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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

e https://sway.com/

* Login in with the EAUHK emall account

Welcome to Sway

=
}"" "\
Start from a topic Start from a document



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




nsert content

@ Tap it to insert content

Text Media Group

Heading 1




tep 3: Insert content

To add the effect of animation

To add text
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pload images / videos

e size of the layout or images
Focus Points m

P Details Title Card Tap on what's important so that Sway can position your image. Tap again to remove.
Background y y
P Details E tmphasize A Accent i= Bullets := Numbers @ K3 Focus Points
Caption
Video Card
3 Caption

Add 3 video @
@ e entire image is important Reset

Sway picks the best layout depending on your device and style.




Step1:
Click “Create” &

“Upload media”

&3 Panopto

& My Folder

D | | C Refresh | | mm m=| ==

ﬁ Home

My Folder

B Meeting Recordings

|=, Subscriptions
<: Shared with Me

Everything

3 Browse

Filter by date

D Sort by: Name Duration Date w Rating

B3 Add folder

| sample video

Q_ Search in folder "My Folder"...

®
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Upload images / videos

pload videos from Panopto (hitps://eduhk.ap.panopto.com)

= 3 Panopto Q s¢

Panopto for Windows
Record in application

Panopto Capture
Record in browser

Upload media
Create new sessions by uploading video or audio

Webcast
Prepare a webcast and share a link to it

Build a session
Combine your slides, video, and audio

Playlist
Create a new video playlist

New Folder
In "My Folder" or anywhere else


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

pload images / videos

- Upload videos from Panopto (hitps://eduhk.ap.panopto.com)

Add ﬁles to My Folder - x

®
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Step 2 :
Upload media

Drag video or audio files here (or click to find
on your computer)

(It takes some time
to process)

\ 4

@ sample video

- attin ]
Processing : 0%

< Share # Edit W Delete



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

pload images / videos

pload videos from Panopto (hitps://eduhk.ap.panopto.com)

Share " Edit .l1 Stats W Delete

Session Information

Step3: | overview

Name sample video Edit
CIiCk "SeffingS" and i)zat;euts Folder My Folder  Edit
go to the section of Quiz Results Tags +Tag
. OverViewn 2::2:@5 Preview image ing SWAY fo create an e-portiolic Edit
B e
For “Downloads”, O i
choose the option escrpi '
of “No one” Manage Viewer link https://eduhk.ap.panopto.com/Panopto/Pages/Viewer.aspx?id =e8ca:
Log Owner
Videographer
Date Monday, August 15, 2022 @ 2:14:32 PM  Edit
This is to protect your video privacy! Duration 01:12
Webcast
Discussion

Admins, videographers and creator only

Authenticated users with access
Use folder setting (Admins, videographers and creator only)


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

Upload images / videos

Upload videos from Panopto (hitps://eduhk.ap.panopto.com)

o Settin~ Edit | li Stats W Delete

@

Who can access this video
Only specific people and groups

D4: Who can access this video
° 1] ” .
CIle Share Clnd L Erbod  Facebook  Twitted ‘ ﬁ Restricted

choose “Public — Only specific people and groups
(unlisted)” O strtat

0:00 GD https! _ Your Organization (unlisted)
C'j Anyone at your org who has the link

Then copy link

m Your Organization
Anyone at your org can find and access

@ Public (unlisted)

& Anyone who has the link

G2 https://eduhk.ap.panopto.corr


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

pload images / videos

- Upload videos from Panopto (hitps://eduhk.ap.panopto.com)
ack to SWAY

= Heading E Emphasize A Accent ‘= Bullets éE Mumbers %> Link :': :D: IE

Create a hyperlink in your Swa ‘
Flease click jEE to view my video ‘ yp y y

)

Step 5 - _
Go back to SWAY and Link
paste the Panopto link Display Text
here

Web Link

Remove link


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

Upload images / videos

Upload videos from computer or embed Youtube video

Method 2 :
Embed YouTube

Method 1 :
Upload videos from

your computer video code

@

Suggested Text Media Group

Ed 1) ~
Embed Upload Image Video Audic Upload

= <

Suggested v Search sources £ X

Suggested Embed Card [0 Original size :ﬂ: :CI: :l:l: [@
. inedi Embed forms, documents, audio clips and mare from sources like Microsoft Forms, SharePoint,
@ OneDrive MRz </> P
/ and SoundCloud.

