
(Microsoft) Sway With Me.

Leslie Fisher
www.lesliefisher.com
www.lesliefisher.com/follow

slides from leslie fisher 

slides from leslie fisher 

slides from leslie fisher 

slides from leslie fisher 

slides from leslie fisher 

slides from leslie fisher 

slides from leslie fisher 

slides from leslie fisher 

slides from leslie fisher 

slides from leslie fisher 

slides from leslie fisher

Prepared exclusively for cjmccarthy56@gmail.com  Transaction:

http://www.lesliefisher.com/
http://www.lesliefisher.com/follow
http://www.lesliefisher.com
http://www.lesliefisher.com/follow


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

• Content is created and hosted online

• The focus is on creating the content. Once done you can 
view various designs to see how they look in your Sway

• You can search in Sway using AI and Machine learning for 
additional content

• A Sway can be kept private or shared with some, many or 
all

• https://sway.office.com/

• http://bit.ly/2Nu1bqq

What is Microsoft Sway?
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• How To Sway is a Sway project that is a 
deep dive into all of the things you can 
do in Sway

• They did a really good job with this, 
but, it was sadly done before a revamp 
to Sway

• It’s still worth your time to check out

• https://bit.ly/3eSYRWH

How To Sway
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• When you start Sway, you can 
start with a blank Sway or choose 
from a template

• The template option has some 
good choices for photo galleries, 
student, work, etc. but will 
bypass teaching you how to 
create some of the features on 
your own

• http://bit.ly/2Nu1bqq

Getting Started With Microsoft Sway
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• The Storyline is where you type, insert, edit, 
and format the content that tells your story. 
Content is arranged in sequential order by 
adding 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

• http://bit.ly/2Nu1bqq

Sway Storyline: Title Card
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Sway Storyline: Card Options

• Depending on the card type you might see an 
option in the upper left corner for details. 
Clicking that will display additional options 
which vary based on the type of card you are 
adding.

• http://bit.ly/2Nu1bqq
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Sway: Search For Card Content
• Within cards you can click to add additional 

content. 

• When you do this, Sway will kick in and offer to use 
AI and Machine Learning to help search for 
content

• It will help find video and photos and you can 
choose to make sure it only searches Creative 
Commons 

• http://bit.ly/2Nu1bqq
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Sway Storyline: Add a Card

• Once you have created and placed 
your title card its all about adding 
additional cards.

• Once cards are placed, they can be 
easily moved, removed, etc. 

• http://bit.ly/2Nu1bqq
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Sway Storyline: Add a Card

• Once you click add card, you will see 
options to work with Text, Media and 
something called group where all the cool 
stuff is hiding

• http://bit.ly/2Nu1bqq
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To See The Magic…
• I am a linear teacher and learner which makes me dig Sway but 

also makes me struggle a little more with teaching it. 

• The idea that Sway lets you concentrate on the story and then work 
on the design is great for my brain and possibly yours. 

• However. As we dig into adding cards, the only way to see how 
some cards will look is by previewing your Sway by playing it. 

• If you are also a linear learner, I would tell you not to worry about 
the exact look, you can change much of this

• To see some of the whiz bang things you are about to create you 
will need need to click Play and keep in mind the look of your Sway 
can be changed at anytime. Maybe not right now while you are 
learning about the Storyline

• http://bit.ly/2Nu1bqq
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When You Add Cards, Choose Emphasis

• When you add a card, you might see 
two or more squares in the upper 
right corner. 

• These are to tell Sway the type of 
emphasis they have in your Sway. 

• Clicking these on each card will tell 
Sway what it should highlight larger 
when it designs and plays your Sway
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Sway Cards: Text Card
• Adding a Text card is straightforward. 

• Once you add either a text card or text with heading you will have 
the option to add emphasis or italics, a bulleted or numbered list, 
link text as well as change the text a little larger or smaller. 

• Keep in mind the design template will dictate the font and size. 

• There is also the trash can in the upper right corner to delete the 
card as well as the add another card option at the bottom.

• The square in the lower right is to select the card which we will 
talk about later

• http://bit.ly/2Nu1bqq
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Media Cards
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Sway Cards: Media Card: Image
• Adding an image is straightforward. 

• You will not see alignment options here because that is set by the 
design you choose

• You will have the same options to add and change text as you do when 
using a text card

• Clicking on the detail option in the upper left of the video card will also 
give you the ability to add a caption and alt text

• One unique feature in an Image card is Focus Points which when 
selected will ask you  choose the areas of the image that are most 
important so Sway can help position the image with impact. You can 
also say the entire image is important and it will keep that in mind. 

