c: Content Update

Program

FREE...See Details Inside

My
Office Sway

rksrih the U.S.

Patrice-Anne Rutledge

FREE SAMPLE CHAPTER
9 B R @

SHARE WITH OTHERS



http://www.facebook.com/share.php?u=http://www.quepublishing.com/title/9780789755438
http://twitter.com/?status=RT: download a free sample chapter http://www.quepublishing.com/title/9780789755438
https://plusone.google.com/share?url=http://www.quepublishing.com/title/9780789755438
http://www.linkedin.com/shareArticle?mini=true&url=http://www.quepublishing.com/title/9780789755438
http://www.stumbleupon.com/submit?url=http://www.quepublishing.com/title/9780789755438/Free-Sample-Chapter

c: Content Update
Program

My Office Sway

This book is part of Que’s exciting new Content Update Program, which provides automatic content
updates for major technology improvements!

« As Microsoft makes significant updates to Sway, sections of this book will be updated
or new sections will be added to match the updates to the software.

« The updates will be delivered to you via a free Web Edition of this book, which can be accessed
with any Internet connection.

+ This means your purchase is protected from immediately outdated information!
For more information on Que’s Content Update program, see the inside back cover or go to
www.quepublishing.com/CUP.

If you have additional questions, please email our Customer Service department at
informit@custhelp.com.


http://www.quepublishing.com/CUP

My
ffice Sway

Patrice-Anne Rutledge

oue’

800 East 96th Street,
Indianapolis, Indiana 46240 USA



My Office Sway

Copyright © 2016 by Pearson Education, Inc.

All rights reserved. No part of this book shall be reproduced, stored in a retrieval system,
or transmitted by any means, electronic, mechanical, photocopying, recording, or other-
wise, without written permission from the publisher. No patent liability is assumed with
respect to the use of the information contained herein. Although every precaution has
been taken in the preparation of this book, the publisher and author assume no respon-
sibility for errors or omissions. Nor is any liability assumed for damages resulting from the
use of the information contained herein.

ISBN-13: 978-0-7897-5543-8

ISBN-10: 0-7897-5543-2

Library of Congress Control Number: 2015950786
Printed in the United States of America

First Printing: November 2015

Trademarks

All terms mentioned in this book that are known to be trademarks or service marks have

been appropriately capitalized. Que Publishing cannot attest to the accuracy of this infor-
mation. Use of a term in this book should not be regarded as affecting the validity of any
trademark or service mark.

Warning and Disclaimer

Every effort has been made to make this book as complete and as accurate as possible,
but no warranty or fitness is implied. The information provided is on an “as is” basis. The
author and the publisher shall have neither liability nor responsibility to any person or
entity with respect to any loss or damages arising from the information contained in this
book.

Special Sales

For information about buying this title in bulk quantities, or for special sales opportunities
(which may include electronic versions; custom cover designs; and content particular to
your business, training goals, marketing focus, or branding interests), please contact our
corporate sales department at corpsales@pearsoned.com or (800) 382-3419.

For government sales inquiries, please contact governmentsales@pearsoned.com.

For questions about sales outside the U.S., please contact international@pearsoned.com.

Editor-in-Chief
Greg Wiegand
Acquisitions Editor
Michelle Newcomb

Development Editor
Joyce Nielsen
Managing Editor
Sandra Schroeder

Senior Project Editor
Tonya Simpson

Copy Editor
Anne Goebel

Indexer
Lisa Stumpf

Proofreader
Debbie Williams

Technical Editor
Christopher Parent
Publishing
Coordinator
Cindy Teeters

Cover Designer
Mark Shirar

Compositor
Bumpy Design



Contents at a Glance

Chapter 1
Chapter 2
Chapter 3
Chapter 4
Chapter 5
Chapter 6
Chapter 7
Chapter 8
Chapter 9
Chapter 10

Prologue

Getting Started with Office Sway
Planning and Creating a Sway

Working with Group Cards

Embedding Content in a Sway

Working with Sway Charts

Inserting Media Content

Modifying a Sway

Sharing a Sway

Installing and Using Sway for Windows 10
Installing and Using Sway for iPhone and iPad

Index

23
53
71
87
107
141
163
189
199
209



Table of Contents

Prologue

What Is Sway?

What You Can Create with Sway

Content You Can Include in a Sway

Enhance Your Sway with Customizable Styles

’ Getting Started with Office Sway

Creating a Sway Account
Create a Sway Account

Finding Your Way Around Sway
Explore Sample Sways
Navigate Sway
Get Help
Provide Feedback

Creating a New Sway

Create a New Sway from Scratch

Create a New Sway by Importing Content
Signing In and Out

Sign In to Sway

Sign Out of Sway

- Planning and Creating a Sway

Planning Your Sway Storyline

Working with Navigational Layouts
Apply a New Layout

Adding Content with Cards
Insert Content Using the Insert Content Icon
Add Content Using the All Cards Pane

Working with Title Cards and Heading Cards
Modify the Title Card
Add a Heading Card
Apply a Background
Adding Other Content Cards
Add a Text Card
Add a Picture Card

N oA W

10
12
12
13
15
16

17
17
18

19
19
21

23

24

27
29

30
30
31
31
32
33
34
35
35
37



Table of Contents

Add a Video Card
Add a Tweet Card

Formatting Text and Pictures

Emphasize or Accent Text

Create a Bulleted List

Create a Numbered List

Add a Link

Specify Focus Points on a Picture

Specify Picture and Video Showcase Options

_ Working with Group Cards

Creating Group Cards

Add an Automatic Card
Add a Stack Card

Add a Comparison Card
Add a Slideshow Card
Add a Grid Card

Managing Group Cards

Collapse a Group

Change the Group Type
Modify Content in a Group
Ungroup a Group

Delete a Group

‘ Embedding Content in a Sway

Understanding the Sway Embed Process

Sway Supported Sites
Three-Step Process for Embedding Content
Understand Embed Codes

