HUGNG DAN SU DUNG SWAY

Sway la gi?

Sway la mét (ing dung gitp thay cd dé dang tao va chia sé bao cao, cau chuyén ca nhan, ban trinh
bay tuong tac véi nhiéu mau sac khac nhau. Véi Sway, thay cé khéng con bi gidi han & viéc chon
mau thiét k& san khién ban trinh bay cua thay cé trong giéng hodc na na ngudi khac, déng thdoi
véi Sway thay ¢ khéng can c6 k§ nang thiét ké, nhung van cé thé dé dang chuyén dai va thé hién

thong tin theo nhitng cach thdc hién dai, tucng tac va gay chd y cda riéng minh.

V&i Sway, thay c6 khong can phai danh nhiéu thai gian cho viéc dinh dang. Cong cu thiét ké tich
hop san cla Sway gilp thay c6 cé dugc tac pham tuyét vai nhat. Néu thiét ké ban dau khéng phu
hop vdi s& thich hodc tam trang cua thay c6, thay co c6 thé dé dang ap dung thiét ké khac — hoac

tly chinh hoan toan bé tri dé tao thiét k& cua riéng minh.
Pé sir dung Sway thay co can chuan bi nhitng gi?

Dé ¢b thé st dung dugc Sway thi thay cd phai co 1 trong nhiing thi sau

e 1 tai khoan 0365
e 1 tai khoan hotmail, outlook mién phi ctia Microsoft.

e Hoac 1 tai khoan Skype.

Néu thay c6 chua cé bat cUr loai tai khoan nao & trén, hay truy

nhap www.microsoft.com/account dé dang ky mién phi.

Tao mot ban trinh bay dau tién

Pang nhap dé bat dau vai Sway.

Dé bat dau véi Sway, hay truy cap sway.Office.com trong trinh duyét bat ky, réi bdm vao biéu

tugng dang nhap trén thanh menu trén cing hodc nit Get Started dé bat dau
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Sway

Create visually(striking newsletters /presentations,

and documentation in /minutes

Get started

Khi do sé xuat hién giao dién rat don gian cua Sway.

Chao miing ban dén véiSWay

1y 45

Tao Mdi Bat dau tir mét tai liéu

Bam vao Tao M@&i hoac Bat dau tir 1 tai liéu dé bat dau tao Sway dau tién cia minh.
Tim hiéu vé& Dong ndi dung Sway

Dong ndi dung la nai thay c6 nhap, chén, chinh slra va dinh dang néi dung ké vé cau chuyén clia
thay 6. Thay cd co thé sap x€p ndi dung tuan tu bang cach thém thé, mdi thé chira mot loai noi
dung thay c6 muén — nhu van ban, hinh anh, video va ca tai liéu Office. Thay c6 cé thé sap xép

lai thr tu cac thé bat ky lic nao dé phu hgp vai nhu cau cdia minh.
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Dong ndidung  Thiét ké 2 R~ Chen
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Bdt tén cho Sway

cua ban

Bam dé thém ndi dung, chﬁng han

nhu vin ban, hinh anh, video hodc
tai ligu Office

Thé xudt hién lién tifp trén

Déng ndi dung

Dat tiéu dé cho Sway cla thay c6

Bam vao van ban cho danh san Dat tiéu dé cho Sway cuia thay cé hién thj trong thé dau tién
trén Dong ndi dung, réi nhap mo ta ngan gon nhung y nghia vé ndi dung ctia Sway. Sau do, khi
thay c6 chia sé Sway da hoan tat cia minh, tiéu dé nay sé la ndi dung dau tién ma ngudi khac sé

nhin thay.
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Background

Title your Sway

Tap to give your Sway a title. X

For example, you can make a Sway about a
school or work project, a presentation,
your favorite hobby, or a recent vacation.

