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

f) Office 365 Login | Microsoft Offic X @i General (Ms M-C Test Class) M %X 4 = X

&« c 0N @ https://teams.microsoft.com; :

G Google Accounts B3 rc Sharepoint . Schor <| Leaming Journals ﬁ Teams

e m

< All teams ﬂ General Posts Files Class Notebook  Assignments  Grades O]

Microsoft Teams

Recount Points

No points
General Due 19 June 2020 23:59

Ms M-C Test Class

Instructions

‘Write a recount of your time in lockdown so far.

My work
+ Add work
1 M @ € B3 wE WNg s 9 =B NENR %SO PER L m g




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

0} Office 365 Login | Microsoft Offic X | i General (Ms M-CTestClass) | Mic X C Word x  + - X
X {t & hitps//www.office.com/launch/word?auth=2 w O
i Apps G Google Accounts B3 rc Sharepoint . School website W Twitter <| Leaming Journals ﬁ Teams
S)
New documents saved to: @ OneDrive Hide templates
. —p ]
[#4
= \i?:n[l?! . ':
| 7)) ™y
& | E%
= i
Mew blank decument General notes 5-day trip planner Open house flyer MLA style paper Bold meonogram resume
More templates —>
Recent Pinned  Shared with me  Discover T Upload and open...
- o
| ‘ )
U
Waiting fo W Feedback

4. Click where it says Document in the blue bar to add your title.
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5. Type in the title of your assignment. This is what the document will be saved as.
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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.
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difficult not seeing my friends and my grandparents for so long. It's completely different from what I'm
used to but | understand that there is a good reason why everyone is being told to stay apart. Some of
the things I've spent my time doing are going for walks around my local area (I've discovered quite a few
new places!), playing on my Xbox, painting and drawing and watching movies on Netflix with my sister.
I've felt lots of different things — anger, boredom, happiness and lots more.
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7. Click on + Work
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8. You should see your saved files appear in your OneDrive storage area.
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9. Click on the file you want to upload and press attach.
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10. 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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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.)
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