Embedding Content Using the Embed Card

Embed a Map from Google Maps
Embed an Infographic from Infogr.am
Embed a Video from Vimeo

Embed an Audio Clip from SoundCloud
Embed a Mix from Office Mix

’ Working with Sway Charts
Understanding Charts

Understand Chart Types
Understand Chart Terminology

40
42
44
45
45
46
47
48
49

53

53
54
56
58
60
63

64
65
65
66
68
69

71

71
72
72
73

75
75
78
80
82
84

87

87
88
93



My Office Sway

Adding a Chart to a Sway
Add a Column Chart
Add a Pie Chart
Modifying a Chart
Modify Basic Chart Elements
Modify a Worksheet
Specify Chart Showcase Options
Previewing a Chart
Preview a Chart

- Inserting Media Content

Exploring the Add Content Pane

Adding Content from the Add Content Pane
Add Content from Suggested Sources
Add Content from OneNote
Add Content from Facebook
Add Content from Flickr
Add Content from Bing
Add Content from PicHit
Add Content from YouTube
Add Content from Twitter

Adding Content from OneDrive
Add a Word Document from OneDrive
Add a PowerPoint Presentation from OneDrive
Add an Excel Workbook from OneDrive
Add a PDF from OneDrive

Uploading Content from Your Computer
Upload a File from Your Computer

Suggesting New Content Sources
Suggest New Content Sources

Modifying a Sway

Working with a Sway
Open a Sway
Rename a Sway
Duplicate a Sway
Delete a Sway
Modifying Sway Content
Move a Card on the Storyline
Delete a Card or Section

95
95
99

102
102
103
104

104
104

107

107
110
11
113
114
116
119
121
122
123

124
126
128
131
133

136
136

138
138

141

141
142
143
144
146
147
147
148



Table of Contents

Modifying Sway Design 148
Apply a New Design Set 152
Customize a Design Set 153
Modify Your Sway’s Design Automatically with Remix! 155
Switch to Another Layout 156

Previewing a Sway 159
Preview a Sway 159
Play a Sway 160
Use Accessibility View 161

n Sharing a Sway 163

Specifying Sharing Options 164
Specify Who Can See a Sway 164

Sharing Your Sway on Docs.com 165
Create an Account on Docs.com 166
Share a Sway on Docs.com 167
Manage Your Sway on Docs.com 168
Unpublish a Sway on Docs.com 170

Getting Social with Sway 170
Share a Sway on Facebook 171
Share a Sway on Twitter 172
Share on Other Social Sites 173
Share via Email 174

Sharing with Links 176
Share a View Link 176
Share an Edit Link 177

Sharing a Sway from the My Sways Page 178
Share from the My Sways Page 178

Managing Shared Sways 179
Edit a Sway Someone Shared with You 179
View Sways Shared with You 180
Stop Sharing a Sway 181
Remove Yourself from a Shared Sway 182

Embedding a Sway 183
Embed a Sway on a Website or Blog 183
View a Sway on the Web 185

Embed a Sway in Another Sway 186



My Office Sway

n Installing and Using Sway for Windows 10

Exploring Sway for Windows 10

Installing Sway for Windows 10
Install Sway for Windows 10

Taking and Inserting a Picture
Take and Insert a Picture

m Installing and Using Sway for iPhone and iPad

Getting to Know Sway for iPhone and iPad
Explore Sway for iPhone and iPad
Navigate Sway for iPhone and iPad

Installing Sway for iPhone and iPad
Install Sway for iPhone and iPad

Index

189

190

192
192

195
195

199

199
200
202
205
205

209



Acknowledgments

About the Author

Patrice-Anne Rutledge is a business technology author and journalist who
writes about business applications, social media, and small business technol-
ogy. In addition to her current book on Sway, she is also the author of numer-
ous other books on Microsoft applications, including Easy Office 2016, Easy
Office 2013, Office 2013 All-In-One Absolute Beginner’s Guide, PowerPoint 2013
Absolute Beginner’s Guide, and Using PowerPoint 2010, all from Pearson. She
can be reached through her website at www.patricerutledge.com.

Dedication

To my family, with thanks for their ongoing support and encouragement.

Acknowledgments

Special thanks to Michelle Newcomb, Joyce Nielsen, Anne Goebel, Tonya
Simpson, Todd Brakke, and Christopher Parent for their feedback, sugges-
tions, and attention to detail.


http://www.patricerutledge.com

My Office Sway

We Want to Hear from You!

As the reader of this book, you are our most important critic and commenta-
tor. We value your opinion and want to know what we're doing right, what
we could do better, what areas you'd like to see us publish in, and any other
words of wisdom you're willing to pass our way.

We welcome your comments. You can email or write to let us know what you
did or didn't like about this book—as well as what we can do to make our
books better.

Please note that we cannot help you with technical problems related to the topic
of this book.

When you write, please be sure to include this book’s title and author as well
as your name and email address. We will carefully review your comments and
share them with the author and editors who worked on the book.

Email: feedback@quepublishing.com

Mail:  Que Publishing
ATTN: Reader Feedback
800 East 96th Street
Indianapolis, IN 46240 USA

Reader Services

Register your copy of My Office Sway at quepublishing.com for convenient
access to downloads, updates, and corrections as they become available. To
start the registration process, go to quepublishing.com/register and log in or
create an account*. Enter the product ISBN 9780789755438 and click Submit.
When the process is complete, you will find any available bonus content
under Registered Products.