b Bing Images jo, Paste your embed code here
reflective journals
D pickit J +
<JdZ=»
5 0

lesson plans related teaching materials



Make your private YouTube video

« Goto YouTube

3 Voulube Search aQ ¢ $ 0 O

» Sketch comedy Cats Comedy Music Mysteries Noodles Baking Eating Variety shows lﬂ Veizedvides

() Golive

o

Monetize your app : Me at the zoo s o 2280 A Y 38 29 [squid ‘@ The Kid LAROI - STAY (Lyrics)
Get high fill rates and CPMs with AdMob jawed @ Game 3 minutes summary] N Ft. Justin Bieber
mediation. Earn more from your app. 189M views * 16 years ago A0 @ The New Vibe &

Google AdMob™ 11M views * 1 week ago 20M views * 2 months ago




Upload videos

LS

Drag and drop video files to upload

Your videos will be private until you publish them.

SELECT FILES

By submitting your videos to YouTube, you acknowledge that you agree to YouTube's Terms of Service and Community Guidelines.

Please be sure not to violate others' copyright or privacy rights. Learn more

Answer this question

r private YouTube video

sample video

1=

Details Video elements Checks

Audience
Is this video made for kids? (required)

Regardless of your location, you're legally required to comply with the Children’s Online
Privacy Protection Act (COPPA) and/or other laws. You're required to tell us whether your
videos are made for kids. Whal's content made for kids?

Features like per lized ads and ficati won't be avai on videos made for
(i) kids Videos that are set as made for kids by you are more likely to be recommended
You need to answer this question SR

(O VYes, it's made for kids

O Nao, it's not made for kids

~ Age restriction (advanced)

m e Checking 0% ... 5 minutes left

Saved as private

Visibility

Videa link
https://youtu.be/W24fGmecim6&4

Filename
sample video.mp4




e your private YouTube video

sample video Saved as private n b4

Details Video elements Checks Visibility

o @ O

Share video privately

You can invite others to view your private video by entering in their email addresses below.

visibility

Choose when to puhlish Invitees must sign in to their Google Account to view your private video.

. Invitees
@ Save or publish

Malke your video public, unlisted, or private

(@ Private

Only you and people you choose can watch your video

+2 SHARE PRIVATELY

B =) 0:00/1:13 t o S
(O unlisted sample video [] Let everyone at s.eduhk.hk view
Anyone with the video link can watch your video i i 3
Video link 0 [] Notify via email
(O Public https://youtu.be/W24fGmcimeé4

Everyone can watch your video

CANCEL DONE
Set as instant Premiere (@)

1 m o Processing HD version BACK SAVE




sample video

our private YouTube video

Saved as private n b4

Details Video elements Checks Visibility
© o © 0
Visibility

Choose when to publish and who can see your video

(@ save or publish

Make your video public, unlisted, or private

(@ Frivate

Only you and people you choose can watch your video

+8 SHARE PRIVATELY

O Unlisted

Anycne with the video link can watch your video

(O Public

Everyone can watch your video

Set as instant Premiere ()

1 m 9 Checks complete. No issues found.

ifopb' Design a layout

» o) 0:00/1:13

sample video

Video link D
https://youtu.be/W24fGmecimeé4

Copy video link

Embed Video

<iframe width="568" height="315"
src="https://www.youtube.com/embed/
CHPktg2SKW4" title="YouTube video

player" frameborder="0"

allow="accelerometer: autoplay:
clipboard-write; encrypted-media;
gyroscope; picture-in-picture”

allowfullscreen></iframe>




rivate YouTube video

Suggested Text Media

N ] <)

Image Video Audid

Insert Embed Card

Embed Card [C] Original size =, o O m

L J L Jd L—d

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

Paste your embed code here




Create Google drive URL

| nged to view your artifacts saved in Google drive so you need to add your supervisors to
gle Drive

oogle drive and log in with the EAUHK account

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

ethods:

a Drive Q, Searchin Drive it @ & B dgpe °
Shared withme > FEBEd (ECE) ~ 2 B O
+ New
Id
Priority Fen B
» [@] mybDrive B3  FEISemester| B  FEl Semesterli Create folders

» Shared drives

-

a Drive Q, search in Drive =k @
+ " Shared withme > FEBEd (ECE) > FElSemester| ~ 22
ew
Id
Priority i C re ate fO I d e rS
» @ My Drive 8 others B3 Week 1 Lesson plans (Date: Nov.... B3 Week 2 lesson plans (Date: Nov. ...

