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Preparation of materials £4 £} 4

1. ePortfolio template on Sway FiA
https://sway.office.com/tztC10ZgoOBLI85r?ref=Link

2. Basic understanding of Microsoft Sway
HH Sway Y EEA T i (RIBIEE T 7 0k e 7 EE )
https://support.microsoft.com/zh-hk/office/sway-1f34 A [
-2076¢468-6314-4a89-ae5{-424796714a8a

Section 1. About the Platform “Microsoft Sway”

1. Building up the structure of ePortfolio &7
ePortfolioZZ

° f‘-ig https://voutu.be/1Y419x4YTOs

1.1 Duplicating the template %5/ £3 H

This part aims to help you duplicate the ePortfolio template used specifically for THIS COURSE
for your own editing.

JEER 3 BT AR B B IR BRASIRAE AT ] B e Portfoliofi A, LIHLARTAREEE A ePortfolio.

Step 1: Click the link to the ePortfolio template.
PHELERAGH AL https:/sway.office.com/tztC10ZgoOBLI8Sr?ref=Link


https://sway.office.com/tztC1OZgoOBLI85r?ref=Link
https://support.microsoft.com/zh-hk/office/sway-%E5%BF%AB%E9%80%9F%E5%85%A5%E9%96%80-2076c468-63f4-4a89-ae5f-424796714a8a
https://support.microsoft.com/zh-hk/office/sway-%E5%BF%AB%E9%80%9F%E5%85%A5%E9%96%80-2076c468-63f4-4a89-ae5f-424796714a8a
https://youtu.be/1Y4I9x4YTOs

Google

@ hitps://sway office com/tDYRXZ56bzSCK7xref=Link )

[} 7x?ref=Link

2 hitps //sway office. com/tDyRxZ5g6bzsCK7x?ref=L.. - Google Sear.

YouTube Senn Googleschal
G = +
sig WebStore  Add shortaut

Sign-in is required

Sign in with a work or education account to view this Sway.

B Microsoft

51234567 @s.eduhk.hk

Can't access your aceount?

Q} Sign-in options

Step 2: Duplicate this template to “My Sway” under your EQUHK account.
T HAAE SR My Sway” (75 B4 ZORHR F 8% .



My Sways

Create new

Duplicate this Sway

Step 3: Change the title, then click Duplicate |
EUGHIAEE, B TR

Duplicate this Sway

We'll create a copy of this Sway and add it to your My Sways page. You can rename it first if you want.

SED 3097/3098 Catering for Diverse Learning Needs (18I} —Individual Assignment (Template) @RS S8R BRE

Duplicate




Sway Remix!

Storyline

Duplicate this Sway

We have successfully created a copy of this Sway on
your My Sways page.

T T

B Picture

E3 Video

Step 4: Open it in “My Sway”, and then begin to edit your own e-Portfolio. 7E“F)Sway” H T
BRI B, SR1% B AR HREE R {8 A\ Sway/ePortfolio,

My Sways  Edited Vi

SED 3097/3098 Catering fo...
1/17/2022 s 0

Step 5: Click ... at the upper right corner, then select [ Setting for this Sway |
AEE BT, SRR TERIE tSway ]



£ Feous Point

ner

Step 6: UNCHECK “Viewers can change the layout of this Sway”
Bl “Amtilag nl LA e bt Sway BOA R,



[> Play @ Share .-

/O K~ Insert

Settings for this Sway X
|:| Show text direction buttons

|:| Use right-to-left layout

View settings

|:| Viewers and co-authors can
duplicate this Sway

|:| Viewers can print this Sway
|:| Viewers can export this Sway

|:| Viewers can change the layout of
this Sway

+ | Show Sway informational footer

Autoplay off @_)

1.2 Personalising your ePortfolio 1 4:{\.{K*JePortfolio

This part is based on personal needs to help you personalise your ePortfolios. 530 H HY /&

EHHRMEMALIRISway/ePortfolios (MNFFEL) ,

Step 1. Click [Design]on the upper left to personalise your ePortfolio ZNF5 %, BLEE/E £ [hE
A ] B EF IR Sway/ePortfolios;



B

Step 2. Click! Styles | on the upper right F5- 2284 EMA T ;

[) Play |5 Share

Step 3. Choose templates to personalise your ePortfolio #E~[Alk: =\ H & AR ePortfolio.