*Be sure to check the box that you would like to hear from us to receive
exclusive discounts on future editions of this product.



This page intentionally left blank



Sway

Create and share interactive reports,
presentations, personal stories, and more.

Get Started

Reforts > Presentations >
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Getting started
with Sway




Prologue

In this prologue, you learn about Sway—the cloud-based app that
helps you create and share multimedia content on the Web and
mobile devices. Topics covered include the following:

+ Understanding what you can create with Sway
« Exploring the types of content you can include in a Sway

 Enhancing your Sway with customizable styles

What Is Sway?

Sway (https://sway.com), introduced as a free preview from
Microsoft in October 2014, is a web-based app that enables you to
create multimedia presentations, called Sways, using any browser
on your personal computer (PC), Mac, or tablet. Sway also offers
apps for Windows 10, the iPhone, and iPad.

Microsoft refers to Sway as an interactive, web-based canvas.
Using a variety of visual tools, you can place images, audio, video,
and other content on a Sway storyline. When you're finished cre-
ating, you can make your Sway public or provide a link only to
selected people.

Sway does share some similarities with Microsoft PowerPoint, but
it's not just a simplified version of that presentation tool. With
PowerPoint, the main focus is to create slides that supplement

an in-person or web-based presentation (although its usage has
expanded beyond this in recent years). A Sway, on the other hand,
offers more flexible formats and is designed to be viewed on the
Web without a presenter or narration.
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What You Can Create with Sway

Because Sway is a flexible app, you're in control of the content, layout, and
overall appearance of each Sway you create. For example, you can create

a slideshow-style Sway or create a Sway that’s a single page (similar to a
one-page website). In addition to creating a Sway from scratch, you can
also import an existing file. Supported file types include .docx (Word), .pptx
(PowerPoint), or .pdf (Portable Document Format).

Although you can create a Sway on your own, Microsoft offers many collab-
orative features that make it easy to create and edit Sways with other people.
For example, you could create a live, group Sway as a classroom activity, as a
supplement to a conference or event, or as part of a corporate brainstorming
session.

You can create Sways for business, school, or nonprofits—or just for your
family and friends. Here’s a brief list of ideas for using Sway:

- Business reports, presentations, and newsletters—Design a Sway
highlighting a new product or service and share with customers on your
website, Facebook, and Twitter. Or, use Sway to create an internal report
compiled from a variety of multimedia sources.

- Classroom projects, presentations, and activities—Working alone
or in student groups, create a Sway related to a current area of study to
reinforce learning. Alternatively, use Sway to publish interactive reports
for parents on student activities or share content related to a school club
or project.

+ Multimedia content for family and friends—Share a special event,
reunion, party, or vacation with a Sway filled with photos, videos, and
personal messages.

« Community and nonprofit reports, presentations, and newsletters—
Share your organization and its projects with the community, potential
sponsors, and the public.

Need Some Sway Inspiration?

Because Sway is a new app, you might need a little inspiration to discover its

full potential. Check out the sample Sways from businesses, schools, and non-
profits on the Sway website (https://sway.com). The Sway blog (blogs.office.com/
product/sway), Twitter page (www.twitter.com/sway), and Facebook page
(www.facebook.com/OfficeSway) also include links to interesting, creative Sways.
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HE Made with Sway

Share your
Sway

i ,yl LOVC-PﬁriS Edit your

Sway

A sample
Sway

Content You Can Include in a Sway

Sway enables you to incorporate a variety of content into your storyline, such
as images, audio, video, social media posts, maps, and more. In addition to
uploading content from your computer, you can insert content from the fol-
lowing sources:

« OneDrive « Facebook - Bing + YouTube
- OneNote « Flickr - PicHit.Me - Twitter
What's PicHit.Me?

PicHit.Me (www.pichit.me) is a site you might not be familiar with. It's a global
photo market and Microsoft partner that makes millions of photos available to
Microsoft users. You can search the PicHit.Me library from within Sway to find
potential pictures to add to your storyline.

On the storyline, you can design your Sway using content cards. These cards
include layouts for text, headings, pictures, videos, tweets, and embedded
content.

What Can | Embed?

You can embed videos, audio files, images, maps, charts, and documents in
Sway. Supported sources include Channel 9, Docs.com, Flickr, GeoGebra, Giphy,
Google Maps, Infogr.am, Mixcloud, Office Mix, OneDrive (Word, PowerPoint,
Excel, PDF), Sketchfab, SoundCloud, Sway, Vimeo, Vine, and YouTube.



http://www.pichit.me

Prologue

Suggested ~

@ Suggested

&& CneDrive

BB oneNote —— Choose from a variety
of content sources
El Facebook
®® Flickr
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{} PicHit
B YouTube
W Twitter
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4 Upload

Insert Cards Design Navigation Remix!

All Cards x Storyline

Text

E Emphasize 4 Accent &P Link

Title your Sway

i

Text

0

Heading

Media ] o

[._5] Picture
® video
W Tweet

</> Embed

Chart (Preview)

Quickly add
content with cards
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Enhance Your Sway with Customizable
Styles

Sway offers a collection of ready-made styles that include coordinated colors,
typography, and textures. Optionally, you can customize any style with your
own choice of fonts and color palette.

If you're feeling adventurous, you can let Sway do the styling for you by
choosing the Remix! option, which applies a random style. If the remix isn’t to
your liking, click the Remix! button again to try out another style.

My Office Sway is designed to get you up and running with Sway as quickly
as possible. After reading this prologue, you should have a good idea of what
Sway can do and are probably eager to create your own Sways. For now, turn
to Chapter 1, “Getting Started with Office Sway,” to begin your adventure with
this powerful communication tool.