» Shared drives



e Google drive URL

Q, Search in Drive

=k L4t D punnie
3= @ @ HH ennnre

+ 5 Shared withme > FEBEd (ECE) > FEllSemesterll ~ 2z
ew
Fold
Priority e
4 @ My Drive 3 others B8 Week 1 (Date: March 1-March 5) B3 Wweek 2 (Date: March 8-March 15)

» Shared drives

Shared withme > FEBEd (ECE)

Click “Shared” to
change the share
setting

Shared

Folders

I FElsemester| B FEl Semester I



: Create Google drive UR

@ Share with people and groups e Share with people and groups

No one has been added yet

@ Get link €3

https://drive.google.com/drive/folders/1k7zrJ7ffwwJpsiFEWPM76W_ZdhKu.. Copy link

No one has been added yet

@ Get link 3

https://drive.google.com/drive/folders/1k7zrJ7ffwwJpsiFEwPM76W_ZdhKu...

Copy link

Anyone with the link - .
® Viewer ~ © Anyone with the link ~
Restricted Anyone on the internet with this link can view

Send f .
end feel m v Viewer

Send feedback to Google

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

+/ Anyone with the link Editor
Organize, add, and edit files

@ Share with people and groups

No one has been added yet

@ Get link

https://drive.google.com/drive/folders/1k7zrJ7ffwwJpsiFEWPM76W_ZdhF

- Click “Copy link” and

i - 1] ”
@ Anyone on the internet with this link can view Viewer i.h e n DO n e

Send feedback to Google




o back to SWAY

5: Share Google drive URL

! mporfqn,!

4 1-Please click here to access to Google Dr...

P Details E emphasize A A{:ce

Create a hyperlink in your Sway

lesson plans and related teaching materials.

Please click here to @<=z e ' rive to view my

@ Focus Points m

Paste link generated
In Google Drive

P




Step 6: Design a layout

E Styles @ Remix! X

Storyling Design
NS —

Vertical Horizontal Slides

Customize your Sway with custom colors, typography, and

Abc text
o

bc m m
'J = >
Abc

Abc Abe

| E

Abc Abc Ab Abc

| Abc | Abc Abc | Abe

Abc




Step 7. Share your Sway

Share your Sway with:

Specific people or groups

Those in your organization with the link
Anyone with a link «

= s =T ] - .
I VI people t-\.- W il

iTi
[y ]
Ll
it

https://sway.office.com/tnRh04k0GTtaamD?ref=Link

(25 Get visual link H m </> Get embed code

P More options
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Q % © @

old website | LunaPic | Free Onlin »

Duplicate this Sway

Save as Template

Print Print or export your Sway as PDF
=rint

Export

Cattinns for thic Sweaw




Step 8: Submit the link IBAZ §fi4E

Important! EEHEE!

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

« Enter “Submit FE e-Portfolio link™

& festuat.eduhk.hk/ssTimeTable.php

-.- TR Hi, .. Timetable Testing User 1
. The Education University ~ - —
M of Hong Kong N DASHBOARD  $== USER MANUAL C'b LOGOUT

Field Experience: Student Teaching Timetable

and e-Portfolio Link

Submit timetable View Student Submit
Teaching Timetable FE e-Portfolio link

(%

3
“?



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

« Submit your FE e-Portfolio link

& festuat.eduhkhk/ssTimeTable.php?step=6

-.- T E A Hi, .. Timetable Testing User 1
. The Education University - —
M of Hong Kong /ﬁ‘ DASHBOARD  += USER MANUAL @ ocour

Field Experience: Student Teaching Timetable

and e-Portfolio Link

IR R R IS HE S IBiELE Submit your FE e-Portfolio link

Notes...
* required field

22 Programme: A1P014 - Postgraduate Diploma in Education (Primary) (One-year Full-time)
£EER Year: 1
EE1%E Name of Student: LEE Lok Yee (in English) alt=t s (in Chinese)
E2# student No.: 11061968
EHERFREREEE FE e-Portlolio link: * http://test

Bl A\ FPNREMEEIERESR, BRSHSREN EmEtZssTs.

| declare that the information given above is accurate and understand that supervisors will base on the above link for FE e-Portfolio marking.