• http://bit.ly/2Nu1bqq
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Sway Cards: Media Card: Focus Points
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Sway Cards: Any Text Card Can Have an Image
• Any text card you create in Sway 

can have an image behind it. 

• Just click on the Heading Option. 
Even if you selected the text 
option without the heading

• This will add an image, even an 
animated GIF behind the text

• Want the headline to have a solid 
color behind it? Add an image 
which is a solid color. 
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Sway Cards: Media Card: Video
• The Video option in Sway is designed to help you find 

content online. 

• If you wanted to add your own video, you could use the 
Upload option

• Once you insert the video there will three dots next to 
the video in the storyline for you to add additional text 
and links

• Clicking on the detail option in the upper left of the 
video card will also give you the ability to add a caption 
and alt text

• https://bit.ly/2S9TUiu
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Sway Storyline: Media Card: Add Audio
• You can add Audio via an audio file or you recording 

directly into Sway

• You will have a five-minute maximum per audio file 
you record

• You can also add text and links to your recording. 

• Want to add Closed Captioning? Just click on the 
Details option in the upper left corner of the card 
and then select a text file from your computer to 
upload text as closed captions

• https://bit.ly/2S9TUiu
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Sway Storyline: Media Card: Embed
• You can embed content into Sway, meaning, 

any site that supports embed (there are a 
lot of them) can be displayed and interacted 
within Sway

• As of now, Sway only supports the iframe 
code, which is what most sites use. Some 
have used a shorter quicker embed as well, 
but, iframe is always the default embed 
option so if you see that as part of a choice 
make sure to choose iframe.

• https://bit.ly/2S7a5wP

slides from leslie fisher 

slides from leslie fisher 

slides from leslie fisher 

slides from leslie fisher 

slides from leslie fisher 

slides from leslie fisher 

slides from leslie fisher 

slides from leslie fisher 

slides from leslie fisher 

slides from leslie fisher 

slides from leslie fisher

0044865617

https://bit.ly/2S7a5wP
https://bit.ly/2S7a5wP


Sway Storyline: Media Card: Upload
• Selecting Upload will bring up a dialog box to 

add items from your computer or device to 
Sway

• This is where you would upload you own 
video, photos and even documents

• Interestingly I discovered when you drag a 
handwritten document in it performs OCR and 
uses the text as caption and alt text (mine did 
not turn out so well but one could always edit 
it)

• https://bit.ly/2Y8vSbB
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Group Cards
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Sway Cards: Group Card: Automatic
• You can group cards together which will keep 

multiple cards together

• Handy if you are planning to do a lot of card 
moving and do not want logical groupings of 
cards separating. 

• You can also click on the squares on the 
bottom right of cards and the group option will 
also appear

• When you click on the top of a group you will 
also see the option to Ungroup any cards that 
have been grouped together. 
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Sway Cards: Group Card: Grid

• Grid will display your 
content in uniform 
boxes

• Grids can contain Text, 
images, documents and 
videos

• Grid displays based on 
the order of cards 
within the grid which 
you can always drag 
cards to change
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Sway Cards: Group Card: Comparison

• Comparison is slick!

• Add two images. They can be 
images you upload as well as 
images you search for

• Sway will add them and add a 
draggable bar between them 
allowing you to drag and 
compare the two images to 
each other
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Sway Cards: Group Card: Stack

• Selecting Stack will let you place 
images from you or an online source 
as well as text and stack them 
together within your Sway. 

• When played you can click on photos 
in the stack and the content will cycle 
through the stack

• There is also an option to display the 
stack in full screen mode which will 
display the content like a slide show
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Sway Cards: Group Card: Slideshow

• Slideshow lets you add both 
images and video that will be 
displayed as a slideshow

• You have three different 
slideshow formats to choose 
from. To change the format click 
on the name of the group in the 
upper left corner and then click 
on group type. The different slide 
show formats will show up on the 
right side 
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Sway Designs
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• Mentioned earlier, but, just in 
case…

• To see your Sway in action, click on 
the play button in the upper right-
hand corner

• It will show you all the interactive 
tidbits it created for you

• To return to the Storyline, while in 
Play, click edit in the upper right 
corner 

Play Your Sway
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• In Sway you can change the layout 
at any time and leave it to Sway to 
make that layout look good. 

• The three layouts are: Vertical, 
Horizontal, and Slideshow. 