Styles

g

Vertical Horizontal slides

Customize your Sway with custom colors, typography, and

A b textures.
Abc

Abe Abe Abc \be

Abc Abe Ab Abc

Abc | Abc Abc Abe




2. Text input for major sections =245 SUA

IEI%‘EI
° af https://voutu.be/uNJJshTadlo

This part aims to help you understand how to add texts in the Sway, including heading and text.
MRSy B B AR B BOAR T AR A AN SO (SUAR TR B8 50) .

I\ Notes for students: Your own text is required in the text card for EVERY main part of the
ePortfolio, but it is NOT necessary to move or change the headings of each part. /K35 ZAEfRE—

I8 = 2EER 5y T I B SOR R R i AR A SCA, (HA A 5 SR B A i o fo (8 = 258 53 /Y
e (LL R IE 2 61)

Each input or revision will be autosaved by Sway. Sway At I 8 7 f— Wil A/,

4 1.1- A Review on the Generic Intended Learni...

E Emphasize = 4 Accent @ Link fil]

A. Review on the Generic Intended Learning Outcomes GILO (s) [B]E8
ERS2ERE

h
o

Text Card

2.1 Adding Headings ¥~/

If you need to add an extra heading to the existing template, click+]first, then select/ Heading
1. RARFEALBUA A I INARSMERE, BT+ 1%, % Heading 1).

L3
LAY

Suggested Text Media Group

N @ 2
Image Stack Upload

_!
2
1

Heading 1

10



https://youtu.be/uNJJshTa4lo

2.2 Adding Text 7SI 3CF

Step 1. Click [+ first, then select! Text | F5E [+ 1%, %[ Text].

LA

Suggested Text Media Group

N 9 7
Image Stack Upload

0

Heading 1

Step 2. Click [Emphasise | and [Accent] to stand out the text, if needed. BB (557 ) M [42H |
PLZE HEE RS0 (AN T )

- o

= Heading | E Emphasize ll A Accent [J:= Bullets i= Numbers @ Link

sample text

Step 3. Click [Bullets | and [ Numbers | to create bulleted and numbered lists, if needed. Hfi%&
[oE B RF %) M Tk ) LURIEE IR H A3 R T a2k (7R 2E)

:+— Bullets 2= Numbers

= Heading | Emphasize 4 Accent @5 Link

sample text

11



Step 4. Click [Link | to embed web links into the selected texts, if needed. Then, copy and paste
the link(s) of the selected website(s) , and change the display texts if needed % 8L | DLk A
e E B RE R AR BR S (AN FREE) , SRTR A RURRE AHE BOERS, Fn i dis S0,

- A Accent *= Bullets éE Mumbers <@ Link

Link

Display Text

lesson plan

https://docs_google.com/document/d/14FO-QNNM2fgad| DV GGurlBPaZrLkcMSES

L

—

= Heading = | Emphasize 4 Accent +— Bullets

sample text lesson plan

3. Adding Images/videos ¥SIE F 8

[m] A [m]
() ’ﬁ%
BSEA https://voutu.be/d2G PWIOAWA

This part aims to help you understand how to add images and/or videos in the Sway, so as to

support your texts, 53 B A& B BIAR T M anel & A8 fr, i BOAR R ST,

12


https://youtu.be/42G_PwlOAWA

3.1 Uploading an image to Sway _E#i[E /1 2| Sway

Step 1. Click[+] first, then select/Image | B58& [+ 7%, % Image].

Suggested Text Media Group
= = ~ T
Heading 1 Text Image Stack

T
Upload

Step 2. There are 3 common methods to upload images: 7 F 5 3FE & 7 =:

- Method 1. Dragging the images you want to upload from your computer to the frame; 7

8N R Lt 75 22 A [ R+ EARHE N (R T [Ea) ;

- Method 2. Uploading from your “Onedrive”; f#£Onedrive & ( (201 9:0/r 55 ZrE 2

# %I OneDrive, 7. T[Eb);

- Method 3. Uploading from a folder of your computer; 7 {E A BEASHY ST B (AT

l&lc) ;