Sway Enhancements
Be aware that as a web-based app, the Sway features available to you might
vary at any given time as Microsoft continues to roll out enhancements.

Sway Insert  Cards  Design  Navigation Remix! Remix

Design x Storyline K4

= Give your Sway a personality with
A ! ¢ color, typography, and texture.

Abc Customize

Customize
a style

Abe Abe Abe

| Abc | Abc | Abe

Apply a
Sway style




2% Authors (1)

Sway menu
Sway Insert  Cards  Design  Navigation Remix! P Play
All Cards x Storyline
Text
= | tex E Emphasize 4 Accent & Link & Focus Paints
T EXAMPLE:
Fabrikam
Media
o lnae o o Workshop e
® Video
4 Aboutus
’ Tweet Heading
About us
<> Embed
il chart (Previe
Text
Use cards to A Sway storyline

add content

More options

Q

Preview



In this chapter, you discover how to create a
free Sway account, create and import Sways,
and explore Sway navigation. Specific topics
in this chapter include the following:

=> Creating a Sway account
=> Finding your way around Sway
=> Creating a new Sway

=> Signing in and out of Sway

Getting Started with
Office Sway

Getting started with Sway is easy—sign up using your Microsoft
account and begin designing. You can create a Sway from scratch
or convert a Word document, PowerPoint presentation, or PDF to
Sway. If you're not sure where to begin, view sample Sways to dis-
cover how they were designed and use these for inspiration or as a
template for your own Sways.

Creating a Sway Account

Creating an account on Sway is a simple, straightforward process. All
you need is a Microsoft account and access to the Internet through
your computer or iOS mobile device.
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Create a Sway Account

You can quickly create a free account
on Sway (https://sway.com). When you
create your account, you open a blank
Sway canvas at the same time.

Sway Versus Sway

Remember that both the application

and the content you create with it are
called Sway. You use Sway to create a
Sway.

Getting Started with Office Sway

Sway

Create and share interactive reports,
presentations, personal stories, and more.

Get Started

Afew ideas to get you started

Newsletters > Personal Stories >

1. Navigate to https://sway.com in
your browser, and then click the
Get Started button.

Learn More About Sway

The Sway home page includes a short
introduction to Sway as well as some
sample Sways to provide some design
inspiration (scroll through the Real
Sways by Real People section to view
them).

Type the email address you want to use with Sway.

patrice.rutledge@live.com

-

2. Enter the email address of the
Microsoft account you want to
use with Sway.

3. Click the Next button.
4. Enter your password.

5. If you want to remain signed in,
select the Keep Me Signed In
check box.

® @

® ®

S 5 Sway

Microsoft account What'§this?

patrice.rutledge@liv.com

=== _| Keep me signed in

Can’t access your account?

Sign in with a single-use code
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Should You Stay Signed In?

Only select the Keep Me Signed In check
box if you're using your own computer
that no one else has access to. Don't
select this option if you're using a public
computer.

6. Click the Sign In button.
7. Click the Get Started button.

8. The My Sways page opens, with
sample Sways displayed.

Microsoft Account

Sway requires a free Microsoft account
to access. If you have an existing
account with another Microsoft applica-
tion, such as Windows 10, Windows 8,
Office 365, Skype, Outlook.com, Xbox
Live, or Hotmail, you already have an
account. In addition, you can use an
email address you have linked to your
Microsoft account, such as a Gmail
address. If you don't have an account,
you can sign up for one at http://
www.microsoft.com/account.

Sway

Microsoft account What's this?

patrice.rutledge@live.com

Keep me signed in

Can't ac§ess your account?

Sign in yjith a single-use code

®

Welcome to Sway!

To nelp get you started, here are a few Sways you can explore for inspiration and ideas

Have feedback? We'd love to hear from you! Open the "~ menu at the top to share your
thoughts.

EXAMPLE: Climbing Mt. Rainier Film Institute at.

Wedvesday, st s
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Finding Your Way Around Sway

Before creating your first Sway, take a few minutes to view some sample
Sways, explore the Sway menu structure, and discover how to get help and
give feedback.

Explore Sample Sways

To get a better idea of Sway in action,
check out the sample Sways in your
account.

1. Click Sway, if you aren't already on
the My Sways page.

2. Click the sample Sway you want
to open. Samples are prefaced o ‘
with the word EXAMPLE. S EXAVPLE Fabriam Worshoo

Learn More About Sway
In addition to the sample Sways, EXAMPLE: Climbing Mt Reinier EXANPLE AR im st ..
Microsoft includes two instructional e L4

Sways (How to Start a Sway and @

Welcome to Sway!), which provide more

information for new users.

3. The storyline for the sample Sway

opens. Storyline
4. Scroll down the right side of the PR e
page to see each section and the ! EXAMPLE:
cards it contains. i = Climbing Mt.
5. Click Preview. o Rainier

Add a heading




6. The Preview window shows the
Sway as others would see it.

7. Ifavailable, use the navigation but- EXAMPLE:
tons to scroll through the Sway. Clim bmg Mt.

Finding Your Way Around Sway 13

Navigate a Sway

If a Sway uses the horizontal or opti-
mized for presentation layout, naviga-
tion buttons appear in the lower-right
corner that enable you to move from
screen to screen. Sways with a vertical

~ Rainier ..

layout don't have these buttons; you
scroll down them as you would any
other long web page.

Use a Sample as a Template

If you want to use one of the sample Sways as a template for your own Sway, you
can duplicate it. See “Duplicate a Sway” in Chapter 7, “Modifying a Sway,” for more
information. Just remember to replace all the existing content with your own!

