
How to upload and submit a word document to a Teams assignment – Laptop/PC browser version 

 

1. Log on to Teams and click on your Assignment. 

 

 

2. Read your assignment check what needs to be done. Then click on the ‘waffle’ in the top left corner of Teams. 

 

  



3. Click on Word, then click on New blank document. 

 

 

 

4. Click where it says Document in the blue bar to add your title. 

 

 

  



5. Type in the title of your assignment. This is what the document will be saved as. 

 

 

6. 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.  

 

 

 

  



7. Click on + Work  

 

 

8. You should see your saved files appear in your OneDrive storage area. 

 

 

  



9. Click on the file you want to upload and press attach. 

 

 

10. It will upload and you will see it attached in the My work section. Now click on the Hand in button.  

 

 

  



11. Your work is now uploaded and handed in. Well done – your assignment is complete! (If there are any problems 

there is an Undo hand-in button here.) 

 