Storylne vesign

=i

a

nayc waru. vogpy

Caption

E A= = @ e.omOom

Caption

Drag an image here

Text Card

S~
Suggested + Search
B Suggested

[I:.O&] Wikipedia
®®  [jickr

L0
b 5ingImages | Entry Title
Q Pkt
YouTube
L0
c/_[\ My device otoblog

Step 3. Input necesary text to descript the image uploaded/inserted. i A B 1) SCARAHE A F

/Al A HIE A

13



El

- - - =— — = B L T T
p Details E emphasize A Accent  1— Bullets :— Numbers @ 691 Focus Points | =, O [ @

Description of the picture (Optional)

o ]

I Notes for students: uploading a background image to a heading is NOT suggested, because it
may make the heading look unclear. NG/ EAE R ININT sclEl f, 4 RIS ATRE & R 4T
i

3.2 Adjusting and viewing the image(s) fa 7 Fl i % & F

Step 1. After uploading the image(s), You can click the three square buttons to adjust the
image in three kinds of sizes. FaitlEl J 1%, BHEE =8 5 AR BACHHE [ 09 =FE R T,

- - - =— 1— = o L R
P Details E emphasize A Accent ;= Bullets = Numbers @ & Focuspoints | fo) o0 CT I

Description of the picture [Optional)

Step 2. Click [ Play] to view the according display of images in Play mode, and further adjust.
AHEET R AR [ A ROFRERR, Wit R,

@ Share

1 —
P "/ e Insert

3.3 Adding a video to Sway S5 72 Sway

Step 1. Click[+]first, then select/ Upload] B4+ %%, %[ Upload].

14



Suggested Text Media Group

R~ D N
Heading 1 Text Image Stack Upload

0
i

Step 2. There are 3 common methods to add videos to Sway: % F A 3FE L 5=,

D' Play & Share

JIEI) Insert
Suggested ~ Search sources £ X
B Suggested
I & OCneDrive I Wikipedia
o® [lickr
b Eing images Atro Welfare - Group
& Pick
I B ‘vouTube I
o= ]
I 0
Group presentation Notes

- Method 1: Uploading from your device. 71 A\ A& .
- Method 2: Uploading from OneDrive (if your teaching videos have been uploaded to
your OneDrive), which contains two steps below. f:OneDrive & (41 3L (/R 75 Z) 5
£ _E# %I OneDrive), 4 LA A 8:
m First, click[+]first, then [Media]and Video |. Zi#& [+ 1%, 5 Media
, HEVideo).

15



AN

@

N

Ir'nag e

S.Jggeh Text

Media Group

d| ) <>
Embed

AUdm

—

™

Upload

m Second, click OneDrive on the right under 'suggested . 52 458 T 5% |
"~ OneDrive.

£ 9
B Suggested v rch sources
B Suggestad
I. SrEbTE I Wikipedia
e [lickr
b sngimo .
oo ntro Welfare - Group
o Pick
I B VouTube I
I N My device I
5 0
Group presentation Notes

Method 3: Uploading from YouTube, which contains four steps below (You can search

Insert
2X

randomly or choose a particular YouTube video, this method is similar to the [Embed]. ).

it YouTube L, t35 LA T DU A2 B (IR °T LAKERE TS 53 5% 15 K7 2 1) YouTube /7,
7 AL TR N A LRL):

e First, get the <iframe> code from YouTube: In the chosen YouTube video,
click 'Share], then click [Embed]. & YouTube B f5:<iframe> XA : /A 1%
H i YouTubest fi7, FoBi%E [ Share |, % Embed ] .

16



©000@=

WhatsApp Facebook Twitter Email KakaoTalk

https:ifyoutu.be/HJIWUFSnvDS

[ startat

e Second, copy the <iframe> code generated by YouTube. £ YouTube &
A H<iframe>{ Al

o . Embed Video

Counselling, Inclusion and Special Education
Watch Later ~ Share

[<iframe width="560" height="315"
src="https://www.youtube.com/embed/
HJIWUfSnvD8" title="YouTube video
player" frameborder="0"
[allow="accelerometer; autoplay;
clipboard-write; encrypted-media;

“ 3 lgyroscope; picture-in-picture”
-
. allowfullscreen></if rame>
O startat

EMBED OPTIONS

Arts therapy ) i Show player controls.