Navigate Sway

Navigating Sway is a straightforward process after you understand its menu
structure. The Sway menu options include the following:

Sway—Open the My Sways page where you can access the Sways you've
created as well as any sample Sways Microsoft provides.

Insert—Insert content from OneDrive, OneNote, Facebook, Flickr,
Bing, PicHit, YouTube, or Twitter. Optionally, upload content from your
computer.

Cards—Insert a content card such as Text, or a Heading, Picture, Video,
Tweet, or Embed card.

Design—Add design elements with color, typography, and texture.

Navigation—Specify how you want others to navigate your Sway by
selecting a layout. Currently, only three options are available: a verti-
cal layout similar to a one-page website, a panorama layout similar to a
slideshow, and a layout that’s optimized for presentation.
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+ Remix!—Apply a new design automatically. If you don't like the new
look, you can click Remix! again for another option or click Undo to
return to your previous look.

+ Undo—Undo the last action.

« Redo—Repeat the last action.

« Play—Preview what your Sway will look like when published.

+ Authors—View current authors or share an edit link with others.

« Share—Share your Sway with the public, through social media channels
(Facebook, Twitter, and more), or via a link you can provide to specific
people. Optionally, you can also embed your Sway on a website.

+ More Options—Watch tutorial videos, view the My Sways page, create a
new Sway, duplicate the current Sway, provide feedback, or sign out.

Undo Share

Sway Insert  Cards  Design  Navigation Remixt ) & P Play &% Authors(2) @

Sway menu Redo More
options

Office App Switcher

To the left of the Sway menu is the Office App Switcher, a large square with
nine small squares inside it. You can click this to leave Sway and go to another
Office application, such as Word, PowerPoint, or Excel.

B | & a |
Outlook.com People Calendar OneDrive ‘Word Online

gg | @3 [s =3 o
[ 5 Sway Docs.com

Office App
Switcher




Get Help

If you need help with doing something
in Sway, particularly using a new feature
not covered in this book, you can access
online help.

1. Click More Options (...).

2. Select Feedback.

3. Click the Help and How-to
Articles link.

Sway Community Forum

Another option for help is the Sway
community forum. In this forum, you
can view answers to questions related to
Sway or ask your own question. Access
the forum by clicking the Find Answers
in the Sway Community Forum link on
the Feedback page.

Finding Your Way Around Sway 15

&% Authors{1) € | == a

Tutorials

My Sways
Create New
Duplicate this Sway

Feedback @

Sara Wretstrom
sara.wretstrom @outlook.com

Sign out

Accessibility view

What kind of feedback do you have?

4. Online help for Sway displays.

5. Click the Close Tab icon (x) to
close the Help tab.

6. Click the Sway tab to return to
Sway.

Feedback
Have an idea? Need help?

Quickly suggest or vote on product
@ ! like something features

Help and how-to articles

@ 1 don'tlike something Find answers in the Sway community
forum

Report A Violation
Privacy Statement

Eo ¥ % 1 Gettng Statedvith Sy X

C | @ hups//supportoffice.com/en-us/article/Getting-Stfted-with-Swiay-2076C466-6374-4A8

Products  Templates Store  §

=t nelps gather and d format your ideas and o presenthem on an eactve b
and Sway will make it look great. To reada

ay, just tap to open it anc then scrll o ewipe i ough the st

NOTE To create and edit Sways, sign in with your Microsoft account. You can open and read Sways without signing
in, but you can't create or edit. If you don't have a free Microsoft account, go to www.microsoft.com/account to sign
up.

Create a Sway

Add pictures, text, documents, video, social media posts and more to the Storyline, to gather what you want to say
in your Sway. Create a Sway from scratch. or import an existing document to use as a starter.

To create a Sway from scratch: From the Sway home page. tap Create New Sway. Or go to My Sways and in the
Createtile, tap New.
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Provide Feedback

If you like something about Sway—or
don't like something—you can easily
let Microsoft know your opinion.
Suggesting new features is another
feedback option.

1. Click More Options (...).

2. Select Feedback.

3. Click either the | Like Something
button or the | Don't Like
Something button depending on
your feedback.

4. Enter your feedback in the text
box.

5. Click the Submit button.

Suggest Product Features

You can have your say in the develop-
ment of new Sway features by clicking
the Quickly Suggest or Vote on Product
Features link on the Feedback page.

Don’t Want to Give Feedback?
If you decide you don’t want to give
feedback, press the Esc key to close the
Feedback window without submitting
anything.

&% Authors (1) °

Tutorials

My Sways

Create New

Duplicate this Sway

Feedback

Sara Wretstrom
sara.wretstrom @outlook.com

Sign out

Accessibility view

®

Feedback

What kind of feedback do you have?
@ 1 like something
Q | don't like something

Privacy Statement

Have an idea? Need help?

Quickly suggest or vote on product
features

Help and how-to articles

Find answers in the Sway community
forum

Report A Violation

®

Feedback

hat kind of feedback do you have?

@ ! like something

@ 1 don't like something

rivacy Statement

What did you like?

=

®
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Creating a New Sway

You can create a new Sway from scratch or by importing existing content
from another application.

Duplicate a Sway
Another way to create a new Sway is to duplicate a Sway you already created
and then modify it. See “Duplicate a Sway” in Chapter 7 for more information.

Create a New Sway
from Scratch

The most common way to create a new
Sway is from scratch. You start with a
blank canvas and add your own text and

media files.

1. Click Sway if you aren't already on
the My Sways page.

2. Click Create New. Note that there S gl

are two options for this on the
screen.

