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Forms 
(Access through Glow)
· + New Form - Insert title (which will be the name of the Form) and any other information.
· + New Text 
· Insert question – Term 1 move slider to require to be answered and a long answer as gives more space for a comment. Repeat for remainder of terms.
· Change style if required – top right-hand corner. Can use one already there or school colours (Red Hex #FF0000)
· Ensure saved – at top.
· Return to Forms page by clicking Forms at top left.
· On the correct Form click ellipsis …, then copy, go to All My Forms, change name in Form and ensure saved. 
· Collect responses – Select anyone if the Sway is password protected. Embed Code </> and copy link.
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Sway

· + Text – Heading 1 card and out in title and picture if required.
· + Media – embed </> and paste link. Set emphasis to intense by selecting the biggest rectangle in top right of the card.
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