Watchon 3 Youlube

e Third: Return to Sway, click [+], select [ Media |, then click [Embed .
K [FSway, BHEE[+ 7%, 38/ Media ), 2% Embed].

Suggested Text Media Group

~ ] <)) </> N

Image Video Audio Embed Upload

e Fourth: Paste YouTube’s <iframe> code here. 2 IR AL FYouTubeH
<iframe>{{Hhi5.

17



Embed Card IO originalsize s, 0 T Tl

g

Embed forms, documents, audio clips and more from sources like Microsoft Forms, SharePoint, and SoundCloud.

Paste your embed code here

[

Step 3. Input necesary texts to descript the video(s) uploaded/inserted. #ii A B2 1 SCA A b
AR A,

p Details E emphasize A Accent 1= Bullets 1= Numbers @5 Link L =) ]E

E

Description of the video

£

[Motes for students: This is just a sample video for demonstrating in this ePortfolio template, student can

delete. |

3.4 Adjusting and viewing the video(s) ¥t FNFHEL &

Step 1. After uploading the image(s), You can click the three square buttons to adjust the video
in three kinds of sizes. &5 7%, BHUE —(F 7 I E KRB R fr 69 —FE R T,

| — EN @ W

P Details E emphasize A Accent  := Bullets = Numbers @ Link L= NI

3

Description of the video

£

{Motes for students: This is just a sample video for demonstrating in this ePortfolio template, student can

delete. |

]

Step 2. Click [ Play] to view the according display of images in Play mode, and further adjust.
AHEET BRI A A RORRERER, Wit — R,

[’.‘:—* Play ﬁ Share

jo. E} ~d Insert

18



I Notes for students:

Sway supports common video file formats, such as .mp4 and .mov, and common audio file

formats, such as .mp3 and .wav. Sway XFFE RRIR A SCHERS S, B0 .mp4 F0 .mov, LAME
SR EBESCEAS K, 140 .mp3 1 .wav,

https://support.microsoft.com/en-us/office/add-video-and-audio-files-into-sway-d2£14842-¢103-

49¢0-9da2-0fbcfcad381f

4. Sharing Your Sway L2 (R Sway

° %g https://youtu.be/g1FP4s-GY4Y

1t is required to share your ePortfolio with the course teacher of this course, the instruction
below are suggested based on SWAY s function, special requirement please refer to your course

instructors. JCRARFETEELIRFIARFRE Al 3L ZIRTESway LY ePortfolios, VAT A BRZEARTE
Sway -2 IRE M ek, AV E RN AT Re A L ERRE0R,

Method 1. Sharing the link of your Sway 35 Sway HJE

- Step 1: Click[share], select [Those in your organization with the link |, select [view

| BEEEE By TR, SRR MSCPAERRIAR ), 2R Taill,

19



https://support.microsoft.com/en-us/office/add-video-and-audio-files-into-sway-d2f14842-e103-49c0-9da2-0fbcfcad381f
https://support.microsoft.com/en-us/office/add-video-and-audio-files-into-sway-d2f14842-e103-49c0-9da2-0fbcfcad381f
https://youtu.be/g1FP4s-GY4Y

Share your Sway with:

Specific people or groups

O Those in your organisation with the link

Anyone with a link

nvite people to view edit

https://sway.office.com/ucoHvpolLXe1fFbjv?ref=Link E@

(a) Get visual link </> Get embed code

P More options

- Step 2: Click [Copy Jicon next to the link of Sway, (OR directly copy the link from
address bar of the browser), then you can copy and send this link to the course teacher by
email or Moodle. BB 55580 TR (BT (BCIEPE7ER B as AR AL, (8T
I Sway HUMELE, IRELIR AT LU E 7 B Moodle#s 25 st s AR F2 LA,

c | F sway.office.com/LwlLOmsTSDrYaY 51X I

T

toryline Design

/' Notes for students: This link will NOT change when you edit e-portfolios on Sway. & /K1
Sway it 7 R4 2= HE, RS AN g ik

Method 2. Exporting your Sway as a PDF or Word file for sharing.
- Step 1. In [Edit] mode or [Play| mode, click [...]at the upper right corner, then choose
[Export J. 7£ [ #mig | S RERUAREUT, B BAMT.L), AR g |,

20



Create new

£  Duplicate this Sway
Save as Template
Print
Accessibility View

Help

- Step 2. Choose 'Word Jor [PDF |to export, then the file will be downloaded to your
device. 1&4% [ Word ) 2 PDF |38 1, IR S T BEIIR AR

Export your Sway

Choose the format you want to export to.