3. A blank Sway storyline with a title
card opens; enter a title for your
new Sway.

Recycling for Kids EXAMPLE: Fabrikam Workshop

Wednesday, September 9, 2015 Wedne: 9,201

Sway Titles

Even if you don't add a title, your Sway
is saved with the title Untitled and the
date you created it. Don't worry too
much about a title at this stage. You
might even want to create a test Sway
to begin with so that you can learn
more before creating a Sway you want L+
to share with others.

Storyline

E Emphasize 4 Accent o Link

Title your Sway

K tap £o 2dd content

insert wew cards or directly import content. \ike images, videos, tuieets, documents, an
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Getting Started with Office Sway

Where Is the Save Button?

If you're used to working with another Office application, you might wonder
where the Save button is. Sway continuously saves your content without any
action on your part, so there is no need for a Save button.

Create a New Sway by
Importing Content

You can import existing content from
Word, PowerPoint, or a PDF. Sway con-
verts this content into cards on the sto-
ryline, which you can then modify.

1. Click Sway, if you aren’t already on
the My Sways page.
2. Click Import.

3. Inthe Open dialog box, select the
file you want to import.

4. Click the Open button.

5. Sway displays the imported con-
tent on a new storyline; edit this
content as desired.

My Sways

a

+
Create New Import
Sl EXAMPLE: Climbing Mt. Rainier

Wednesday, September 9, 2015

Preview Your Imported Sway

Be sure to preview your imported Sway
by clicking Preview. By previewing, you
can see whether the content imported
as expected and determine what modifi-
cations you need to make.

Title

Recycling for
Kids

Anna Larsson

Remember the Three R's
Reduce
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Importing Limitations

Not all content converts well to the Sway format. For example, each
PowerPoint slide normally converts to a storyline card in Sway. A Word docu-

ment with extensive text, however, might not convert as well. You can always
try importing and then analyze the results. If they won’t work without major
modification, you might be better off creating your Sway from scratch. To
delete an imported Sway that didn’t convert properly, see “Delete a Sway” in
Chapter 7.

Signing In and Out

One of the benefits of using Sway is the ability to access it from any com-
puter, tablet, or smartphone. As long as you have an Internet connection, you
can sign in to Sway. You can also sign out when you no longer want to work
with your account.

Sign In to Sway
O

After creating a Sway account, you can

sign in at any time at https://sway.com. Suey
1. Click Sign In. Sv\/ay
. Create and share interactive reports, >
2. Enter your email address. presentations, personal stories, and more. w‘-ﬁ‘
3. Click the Next button. -\ A

Type the email address you want to use with Sway.

patrice.rutledge@live.com

® @
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Enter your password.

If you want to remain signed in,
select the Keep Me Signed In
check box.

Click the Sign In button.

View the My Sways page, where
you can create a new Sway or
open an existing one.

®

Sway

Microsoft account What's this?
patrice.rutledge@live.com
=== Password

== | Keep me signed in

our account?

Can't accgss y

Sign in wih a single-use code

Create New Import
I Word, Poweroln, O

®
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Sign Out of Sway

If you're using Sway on a public com-
puter or a computer that other people
have access to, you should sign out

of your account when you're finished.
Otherwise, you might want to stay

signed in.
1. Click More Options (...). Authors (1) o
&% Authors RRT
2. Select Sign Out.
Tutorials
My Sways

Create New
Duplicate this Sway
Feedback

Sara Wretstrom
sara.wretstrom @outlook.com

Sign out @

Accessibility view

21



This page intentionally left blank



A

Accent button, 32, 44-45 charts
accessibility view, 161 column charts, 95-98
pie charts, 99-101

accounts, creating, 5-11 Comparison Cards, 58-60

for Docs.com, 166

content
Add Content pane, 24, 107-110 from Bing, 119-120
adding . with cards, 30-31
from Bing, 119-120 from Facebook, 114-116
from Facebook, 114-116 from Flickr, 116-118
from Flickr, 116-118 from OneDrive, 124-125
from OneDrive, 124-125 from OneNote, 113-114
from OneNote, 113-114 from PicHit, 121-122
from PicHit, 121-122 from suggested sources, 111-112
from suggested sources, 111-112 from Twitter, 123-124
from Twitter, 123-124 from YouTube, 122-123
from YouTube, 122-123 Excel workbooks from OneDrive,
sources for, 108 131-133
adding Grid Cards, 63-64
Automatic Cards, 54-55 Heading Cards, 33

links, 47



Index adding

PDFs from OneDrive, 133-135
Picture Cards, 37-39
PowerPoint presentations from
OneDrive, 128-131
Slideshow Cards, 60-62
Stack Cards, 56-58
Text Cards, 35-36
Tweet Cards, 42-43
Video Cards, 40-41
Word documents from OneDrive,
126-128
All Cards pane, adding content, 31
All Sways page, 178, 183
animation emphasis, design sets, 151
apps
Sway for iPhone and iPad, 200-202
installing, 205-207
navigating, 202
Sway for Windows 10, 190-191
installing, 192-194

area charts, 92
aspect ratio, 197

audio clips, embedding from
SoundCloud, 82-84

Automatic Card, 54
adding, 54-55

axis, 93

B

backgrounds
Heading Cards, 34-35
Title Cards, 34-35

backing up Sways, 50
bar charts, 90
basic chart elements, modifying, 102
Bing
adding content from, 119-120
Creative Commons license, 109-110

blogs, embedding Sways on, 183-185

bulleted lists
creating, 45
removing, 46

C

camera tool, 191, 201

cards, 23, 30

adding content
All Cards pane, 31
Insert Content icon, 30

content options, 25-27

deleting, 148

Embed Cards, embedding, 72, 122
audio clips from SoundCloud, 82-84
infographics from Infogr.am, 78-80
maps from Google Maps, 75-77
maixes from Office Mix, 84-85
video from Vimeo, 80-82

group cards, 53-54
Automatic Cards, 54-55
changing group type, 65-66
collapsing, 65
Comparison Cards, 58-60
deleting groups, 69
Grid Cards, 63-64
modifying content, 66-68
Slideshow Cards, 60-62
Stack Cards, 56-58
ungrouping, 68-69

