for respecting others' rights, including copyright.

-

>

e

-

1

4:36 LANGKAWI CABLE CAR &... 1443

Malaysia | Amazing View a... 528 Langkawi Cable Car & Sky ...

I (A =]
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5. Insert a Video (Part 3)

JORERS Inser]
Suggested v Clear selection (1) Add +4 f. Click Add
All Images Videos E‘ Creative Commons Only

You are responsible for respecting others’ rights, including copyright.

A
Malaysia | Amazing View a... 528 Langkawi Cable Car & Sky ... 436 LANGKAWI CABLE CAR &... 1443

e. Click this video
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5. Insert a Video (Part 4)

g. Your video appears here

E Emphasize

Caption

A

P Details E Emphasize A Accent

:E Bullets

Menaiki kereta kabel +—

h.

Replace caption with:
Menaiki kereta kabel
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6. Insert Multiple Images (Part 1)

S

a. Click plus button

o —

Suggested

Automatic

Text

HE

Grid

Media Group

b. Click Group tab

K =
Comparison Stack Slideshow

c. Click Stack
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6. Insert Multiple Images (Part 2)

A ﬁ Group: Stack

. GroupType o B L @

— d. Click Add Content

e. Click Image

Text

Image Upload
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6. Insert Multiple Images (Part 3)

7 =y 1riocT)
Suggested v pantai cenang <— X | X
All Images Videos Creative Commons Only

You are responsible for respecting others' rights, including copyright.

600 x 894

f. Type: pantai cenang
Enter on keyboard
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6. Insert Multiple Images (Part 4)

h. Click Add

g. Select any 4 images

P ) Y TNseT|

Suggested v

rs' rights, including copyright.

600 x 894
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/. Preview Your Sway

a. Click Play

b. See the preview

- Lawatan ke Pulau

-

~

Langkaw1 -

Menaiki kereta kabel

=]<]>]

Note: Your preview maybe different in terms of design.
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8. Edit Design of Your Sway (Part 1)

/ Edit @ Share | g0p | ==+ q

\

a. Click Edit

Storyline Design
4

|

q

b. Click Design

Remix!

S Styles

c. Click Styles
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8. Edit Design of Your Sway (Part 2)

d. Select Styles that you like:
i. Vertical
ii. Horizontal
iii. Slides

Styles

|

Vertical

o @

B

Horizontal

X

Slides

il

e. Select theme that you like from
the list

Customize your Sway with custom colors, typography, and

Ab C textures.
| Abc :

>
:\bc/' Abe Abc Abe

Abc Abe Abc Abc

>
| Abc | Abe Abc | Abe
Abc Abc I8
Abc Abc Abe Abe

~
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8. Edit Design of Your Sway (Part 3)

f. Click Play

g. See the preview

ofGefofaoBoBaoalol

Lawatan ke Pulau Langkawi

oo adotioGagotar .

=< ]

Note:

Your preview maybe different in terms of design.
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9. Remix Your Sway (Part 1)

Remix!
*

S

Styles

a. Click Edit

b. Click Remix
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9. Remix Your Sway (Part 2)

Storyline  Design A 9 &) Styles
Lawatan ke Pulau Langkaw1
= S AN Abc Abe Abc Abc |
’ P | 4 A i | Abc | Abc | Abe | Abe

Abc Abc |8

Abc Abe Abe

Abc {Asc JAoc §

Abc Abe Abc
Bbe” . Abc ' © Ape : [Abcy,
S Abc o L e ) Abc Abc  *

Abc | Abc BN\ Abc ,
Abc Abc Abe Abc
) &

Abc: Abe  Abc Abc

>
Abc Abc Abe Abc

Note: Each time you click Remix!, Sway will automatically change the design.
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10. Sha

re Your Sway

a. Click Share

b. Select: I—
Anyone with a link

c. Select View /

d. Copy and paste this link in your email

Share your Sway with:
Specific people or groups
Those in your organization with the link

-po Anyone with a link

Invite people View edit

/httpﬂ:f,f’sway.com,r’lc[JJUwAJ‘l hmT30FL?ref=Link

] Getvisual link n m </> Getembed code

=
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Tamat
Terima kasih
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