Word PDF Close

Ir , S

- Step 3. Send this file to your course teacher by email or Moodle. 18 ité & - H {55,
Moodle# 1% It SCPFAG AR AR B Al

I Notes for students: The Word or PDF file exported may not be able to show correctly the
videos you embed/upload to Sway. & 1) Word 5% PDF U4 A AE VA E MR R i AN/ {2
Zl| Sway FISZ F,

21



Section 2. About the documents put into “Microsoft
Sway”

5. Copying the template of teacher comment Google

Doc #HECERIE B HA

El%'ﬁlil
° B EE 1 iips://voutu.be/3uil MLSTY 5w

This part aims to help you understand how to duplicate the template of teacher comment
Google doc for course teacher to view and comment on your ePortfolios. 35157 SEEBMRT

PR A TASE f) 2B SR S SO PROREAS, DA RRAR A A R

Step 1: Open the link of the template of teacher comment in any browser; 75T &2 45 H T
B S35 Rii B SO A EL

The template of teacher comment:
https://docs.google.com/document/d/1xaNyx1FrWilxhSpeq7xiENMgWJ0-RZhRIul5XV9aT

ioA/edit?usp=sharing

Step 2: Click [FileJin the upper left corner, then [Make a copy), the copy will be
automatically saved in your Google Drive with the name of “Copy of ....”; Bi¥2/C FAT kE22),
R1% TENCRIAS ), SZRIASE B B R F7EIER) Google Eimfl i, 4 4. IIEIA ;

22


https://youtu.be/3uiIMLSIY5w
https://docs.google.com/document/d/1xaNyx1FrW1xh5peq7xjENMgWJ0-RZhRluI5XV9aTioA/edit?usp=sharing
https://docs.google.com/document/d/1xaNyx1FrW1xh5peq7xjENMgWJ0-RZhRluI5XV9aTioA/edit?usp=sharing

Edit View Insert Format Tools Exiens

~ B New » 3
3 Open Ctrl+0

ID Make a copy I

2+ Share >
1 Email =
4 Download =
Z Rename

Move

(& Add shortcut to Drive

i Move to trash

-

%) Version history -

(® Make available offline

() Details
@ Language =
[ Page setup

&= Print Cirl+P

Step 3: Find your copy in My Drive], and rename it with your class and your name, then start
editing on it online. 1 [FAIZE Al | HHEBIRIA, 3765 AR EERRFIRLA B4, R% 0t
AT LGt Lt S SR

6. Setting access right for teacher comment Google
Docs FXE “ELRM & SR YRR
[=] A3E [m]

° E (LT https://youtu.be/3MIaPAY Uul8

23


https://youtu.be/3MIaPAYUuI8

Step 1: Click [Share] button in the upper right corner of the teacher comment Google doc; %%

AR RS B BRI TR R,

~ B -

£ Editing - | A

Step 2: Choose the [ Anyone with the link | (so your teacher can access easily); 3&f% [{T-{a] %1
TEERE A A ) CE AR ARG ANk rT LUESERRA ) o

General access

© Anyone with the link ~ Viewer

Restricted

s.eduhk.hk of The Education University of Hong Kong

Anyone with the link

Step 3: Select anyone with the link as [Editor] (so your group mates can edit, and teacher can
comment), then click [copy link | B (EAr] AEE RS O A #H THREEE | (K RSN AT LA
A, AR R T R |

24



Share "2022- ® ©

23_SED3097&3098_Sample-ePortfolio
Teacher’s..."