Thém hinh anh va van ban vao Sway cua thay co

Dé thém noi dung vao Sway cua thay cé, giéng nhu van ban, hinh anh hoac video, hay bdm hoac
nhén vao biéu tugng (+) & thé cudi cung. Thay cé cling c6 thé kéo va tha van ban cung hinh anh

thang vao Dong ndi dung ma minh mong muén
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Doéng ndidung  Thiét ké

Tiéu dé

™~ Chung tay day lui Covid - 19

Bam vao hinh anh da chén dé djnh dang, déi kich ¢&
hodc loai bo ching

Bam vao Thé Van ban bat ky dé sif dung thanh
cong cu dinh dang
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Toan dan tham gia ung ho phéng chéng dich Covid-19" mang y nghia lan tda
nhirng gia tri truyén thr:mg day tinh nhan van tot dep cla dat nwoc tao nén sw
gén két, chung tay cia toan x& hdi cing quyét tam day I0i dich Covid-19. m
gia ang hé phong chéng dich Covid-19" mang, y nghta lan téa nhirng gia tri
truyén thong day tinh nhan van t6t dep cla dat nwéc tao nén s gan két,
chung tay cla toan xa hoi cing quyét tam day lui dich Covid-19.

Bam dé thém thé mdi bén dudi thé da chon

Thém ndi dung vao Sway cua thay co

Thay c6 c6 thé dé dang tim ki€ém va thém ndi dung bé sung vao Sway céia minh, nhu hinh anh
dugc luu trit trén may tinh hodc thiét bi di ddng cla thay cé. Sway cling c6 thé tim kiém trén Web
néi dung co lién quan nhat, nhu video, réi thém ndi dung doé vao Sway cla thay c6. Trén thanh
menu, bam vao Cheén, chon nguén ndi dung uu tién cla thay co tur menu, réi nhap tir khéa hoac

cum tU tim kiém vao hop Nguén tim kiém.
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jo, Chén

Pugc dé xuat ~ Cac ngudn tim kiém je. 4

Nhap vén ban tim kiém cla ban vao day
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Thiét bi cla toi Bam dé tai tép lén Sway clia ban

Xem trudc Sway cla thay co

Thay c6 c6 thé xem trudc cong viéc dang thuc hién clia minh bat ky lic nao bang cach bam vao
tab Thiét ké. Khi xem trudc Sway, thay cé ¢ thé nhin thay cach Sway hién thj v8i nhitng ngudi
khac. D€ trai nghiém Sway cuia thay c6 mét cach day dd, hdy bam vao nat Phat & thanh menu

trén cung.

> phat |/ Chiasé

Dong néi dung

Chung tay chong Covid - 19

Dé trg vé Dong ndi dung khi thay c6 da xem trudec Sway xong, hdy bam vao tab Déng néi dung.

Nhing ndi dung vao Sway

Thay c6 c6 thé nhing nhiéu loai ndi dung, bao gém hinh anh, tép video, clip 4m thanh va ban dé

— tU mét s6 web site vao trong Sway cla thay co.
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1. Sao chép ma nhing clia néi dung ma thay c6 muén nhing, thay c6 cé thé tim thdy ma nhdng
bang cach chon tuy chon Chia sé hodac tuy chon tuong duong. Ma sé cé dang tuang ty nhu thé
nay: <iframe width="560" height="315"... </iframe>.

2. Bam vao biéu tugng (+) & cudi thé hién cé bat ky.

3. Bam vao Phuang tién, réi chon Nhing.

4. Dan ma nhung cuta thay c6 vao Thé Nhing mdi xuat hién trong Dong ndi dung.

b

Buoc d8 xudt Van ban Phuong tién Nhém

3 <) 7
Hinh anh Video Fim thanh Nhing Tai lén

Chén The Nhing

Luu y: Néu thay co6 dan URL (dia chi web) dudi dang méa nhing thi URL phai cha tién t6 bao mat https:// thay
vi http://, néu khong ndi dung da chon cua thay c6 sé khong dudc nhing.