Heading Cards, 24, 31
adding, 33
backgrounds, 34-35
deleting, 34

moving on storylines, 147

Picture Cards, adding, 37-39

Text Cards, adding, 35-36

Title Cards, 26, 31
backgrounds, 34-35
modifying, 32

Tweet Cards, adding, 42-43

Video Cards, adding, 40-41



changing group types, group cards,
65-66

charts, 88
area charts, 92
bar charts, 90
choosing types, 93
column charts, 88
adding, 95-98
donut charts, 100
line charts, 91
modifying, 102
showcase options, 104
worksheets, 103
pie charts, 91
adding, 99-101
previewing, 104-105
regular charts, 88
creating, 96
stacked charts, 88
switching, 102
terminology for, 93

Close Storyline button, 35

cloud content, offline Sway, 191
collapsing group cards, 65

color inspiration, design sets, 151
color palettes, design sets, 151

column charts, 88
adding, 95-98

column headers, hiding, 97
Comparison Cards, adding, 58-60

content
adding

from Bing, 119-120
with cards, 30-31
from Facebook, 114-116
from Flickr, 116-118
from OneDrive, 124-125
from OneNote, 113-114
from PicHit, 121-122
from suggested sources, 111-112
from Twitter, 123-124
from YouTube, 122-123

design sets

embedding, 74

embed codes, 73-74

Sway supported sites, 72

three-step process, 72
importing to create Sways, 18-19
modifying, 147

deleting cards or sections, 148

in groups, 66-68

moving cards on storyline, 147
suggesting new sources, 138
uploading from your computer,

136-137

content options, cards, 25-27
copyright, 109

Creative Commons licenses, 109-110,
118

cropping pictures, 48
customizing design sets, 153-154

D

Delete button, 146
Delete icon, 148

deleting
backgrounds, 34
cards, 148
groups, 69
Heading Cards, 34
sections, 148
Sways, 146-147
design
modifying, 148-150
applying new design sets, 152
customizing design sets, 153-154
Remix!, 155
switching to another layout, 156
design sets, 148-151
applying new, 152
customizing, 153-154



Index Docs.com

Docs.com
creating accounts for, 166
managing Sways, 168-169
sharing Sways, 165-167
unpublishing Sways, 170

donut charts, 100

dragging, 31

Duplicate This Sway dialog box, 145

duplicating Sways, 144-145

edit links, sharing, 177-178

editing Sways that were shared with
you, 179-180

effects, removing, 45
email, sharing Sways, 174-176

Embed Cards, embedding, 72, 122
audio clips from SoundCloud, 82-84
infographics from Infogr.am, 78-80
maps from Google Maps, 75-77
mixes from Office Mix, 84-85
video from Vimeo, 80-82

embed codes, 73-74

embedding, 125

audio clips from SoundCloud, 82-84
content, 74

embed codes, 73-74

Sway supported sites, 72

three-step process, 72
infographics from Infogr.am, 78-80
maps from Google Maps, 75-77
mixes from Office Mix, 84-85
Sways, 183

in other Sways, 186-187

on websites/blogs, 183-185
versus importing, 125
video from Vimeo, 80-82

Emphasize button, 32, 44-45
examples of Sways, 12

Excel workbooks, adding from OneDrive,
131-133

Facebook
adding content from, 114-116
sharing Sways, 171

feedback, 16
choosing not to submit, 138

files, uploading from your computer,
136-137

Flickr, adding content from, 116-118
focus points, specifying, 48-49
font choices, design sets, 151

formatting
group types, limitations of, 67
pictures, 44-45
specifying focus points, 48-49
specifying show case options, 49
text, 44-45
bulleted lists, 45
links, 47
numbered lists, 46

G

Google Maps, embedding maps, 75-77
Grid Cards, adding, 63-64
grids, 94

group cards, 53-54
Automatic Cards, 54-55
changing group type, 65-66
collapsing, 65
Comparison Cards, 58-60
deleting groups, 69
Grid Cards, 63-64
modifying content, 66-68
Slideshow Cards, 60-62
Stack Cards, 56-58
ungrouping, 68-69

Group Type button, 66

group types, formatting (limitations
of), 67



H

Heading Cards, 24, 31
adding, 33
backgrounds, 34-35
deleting, 34

help, 15

hiding headers, 97

horizontal layout, 13
horizontal scrolling layout, 27

icons, Insert Content icon, 30

importing, 125
content to create Sways, 18-19
versus embedding, 125
limitations of, 126

Infogr.am, embedding infographics,
78-80

Infographics, embedding from
Infogr.am, 78-80

Insert Content icon, 30
inserting pictures, 195-197

installing
Sway for iPhone and iPad, 205-207
Sway for Windows 10, 192-194

iPads, Sway for, 200-202
iPhones, Sway for, 200-202

J-K

Just Me, 164-165

modifying

L

layouts
navigational layouts, 28
applying, 29
switching, 156
limitations
of chart switching, 102
of importing, 126

line charts, 91

links, 176
adding, 47
edit links, sharing, 177-178
removing, 47
troubleshooting, 180
view links, sharing, 176-177

lists
bulleted lists, creating, 45
numbered lists, 46

M

managing Sways on Docs.com, 168-169

maps, embedding from Google
Maps, 75-77
mixes, embedding from Office
Mix, 84-85
modifying
charts, 102
showcase options, 104
worksheets, 103
content, 147
deleting cards or sections, 148
group cards, 66-68
moving cards on storyline, 147
design, 148-150
applying new design sets, 152
customizing design sets, 153-154
Remix!, 155
switching to another layout, 156
Title Cards, 32