Add people and groups

People with access

Owner
Editor «
Editor «
General access
© Anyone with the link « Editor ~
Anyone on the internet with the link can edit

Step 4. Return to your Sway (Edit mode), choose the display text, Click [Link ] ,embed/paste the
link into the selected texts of the FIVE required parts of ePortfolio, then click [OK]J. #%[A] Sway
(AR 2Q), SRR R SOA, B TLink |, a5k AZE] ePortfolio HTL{E WA FEER 77 H B E

A, BEETOK

Link

Display Text

Web Link

25



Text Card

Your content is here.. |_|ﬂ|(

_Display Text

Teachers' comments Eﬁ-ﬁ%ﬁ
|

— ) -
= Heading [ Empl pe—— I T
paste the the link of teacher comment hers
Teachers' comments i | OK | Cancel
(Note for students: stu

I Notes for students:
1. Please ensure to follow the above steps to set the access right for teacher comment
Google doc.
2. Students can choose to download this template of teacher comment, but offline-version
WILL NOT be able to be commented unless it is uploaded and set access right in Google
Drive or OneDrive.

IREY=%
1. FHTEIRIEIR b /G RaRE HATE B AR R
2. BERIDUT AR RS, (BB SRR BB Google Drive/One Drive
33 B A R, B0 T AR LRI R T R e

7. Setting a shared folder for supporting files of your
ePortfolio % ePortfolio HY S FF SRR & It FH STk

oko
> N
EI https://voutu.be/mqzjAZ9zgzM

This part aims to help you store your supporting files of your ePortfolios for the course teacher
to review and comment if needed.

JEER 3 A B A B B IR s i £ AR B SRr SO, I (AR AR S A AR RN R (ANFR ).

26


https://youtu.be/mqzjAZ9zgzM

I\ Notes for students: You can create a shared folder and file in your GoogleDrive or Microsoft
OneDrive, or even Dropbox, as long as you set the access right for the course teacher to view
and comment. /% 7] LLE4%1EGoogle Drive, & Microsoft OneDrive 5% {iE A Dropbox H1 Al &t
PSRN BRSO, R EEARAY R E W] R AR R A5 A T LA AR RN R .

7.1 Creating folder & file on Google Drive 7£Google Drive
R S AR S

Step 1: Create a folder on YOUR own GoogleDrive, then upload YOUR lesson plans and
related teaching materials to this folder.

FEVR{E AHY Google Drive FAlIAE — {822 A SCIEAR, SR IRAY RSO L= R% iRk
EF[O

L Drive Q Searchin Drive - @

| My Drive ~
l- New y v
rive

» My D
2, Shared with m
Q©  Recent A place for all of your files
Y  Starred
—_— Google Docs, Sheets, Slides, and more Microsoft Office files and hundreds more @
W 8 U B @
lorage

]
&

0 bytes of 15 GB used You can drag files or folders right into Drive

Buy storage

(7p]

(4]

Drive Q
[ )

5 New folder
File upload
Folder upload
B Google Docs >
Google Sheets >
Google Slides >
B Google Forms p
More >
]E Trash

27



New folder

BED3097-3098 Attachments (supporting d

Cancel Create

Step 2: Set the access right for the supporting documents you uploaded so that the teacher can
check these documents if necessary (The procedure is the similar with the above Part 5 for
teacher comment Google doc).

BB ST AR A SCRF SO 2 RERR, B an A A B Re A L A S s (P BR B O 25 5850 8
Al FLGoogle doctHEL) .

I\ Notes for students: Usually it just needs to set the access right of the folder. If necessary, you
can also consider setting permissions for each document in the google folder — 15, LA

TREPRAE[R] SCPE AN SCIERERR,, 2R PT LAFT 0 1 e 45 {18 S E PR,

- Right click the folder or doc to set A7 FEEEEE SCIFA 5 ST,

Name T Orresst Last rodified

Il Taaching moteiets me 345 PM ma -

+I- Dpen with

I &+ Share I

Go  Getlink

3O  show folder location
(£  Add shoeicut to Drive
E wmovetw
Tr  Addto Starred
Rename
e Change colar

rd
Q,  Search within Teaching materials
(i) View detnils

&

Downlooad

[] Femove

28



- Choose [ Anyone with the link | as [ Commenter ] to grant access right for the course
teacher, then click [Copy link | 8845 [H1EEAEATAN A VER [FEamd ), R TR
G

Share "EDA3121 Teaching materials”

Add people and groups

People with access

General access

Anyone with the link +
Anyone on the internet with the link can comment

> Copy link m

Commenter - I

7.2 Creating a shared folder and file on MS OneDrive /EMS
OneDrive A& S5

Step 1: Create a folder on YOUR OneDrive, then upload YOUR lesson plans and related
teaching materials to this folder.