Thay c6 cling cé thé nhiang form hodc nhdng tai liéu Office trong Sway (phdn nay don gian, nhu

nhung cdc néi dung khdc nén minh ko trinh bay chi tiét tai day)

Nhing Sway vao mét Sway khéc

Thay c6 mudn nhing Sway nay vao Sway kia? Thay c6 ciing c6 thé thuc hién diéu do6 tuong tu
nhung cac ndi dung khac.

1. Trudc tién, ma& Sway thay c6 mudn nhung, roi bam vao biéu tugng Chia seé d thanh
dan hudng trén cung.

2. Chon Nhan ma nhing, réi sao chép ma xuat hién trong hop thoai.

Hwéng dén si¥ dung Sway Billy Nguyén Page |6


https://www.facebook.com/billynguyenvn

3. Tiép theo, di dén Sway thay c6 muén nhing néi dung, réi badm vao biéu tugng + & cudi thé hién
c6 bat ky.
4. Bam vao Phuaong tién, roi chon Nhing. 9

5. Dan ma nhing cua thay cé vao Thé Bugcdlxuit  Vinbdn | Phuongtién ~ Nhom

Nhing mdi xuat hién trong Dong noi B ] i) <f> S

Hinh anh Video fum thanh Mhing Tai lén

dung.

Chén Thé Nhing

Thay déi kiéu Sway cutia thay cd

Sway cho phép thay co tap trung vao nhirng néi dung mudn truyén dat bang cach gitp thay cd
dinh dang, thiét k& va bé tri cho néi dung cla thay cé. Thay cé co thé gilt thiét ké mac dinh dugc
Sway dé xuat, hoac c6 thé chon va ap dung thiét ké cda riéng thay cé, thdm chi tuy chinh layout

cUa bai trinh bay.
Pé chon kiéu cho Sway

e Bam vao muc Thiét ké trén thanh menu,

e Chon Kiéu, dé chon mét giao dién mang phong cach ngau nhién va phu hgp tam trang
cho Sway cua thay c6 vao bat ky lic nao, bdm vao nat Pha trén! cho dén khi thay c6 tim
thay thiét ké phu hgp.

e Thay c6 cling c6 thé diéu chinh mét phan cu thé cua ki€u hién dang dugc ap dung, nhu

mau sac, phéng chit va hoa tiét bang cach bdm vao nat Tay chinh trong ngan Kiéu.

Dong ndi dung Thiét ké

Bam vao mot ki€u bat ky dé ap dung cho
Sway cta ban
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Néu thay c6 mudén xem trudc cach nhirng ngudi khac xem va dan hudng Sway céia minh ngay sau
khi chia sé, hdy chon dé néi dung cla thay c6 sé cuén theo chiéu doc, chiéu ngang hay hién thi

nhu mét ban trinh bay.

Chia sé Sway cla thay c6

Sau khi hoan thanh bai trinh bay, thay c6 da san sang chia sé Sway cGa minh vgi tat ca moi ngudi
— hay ¢é thé chi vai nhitng ngusi dugc chon?

Thay c6 bam vao nut Chia sé & thanh menu trén cung, réi chon cach thay c6 muén chia sé Sway
cta minh.

Note: Lua chon cla thay cé trén menu nay phu thudc vao loai tai khodn ma thay c6 da sir dung dé dang nhap Sway.

Bim dé chon céc tiry chon chia s& cho Sway cla ban

Chon hinh thire chia s& Sway

Chia sé Sway Cud pdan vul

Ngu&i hodc nham cu thé

®) Nhifng ngui co lién két trong td chifc cda ban

Bat olf ai co lign ket

' M&i moi ngudi (@) xem chinh sifa

https://sway Sao chép va chia s& mét lién két truc ti€p t6i Sway E@

(2> Nhin lién két truc quan  IESERRNLELNUERLIGT

Chuc thay cé c6 thém nhirng trai nghiém tuyét voi véi Sway.
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