Index moving cards on storylines

moving cards on storylines, 147
My Sways page, 183
sharing, 178-179

navigating
Sway, 13-14
Sway for iPhone and iPad, 202

navigation structures, 24
navigational layouts, 27-29
numbered lists, creating, 46

o)

Office App Switcher, 14

Office Lens, 113

Office Mix, embedding mixes, 84-85
offline access, 191

offline Sway, cloud content, 191

OneDrive, adding
content from, 124-125
Excel workbooks, 131-133
PDFs, 133-135
PowerPoint presentations, 128-131
Word documents, 126-128

OneNote, adding content from, 113-114
online help, 15

Open Storyline button, 35

opening Sways, 142-143

Optimized for Presentation, 28

Options button, 57

options for sharing, 164-165

options for social sharing, 185

P

PDFs, adding from OneDrive, 133-135
PicHit, adding content from, 121-122
PicHit.Me, 5

Picture Cards, adding, 37-39

pictures
cropping, 48
formatting, 44-45
specifying focus points, 48-49
specifying show case options, 49
Smart Cropping algorithm, 48
taking and inserting, 195-197

pie charts, 91
adding, 99-101
planning storylines, 24
playing Sways, 160
PowerPoint presentations, adding from
OneDrive, 128-131
previewing
charts, 104-105

imported Sways, 18
Sways, 24, 159

regular charts, 88

creating, 96
Remix!, 14

modifying design automatically, 155
removing

bulleted lists, 46

effects, 45

links, 47

numbered lists, 46

Sways from Docs.com, 170

yourself from shared Sways, 182-183

renaming Sways, 143-144
returning to storylines, 35
row headers, hiding, 97



sample Sways, 12
as templates, 13

Save button, 18

saving, 18, 32

scheduling tweets, 172

searching for tweets by username, 124

sections, 24
deleting, 148

Share, 164

shared Sways
editing a Sway someone shared with
you, 179-180
removing yourself from, 182-183
stopping sharing, 181-182
viewing, 180-181

ShareThis, 170-174

sharing
specifying who can see your Sway,
164-165

Sways
on Docs.com, 165-167
edit links, 177-178
via email, 174-176
on Facebook, 171
from My Sways page, 178-179
on social media, 173-174
on Twitter, 172
view links, 176-177

sharing options, 164-165
showcase options

charts, 104

specifying, 49
showing values, 98
signing in to Sway, 19-20
signing out of Sway, 21
Slideshow Cards, adding, 60-62
Smart Cropping algorithm, 48

social media, sharing sways, 173-174
Facebook, 171
Twitter, 172

Sways

social sharing options, 185

SoundCloud, embedding audio
clips, 82-84
sources
adding content from, 111-112
for Add Content pane, 108
suggesting new content sources, 138

Stack Cards, adding, 56-58

stacked charts, 88

Stop Sharing button, 182

stopping sharing of Sways, 181-182

storylines
moving cards on, 147
planning, 24
returning to, 35

suggesting new content sources, 138
Sway, overview, 3-4

Sway accounts, creating, 10-11

Sway community forum, 15

Sway for iPhone and iPad, 200-202
installing, 205-207
navigating, 202

Sway for Windows 10 app, 190-191
installing, 192-194

Sway home page, 10
Sway menu, navigating, 13-14

Sways
backing up, 50
creating by importing content, 18-19
creating new, 17
deleting, 146-147
duplicating, 144-145
embedding, 183
on websites/blogs, 183-185
managing on Docs.com, 168-169
opening, 142-143
playing, 160
previewing, 18, 159
renaming, 143-144
sharing
via email, 174-176
on Facebook, 171



Index Sways

on social media, 173-174
on Twitter, 172
unpublishing on Docs.com, 170
switching
charts, 102
layouts, 156

T

taking pictures, 195-197
templates, sample Sways as, 13
terminology for charts, 93
testing Sways, 25

text, formatting, 44-45
bulleted lists, 45
links, 47
numbered lists, 46
Text Cards, adding, 35-36

three-step process for embedding
content, 72

Title Cards, 26, 31
backgrounds, 34-35
modifying, 32
titles, 17
troubleshooting broken links, 180
Tweet Cards, adding, 42-43

tweets
scheduling, 172
searching for by user name, 124

Twitter
adding content from, 123-124
sharing Sways, 172

U

Undo button, 148
Ungroup button, 68
ungrouping groups, 68-69

unpublishing Sways on Docs.com, 170

uploading files from your computer,
136-137

usernames, searching tweets by, 124

Vv

values, 94
showing, 98

vertical layout, 13
vertical scrolling layout, 27
video, embedding from Vimeo, 80-82
Video Cards, adding, 40-41
view links, sharing, 176-177
viewing
shared Sways, 180-181
Sways on web, 185

views, accessibility view, 161
Vimeo, embedding video, 80-82

websites
embedding Sways on, 183-185
that support Sways, 72
viewing Sways, 185
Windows 10, Sway for Windows 10 app,
190-191

Word Documents, adding from
OneDrive, 126-128

workbooks (Excel), adding from
OneDrive, 131-133

worksheets, 93
modifying, 103

Y-Z

YouTube, adding content from, 122-123
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