• You can also specify whether Sway 
should use a right-to-left layout

• To change the layout, Play your Sway 
and click on the cog in the upper 
right corner. You will see Change 
layout as one of the options

Changing Your Sway Layout
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• We just talked about the cog, so 
this might be a good time to 
point out another option hiding 
with Change layout is Autoplay
which allows you to set a custom 
time for each card and 
automatically play your Sway 
with optional Looping

Autoplay Your Sway
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• Sway offers seven core styles 
that differ in the way content 
is laid out, in the use of 
decorators, image caption 
treatment, and in the use of 
color and textures in the 
background

Changing Your Sway Design
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• The first row offers a unique style, which combines image filters, bold and sophisticated title treatment and backgrounds, a 
framed image treatment, and is left-aligned.  With this style you could explore different image treatment that fit the mood 
of your Sway.

• The second style offers a clean and elegant design, center-aligned text and images, and places images one below the other.

• The third style uses sophisticated title treatment and backgrounds, a framed image treatment, and is left-aligned. In this 
style, images are positioned side by side, or one under the other, depending on available space.

• The fourth style offers a modern design perspective and offers left- aligned text. Image layout is optimized to fit available 
space.

• The fifth style offers a bold design attitude, using a rich variety of background textures, vivid decorators, and playful 
interplay between the content and the background. Images are laid out in a non-formal manner, giving this style a more 
personal feel.

• The Sixth style, optimized for photo album scenarios, offers a clean yet sophisticated approach by focusing on user content 
first. It center-aligns text and images, and automatically arranges the images in the best possible grid layout.

• The seventh style offers an expressive perspective, using playful backgrounds, text back-planes and decorators.

Changing Your Sway Design: Design Types (In Their Words)
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Changing Your Sway Design: Design Types (In Their Words)

From Sway Page I mentioned earlier in presentation: https://bit.ly/3eSYRWH
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Changing Your Sway Design: Customize It
• One of the style 

choices is Customize 
where you can choose 
your own colors, 
styles, font sets and 
animation options

• A cool option here is to 
choose one of your 
images as color 
inspiration. Sway will 
create a color palette 
accordingly. 

slides from leslie fisher 

slides from leslie fisher 

slides from leslie fisher 

slides from leslie fisher 

slides from leslie fisher 

slides from leslie fisher 

slides from leslie fisher 

slides from leslie fisher 

slides from leslie fisher 

slides from leslie fisher 

slides from leslie fisher

0044865617



Share Your Sway
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• Within the sharing setting in Sway you have the option 
to share with specific people, specific people just in 
your organization or anyone who has the link

• You can even invite people to collaborate / edit your 
Sway with you

• When you select Anyone with link there will be options 
to also share your Sway on social media as well as 
Embed code to place Sway elsewhere online

• Clicking on More Options will also show you an option 
to Password protect your sway as well as enabling or 
disabling social share buttons on the Sway itself

• https://bit.ly/2Yf7W66

Share Your Sway
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Share Your Sway: Choice Options
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Sway Tidbits
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• Depending on the layout 
you choose, you can create 
a cool effect where the text 
scrolls over the image. 

• To do this, make sure it’s an 
image card followed by a 
text card with a decent 
amount of text. 

• Set the emphasis on the 
image to the highest 
possible

• Usually one of the first 6 
styles will deploy this 
feature

Tips and Tricks: Scroll Your Text Over an Image
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• Another Text effect 
based on the design 
style you choose is to 
have your text aligned 
to the left or right

• To do this, group an 
image card as the first 
card and a text card as 
the second card

• Based on the design 
style, the image will be 
aligned to the left or 
right of your text

Tips and Tricks: Align Your Image To The Right Or Left
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• Clicking on the three 
dots in the upper 
right corner will 
display some very 
useful items such as 
making your Sway a 
template, printing it 
as a .PDF, exporting it 
to Word or .PDF, 
Settings for language 
and viewing as well 
as accessibility 

Sway Settings
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• The square in the lower right 
corner (usually used to 
group cards) can be also 
clicked and used to copy and 
paste cards via traditional 
cut and paste

• https://bit.ly/3cPe8pz

Copy and Paste Sway Cards
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Sway Support
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• Includes 12 or so different topics

• Nothing woo hoo content wise, but, 
better than nothing 

• https://bit.ly/2Y7HYBK

Sway Help and Learning
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• Five different areas covered

• Not verbose, slightly dates, but, 
worth checking out. 

• https://bit.ly/3cO0gMd

Sway Quick Start Tutorials
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• Super dated content. Including it 
just in case it gets an update

• https://bit.ly/3eUwuHG

Sway Blog
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• A handy guide for your 
administrator concerning some of 
the questions they might have 
about Sway

• https://bit.ly/2xTy0t6

Administrator Information For Sway
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• A place to share feedback and ideas 
about Sway that sadly looks to have 
not been looked at in years. 

• https://bit.ly/3eUwyXW

Sway Suggestion Box
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Thank You!

Leslie Fisher
www.lesliefisher.com
www.lesliefisher.com/follow
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