GeAsSriFtRESSHER FEHETRRSHRE. SRS S ssE A S .

| agree that the information will be used by SPFEO for administrative and academic purposes. It may also be provided to other units of EdUHK when necessary.

Information Collection Statement

School Partnership and Field Experience Office (hereafter “SPFEO™) pledges to comply with the requirements of the Personal Data (Privacy) Ordinance, and ensure that our staff

[ o]

will adhere to the guidelines set out in the Privacy Policy Statement of The Education University of Hong Kong (EdUHK).




ervisors:

:- R AP s Field Experience Portfolio Assessment Form™*' sz |English
The Education Universi R .
W ottiongiong For Part-time PGDE/BEd & Full-time PGDE Programmes CONFIDENTIAL
) This form is ended.
This form is submitted on 13/06/2022 20:38:37

Student Information

Name of Student R  Student No. 11377343
Name of Programme Bachelor of Education (Honours)(Early Childhood Education) (3-year Part-time) Year of Study 2
Major/Teaching Subject Study 1 Early Childhood Education Teaching Subject Study 2

Supervisor Information
Name of Supervisor (Dept. Abbr.)

<SR  subjcct of Supervision Early Childhood Education

Course Information

Academic Year and Semester

2021/22 Semester 2 Field Experience Course (Code) Integrated Field Experience Il (FEX3141)

' our SWAY link

Student's FE e-Portfolio

Click to view :

No submission received

Grade Descriptorsf Guidelines on Field Experience (FE) Portfolio Assessment Tasks
Assessment ltems




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)

B A |
391 P ) — ) - g

e Semester One

~

FEAR TN B 57
LIS

Semester Two I

o




Important Remind

1. FHEE EBARUE

liml

5

A

S 0 AR DIE B PR Sway iz Google Drive sz {4 e

It Is Importan

t to make sure that the permission has been settled, so that

your supervisors can view and browse the submitted Sway and Google

Drive files.

2.7 LB A

LAt R e I TE VR BT Swaysiish, Al N O 58 B bl Al g1 5e

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

3. B ERE TR RHR

Use the Field

Experience e-Portfolio Checklist
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Faculty of Education and Human Development

Field Experience e-Portfolio Checklist

BERNETEERRENE

Student Name (3 R #.8) ¢ Student No. (% £ $438):

Field Experience e- s () Bl | Seee
Portfolio Checkilist e : :

+ Student Teaching Timetable (Appendix 3 ) O o
& H et R (M 3)

%fi%}%@%%@%%d‘% e Teaching plans ($£ %t #{) o o
ZERG TR YL : :

B Daily evaluation (£ 8 &)

» Assessment Tasks [-4/5 (Appendix 5) | o
Page 67 SPREE 145 (RHE5)
+ Marked Teaching Supervision Form O m]

gL HERSPaA

» Peer Class Observation Record Sheet | m]
(1 record for Sem | & | record for Sem II)
+ EREEEER

(LEFHHBE—7)

+ Virtual Teaching Video O o
s S

# Virtual Teaching Activity Plan o o

AR E T

**  [fthe FE e-Portfolio is incomplete with missing parts or information, an “F* grade will be given
to the student.
RA IR MR T FEASTRAAT AT WH 24 2 8 a#e
HETxRHE, -

Flease submit this checklist to vour FES together with the FE e-Portfolio. 5§ 3848 #5 # 5 5 -0

FRG—HEL TG L -




10H 15HHy F# k) & 1)

FEREAE S A

Submit the E-portfolio link before Oct. 15
Step 8: Submit the link IEAZ fisd

Important! EEHEE !

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

« Enter “Submit FE e-Portfolio link™

Field Experience: Student Teaching Timetable

and e-Portfolio Link



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

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 emaill to

(LTTCH A & T RERE %)

Reference:
LTTC ePorfolio User Guide (Sway)



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

