
STEP 1:
Click on this button to 
access any assignments 
you may have.

STEP 2:
Any remaining tasks 
appear here. Click on it 
to open.

How to complete an assignment on Teams.



STEP 4:
Read the instructions 
here.

STEP 5:
Any tasks you can 
type into are here. 
Click on this and it 
will open.



STEP 5:
Complete the tasks. You can type into the document. It automatically saves your 
work as you type.

STEP 6:
When you 
have finished, 
press the close 
button.



STEP 7:
You will return to this screen. 
To hand in your work press 
the ‘hand in’ or ‘turn in’ button 
at the top of the page. It is 
always blue!

STEP 8:
Once you’ve handed in your 
work, you will see an 
animation appear – like this 
one! It will also tell you when 
you turned your work in.


