How to upload and submit a word document to a Teams assignment — iPad browser version

1. Log onto Teams and click on View assignment.
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2. Read your assignment check what needs to be done. Then click on the ‘waffle’ in the top left corner.
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Instructions

Take a look at this website for some reminders about how to stay safe online:
https://www.childnet.com/young-people/primary/get-smart

Choose one of the problems below and write what you would do to help fix the prablem if
this happened to you. Include the number of the problem that you chose in your answer.

1. You leave your password on the bus and you are afraid that someone else will access
your account.

2. You notice that your friend has posted a photo of themselves standing outside their
house in their school uniform.

3. Someone at school has been really rude to you when playing a game online.
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3. Click on Word.
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5. Click where it says Document in the blue bar to add your title.
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6. Type in the title of your assignment. This is what the document will be saved as.
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7. Complete your task in the Word document. Your document will automatically save to OneDrive (your online

storage area). Click on the tab where Teams is still open.
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8. Click on + Work
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Take a look at this website for some reminders about how to stay safe online:
https://www.childnet.com/young-people/primary/get-smart

Choose one of the problems below and write what you would do to help fix the problem if
this happened to you. Include the number of the problem that you chose in your answer.

1. You leave your password on the bus and you are afraid that someone else will access
your account.

2. You notice that your friend has posted a photo of themselves standing outside their
house in their school uniform.

3. Someone at school has been really rude to you when playing a game online.
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9. You should see your saved files appear in your OneDrive storage area.
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10. Click on the file you want to upload and press attach.
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11. It will upload and you will see it attached in the My work section. Now click on the Hand in button.
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4
. Instructions

Take a look at this website for some reminders about how to stay safe online:
https://www.childnet.com/young-people/primary/get-smart

Choose one of the problems below and write what you would do to help fix the problem if
this happened to you. Include the number of the problem that you chose in your answer.

1. You leave your password on the bus and you are afraid that someone else will access
your account.

2. You notice that your friend has posted a photo of themselves standing outside their
house in their school uniform.

3, Someone at school has been really rude to you when playing a game online.
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12. Your work is now uploaded and handed in. Well done — your assignment is complete!
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Instructions
Take a look at this website for some reminders about how to stay safe online:
https://www.childnet.com/young-people/primary/get-smart

Choose one of the problems below and write what you would do to help fix the problem if
this happened to you. Include the number of the problem that you chose in your answer.

. You leave your password on the bus and you are afraid that someone else will access

your account.
2. You notice that your friend has posted a photo of themselves standing outside their

house in their school uniform.
3. Someone at school has been really rude to you when playing a game online.
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