fEAROnedrive b AIHE—{F22 B 3CIEAE, IR IGIRAD SCRF UM BB SCIEAR
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LIAMNG, IR V] RBGS1G T Upload ~ Sy L Auiowanie Giwt
B iy files ™ Foider
D necen B! Wced dosoment
' Shared B Facel wivhibook
Modded Miadified File e S
§  Regulebn B PowerPoint presentabon i "
] Omchicte motetook tormment docs 17 hary o LAAKIG, 1 18 AR 07 KN B P

S lahle & Fomme for Excel
. o o et froem thasnd X
eraren, they T appear mTan Dusk B Vi drwing

i
. & Link

WO R

Create shaied bhrary

Create a folder

Step 2: Setting the access right for the shared Folder on OneDrive. 7% & OneDrive {42
PR

- Right click the folder, select [share] 47 8B4 ST AcE SO, BRI 4322 )

- Select [People in the The Education University of Hong Kong with the link jand [
Allow Editing ], then click Apply |4 [ I HE A9 F HEHE K2 N B Rl SLFFm
W, SNRARERTIE I,
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Link settings

Sample
Who would you like this link to work for? Learn more

@ Anyone with the link

Specific people

Other settings
Allow editing

© Block download @

) ©

Input course teacher’s email address (e.g., *******@eduhk.hk), and click [Send | #i A

IRAVIRAR AT 2 R E Ak | IR R 52 [ Send )
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Send link X

sample

@ People in The Education University of Hong Kong with the
link can edit >
teacher's email address VY

No results
e

Message...

Copy link

@ People in The Education University of Hong
Kong with the link can edit >

Step 3: Set the access right for the supporting documents you uploaded so that the teacher can
check these documents if necessary. 5% & It S A4S SCRF SR 2 HERR, 7 (S 2Rl an A a0 BEIG:
H LA R

I Notes for students: Usually it just needs to set the access right of the folder. If necessary, you
can also consider setting permissions for each document in the folder —fi%1Mi &, LA RERR %5
() ST A P SCARERR, R IR m] AT 0 Bl R 1B A ST 2 R,

7.3 Embed the link to the shared folder in the required
section of your Sway (e.g. Attachments) 7ESway ' {8 &7

A A S AE RS (1140 : ()

Step 1. Return to your Sway (Edit mode), choose the display text, Click [Link]. iX[2] Sway (#f
FEAR ), BRSO, B2 [ Link |
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4 8-7. Attachments (linked to your shared fo...

E Emphasize A Accent | @ Link |
- 7. Attachments (linked to your shared folder on Google
Background
L]
Text Card

{Notes for students: The videos, pictures, or other documents you would like to suppeort your ePortfalio can be put into a Google

shared folder in your Google drive. Then the link of your Google folder can be put here for teachers' access.)

Step 2. Paste/embed the link of your shared folder (created in Google Drive or OneDrive) into
the selected texts, then click [OK . #ELfG R AR 28 E XA, BHEETOK |,

Link
Display Text

7. Attachments (linked to your shared folder on Google Drive/ M5 OneDrive)

Web Link

paste the link of your shared folder here

I Notes for students: Pasting the link randomly instead of embedding inot the selected it NOT
suggested, because it may make your Sway/ePortfolios look messy. 7~ i 418 #55 FE R ARG H T
AR NBIFTRNE H, [K %38 " REE £ Sway/ePortfolios hi ifi & LA AR AL,

33



Section 3. Others

8. ePortfolios Technical Support £ X F

Any technical issues about ePortfolios, please contact 1 il ePortfolios/ ) {T-(r £ 7 [T/, FE
%% Centre for Learning, Teaching and Technology (LTTC), E-1/F-01, Ittc@eduhk.hk (2948

7047)

9. ePortfolio Checklist EH 1|75 &

On my ePortfolio (Microsoft SWAY)

Action yes/no
1. I have duplicated the template.
2. I have uploaded a photo to change the photo of the template.
3. I know how to edit and adjust the text.
4 I have received the link to “ePortfolio teacher’s comment” via Google.
5 I know how to or have embedded the link of “ePortfolio teacher’s comment”

into my ePortfolio in five required places.

