
Student Guide to Assignments on Teams



When you first log-on to Teams, you will be greeted by this screen. To find your work, you have two 
options:
a) Click on a class
b) Click on ‘assignments’
I would recommend ‘assignments’ as it keeps everything in one place and will make it less likely for 
you to miss anything.

Step 1: Home Screen



Assigned: Here you will find all 
of the assignments that you 
have not yet completed. 

If an assignment is overdue because you have missed a deadline, then it will be clearly 
marked. All due dates can be found on this page too.

If you wish to look back at any assignments that you have completed - perhaps to check for 
the marks and feedback - then you should click on the ‘completed’ section.

Step 2: Assignment Page



Points
This will tell you if the assignment is worth 
numerical points. For example, if you are in a 
GCSE class then a teacher may wish to give 
you a mark from 1-9.

Step 3: An Assignment

Resources
Underneath the assignment you will find any 
resources attached.

Add work and Hand In

DO NOT click ‘Hand in’ until you have uploaded your completed work by clicking on the ‘+ Add 

work’ and uploading the relevant document.



When you click ‘+ Add work’ you 
have several options but we will 
focus on three.

OneDrive
You all have a OneDrive account 
on which you can complete and 
keep your work. 

+ New File
You can create a new file that 
will be created right into this 
homework. We will do this 
option.

Upload from this device
You can upload the file from 
whatever you are working on.

Step 4: Completing and Uploading Your Work



When you click ‘+ New File’ 
you have the option of three 
different types of file.

When you have chosen your 
file, name it and it will be 
created straight into Teams, 
ready for you to edit. 

You will see the file appear 
in the homework and you 
can click on it and begin 
editing.

Step 5: Adding Work



Your work will save 
automatically.

When you have finished 
working on it, or if you want 
to stop and come back to it 
later, click ‘close’.

Step 6: Doing the Work



You can come back to your work on this 
page as many times as you like, editing 
and completing your assignment but 
when you have finished, you must click 
the ‘Hand in’ button at the top.

If you change you mind and want to add 
something later you can by clicking in 
the same place. The ‘Hand in’ button 
will have changed to ‘Undo hand-in’ 
(see below).

Step 7: Handing it in



When your teacher has marked the work, you 
will get a notification in ‘Activity’, in ‘Chat’ and 
in ‘Assignments’. All three will direct you to the 
assignment that has been marked 

Step 8: Getting Feedback

When you click on the 
assignment, you will be able 
to see the feedback. 

You will also see points you 
have been awarded, if the 
assignment has points. 

And, if you have been asked 
to do some green pen 
improvements, then you are 
able to ‘Hand in again’. 



Step 9: Getting Detailed Feedback

They can see the feedback.
They can see the points you have awarded. 

And, if you have asked them to do some green pen improvements, then 
they are able to ‘Hand in again’. 

If you click on a document that you 
have worked on, a teacher might 
have added detailed feedback. You 
will immediately be able to see what 
teachers have highlighted, but you 
won’t be able to see their comments 
unless you click the little speech 
bubble.

When you have clicked the little 
speech bubble, you will be able 
to see the comments open on 
the right of the document and 
even reply to them if you wish.


