HOW TO VIEW AND HAND IN ASSIGNMENTS IN TEAMS

¢ There are a few ways to view Assignments on Teams. Often, a link to an Assignment will be in the
general posts.

. General Posts Files Class Notebook Assignments Grades Insights —

¢ This is what it might look like in the general posts

e Assignments Monday 10:49 AM @
Lesson 1 - week beginning 27th April

Due May 01
View assignment

« Reply

April 28, 2020

¢ Click on View Assignment and it will take you to the actual Assignment.

¢ |t will look something like this

. General Posts Files Class Notebook Assignments Grades Insights —+

< Back

Points
Mo points

Lesson 1 - week beginning 27th
April

Due tomorrow at 3:00 PM

Instructions

Please complete the attached sheet and upload it via
assignments (click on add work then hand in). Ask your
teacher if unsure. Please send your teacher 3 message to say

your work 15 there as that is the only way we will get a
notification.

Reference materials

@ 51 French week beginning 27 April lesson 1.docx  ss

Student work

MNone
Jone



¢ |f there wasn’t a link in the General Posts, you can also find the Assignment by clicking on
Assignments along the top tab.

. General Posts Files Class Notebook Assignments Grades Insights —

You may see a few Assignments here, so just click on the one you need.

~ Assigned (%)

View more past due

1L2 Mrs Myles lesson for Wed 22nd April
Due April 23, 2020 11:59 PM

112 Mrs Myles lesson for Friday 24th April (lesson 3 week beg 200420)
Due April 24, 2020 11:59 PM

1B2 Mrs Myles Lesson from Friday 24th April (lesson 3 wb 200420)
Due Apnl 24, 2020 11:59 PFM

Lesson 1 - week beginning 27th April
Due tomorrow at 3:00 PM

Lesson 2 - week beginning 27th April
Due tomorrow at 3:00 PM

¢ Once you are in the Assignment page, click on the reference materials and you will see the actual
task

Reference materials

@ S1 French week beginning 27 April lesson 1l.docx ses

¢ Once completed you should click on +Add work at the bottom left of the Assignment page

My work
+ Add work



* You will then see a box — the left hand side will look like this

4+  Mew file v’ ﬂ

‘@ Link

B ® ®

&

Upload from this device

¢ By choosing Upload from this device, you can upload a document from your computer, a photo
from your phone etc.

¢ Once this has uploaded, choose Done

¢ Now click on Hand in at the top right

¢ |tis useful for staff if the pupil can post a message on Teams to say that they have uploaded the
work as Assignments doesn’t send notifications to staff to say work has been uploaded.



¢ To have a quicker overview of Assignments for all subject areas, you can click on Assignments
down the left hand side of the Teams page. This will list all your subjects and if you click on a subject
and choose Next, you will be taken straight to the Assignments which are due.
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