6 I know how to upload or have uploaded a video.
7 I know how to set or have set the access right of my ePortfolio.
8 I know how to or have created a shared folder and restricted the access right

for my attachments of ePortfolio.

9 I know how to submit or have submitted my link to Moodle assignment (when
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mailto:lttc@eduhk.hk

teachers ask me to).

10. Frequencies Ask Questions 7 7.[ &

1. &% AT LA BRePortfolio—3 43 2
I, BRIEORAE A FE SR A & 2 A B R,
2. A fHIEAEELA A RO E N5 BB R/ 2
IR AT RE TR B A A BRI E AME B, MERZTEE T J7 Atext cardiiINE A 1E B
3. REABUE AR R fEePortfolio ?
PR AR SR8 N BT, ABAN AR T8 BN, SRR /4T 1 i P,
4. A7 HUH 3 g SO ePortfolio 2
ATLL, ARERFRFE S 2 30, ARIREERR AN 2R A vh 30 (335 30)

5. wn{affERePortfolio T{FELh5 2

— 5 TAEYS A DU B LTTCE {4 ; B 2 AR FE A TA/EY o] LUBE B Pelly i Alex, F as B2

b —{f 2 A TERI R,
6. HKEGIEMH A ePortfolio 3 82 2
FHY, 55 B HCE R O E R T LB A TAES & R

https://www.lttc.eduhk.hk/std-eportfolio/

11. More resources for reference 2= H AL

1. Basic understanding of Microsoft Sway ¥#f A Sway) FEA T fi
https://support.microsoft.com/zh-hk/office/sway-f 3 A[H
-2076¢c468-6314-4a89-ae51-424796714a8a

https://support.microsoft.com/en-us/sway

2. Sway quick start

https://support.microsoft.com/zh-hk/office/ % A
‘ -sway-b60d6dc4-d2bc-4740-abld-e2¢c4071dca03

35



https://www.lttc.eduhk.hk/std-eportfolio/
https://support.microsoft.com/zh-hk/office/sway-%E5%BF%AB%E9%80%9F%E5%85%A5%E9%96%80-2076c468-63f4-4a89-ae5f-424796714a8a
https://support.microsoft.com/zh-hk/office/sway-%E5%BF%AB%E9%80%9F%E5%85%A5%E9%96%80-2076c468-63f4-4a89-ae5f-424796714a8a
https://support.microsoft.com/en-us/sway
https://support.microsoft.com/zh-hk/office/%E7%99%BB%E5%85%A5-sway-b60d6dc4-d2bc-4740-ab1d-e2c4071dca03
https://support.microsoft.com/zh-hk/office/%E7%99%BB%E5%85%A5-sway-b60d6dc4-d2bc-4740-ab1d-e2c4071dca03

3. Adding videos and audio files to Sway IR 7 Fni5 iAZE] Sway
https://support.microsoft.com/en-us/office/add-video-and-audio-files-into-sway-d2£14842-¢10
3-49¢0-9da2-0fbcfcad381f

4. Sharing to others 7y F#Afl A
https://support.microsoft.com/en-gb/office/share-your-sway-1cf853b8-ef7e-46b0-b704-003e5
8d28998

=Ju =

5. Prlvacy settlngs in Sway Sway 11 KQ?M‘%&;(E

-1318d72bf217

- End -
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https://support.microsoft.com/en-us/office/add-video-and-audio-files-into-sway-d2f14842-e103-49c0-9da2-0fbcfcad381f
https://support.microsoft.com/en-us/office/add-video-and-audio-files-into-sway-d2f14842-e103-49c0-9da2-0fbcfcad381f
https://support.microsoft.com/en-gb/office/share-your-sway-1cf853b8-ef7e-46b0-b704-003e58d28998
https://support.microsoft.com/en-gb/office/share-your-sway-1cf853b8-ef7e-46b0-b704-003e58d28998
https://support.microsoft.com/en-us/office/privacy-settings-in-sway-394b551c-be6f-4bd7-a70a-f318d72bf217
https://support.microsoft.com/en-us/office/privacy-settings-in-sway-394b551c-be6f-4bd7-a70a-f318d72bf217
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