
How to use 
SWAY to create 
an e-portfolio?



Using SWAY to create an e-portfolio

1. To design different layouts

2. To upload photos, videos, and other documents

3. To share e-portfolio with others



Step 1: Access to SWAY

• https://sway.com/

• Login in with the EdUHK email account

https://sway.com/


Step 1: Access to SWAY

Click this to create a 
new presentation



Step 2: Add a title for your presentation

1. Click ‘Storyline’

2. Add a heading

3. Click ‘background’ to add an image as the heading background

1.

2.



Step 3: Insert content

Tap it to insert content



Step 3: Insert content

To add text

To upload 
images / videos

To add the effect of animation



Step 4: Upload images / videos
• Images



• To adjust the size of the layout or images

Step 4: Upload images / videos



Step 4: Upload images / videos
• Option (A)- Upload videos from Panopto (https://eduhk.ap.panopto.com)

Step 1︰
Click “Create” & 

“Upload media”

https://eduhk.ap.panopto.com/


Step 4: Upload images / videos
• Option (A)- Upload videos from Panopto (https://eduhk.ap.panopto.com)

Step 2︰
Upload media

(It takes some time 

to process)

https://eduhk.ap.panopto.com/


Step 4: Upload images / videos
• Option (A)- Upload videos from Panopto (https://eduhk.ap.panopto.com)

Step 3︰
Click “Settings” and 

go to the section of 

“Overview”

For “Downloads”, 

choose the option 

of “No one”

This is to protect your video privacy!

https://eduhk.ap.panopto.com/


Step 4: Upload images / videos
• Option (A)- Upload videos from Panopto (https://eduhk.ap.panopto.com)

Step 4︰
Click “Share” and 

choose “Public 

(unlisted)”

Then copy link

https://eduhk.ap.panopto.com/


Step 4: Upload images / videos
• Option (A)- Upload videos from Panopto (https://eduhk.ap.panopto.com)

Step 5︰
Go back to SWAY and 

paste the Panopto link 

• Go back to SWAY

https://eduhk.ap.panopto.com/


Step 4: Upload images / videos
• Option (B)- Upload videos from computer or embed Youtube video

Method 1︰
Upload videos from 

your computer

Method 2︰
Embed YouTube 

video code



• Go to YouTube 

Make your private YouTube video



Answer this question

Make your private YouTube video



Make your private YouTube video



Make your private YouTube video



• Go back to SWAY

Share your private YouTube video



Step 5: Create Google drive URL

Methods:

• Your supervisors will need to view your artifacts saved in Google drive so you need to add your supervisors to 
access your Google Drive

• Go to Google drive and log in with the EdUHK account

• Create a folder and name it “FE BEd（ECE）” and upload your artifacts to the folder, and then share via link.

Create folders

Create folders



Create folders

Click “Shared” to 

change the share 
setting

Step 5: Create Google drive URL



Click “Copy link” and 

then “Done”

Step 5: Create Google drive URL



Paste link generated 

in Google Drive

• Go back to SWAY

Step 5: Share Google drive URL



Step 6: Design a layout

3.



Step 7: Share your Sway 



Print or export your Sway as PDF

1.

2.



Important! 重要步驟！
Step 8: Submit the link 遞交鏈結

• Login to FE system link: https://festuat.eduhk.hk/student/login

• Enter “Submit FE e-Portfolio link”

https://festuat.eduhk.hk/student/login


• Submit your FE e-Portfolio link



For FE supervisors: 

FE supervisor will find your SWAY link



See the examples (outline)

• English https://sway.office.com/spWylxrlyGGYrowJ?ref=Link

• Chinese https://sway.office.com/ZR4yRhHc00Yk2cdi?ref=Link

https://sway.office.com/spWylxrlyGGYrowJ?ref=Link
https://sway.office.com/ZR4yRhHc00Yk2cdi?ref=Link


Use the same e-portfolio for semester 1 
and semester 2 (for the whole FE period)

第一學期和第二學
期用同一個電子歷
程檔案

在後面加入第二學
期即可。



Important Remind 重要提醒

1.需確定已開放權限，讓導師可以查閱瀏覽所遞交的Sway及Google Drive文件。

It is important to make sure that the permission has been settled, so that 
your supervisors can view and browse the submitted Sway and Google 
Drive files.

2.可以嘗試用其他設備瀏覽你的Sway鏈結，檢視內容已經完整上載並可瀏覽

You may use another device to check the submitted link and ensure all 
documents have been uploaded with permission to access.

3.學校體驗電子歷程檔案核對表

Use the Field Experience e-Portfolio Checklist 



Field Experience e-
Portfolio Checklist

學校體驗電子歷程檔
案核對表

Page 67



10月15日前上載你的電子歷程檔案鏈結
Submit the E-portfolio link before Oct. 15

Important! 重要步驟！
Step 8: Submit the link 遞交鏈結

• Login to FE system link: https://festuat.eduhk.hk/student/login

• Enter “Submit FE e-Portfolio link”

https://festuat.eduhk.hk/student/login


LTTC ePorfolio User Guide (Sway)

https://sway.com/nIZTrWfVTiD6tRjF

Reference:

Thank you!

LTTC e-Learning Consultancy Areas of support include:

using e-Learning platforms such as Moodle, Turnitin, 

Google Sites, Sway and Mahara;

For enquiries, please call 29487047, 

or send an email to lttc@eduhk.hk

（LTTC關於電子歷程檔案的諮詢）

https://sway.com/nIZTrWfVTiD6tRjF
mailto:lttc@eduhk.hk

