
HOW TO ACCESS 
YOUR MICROSOFT SWAY

A QUICK TUTORIAL



HERE ARE SOME COOL THINGS ABOUT 
MICROSOFT SWAY

✓Sway is free to use on any device by accessing your Lauchpad

✓Sway will automatically save your work when using it through 

Office 365

✓With Sway, you can easily embed any sort of media to add flare to 

your work

✓You can also easily record over your presentation with Sway



WHEN YOU LOG INTO LAUNCHPAD, YOU NEED TO 
SIGN INTO YOUR OFFICE 365



YOU MAY SEE THIS SCREEN WHEN SIGNING INTO 
MICROSOFT FOR THE FIRST TIME

IF YOU SEE THIS SCREEN 1ST, 

CLICK "USE ANOTHER ACCOUNT"

YOU WILL BE PROMPTED TO ADD 

YOUR EMAIL AND PASSWORD...



What's Your Email?

Your email is based off your 

Launchpad login username:

[Your lauchpad Username] 

@richmond.k12.ga.us

For Example

Student name: John A. Doe

Lauchpad Username: doejoa

His email would be:

doejoa@richmond.k12.ga.us



ONCE YOU SIGN IN, YOU MAY SEE EITHER OF THESE 
SCREENS...

Click this Icon to access 

Sway

Or...

This is your 

email...

You will click 

here to get to 

your app choices 

to select Sway



To get from your 

Microsoft email to 

your Sway account, 

click the dotted box


