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If you are not using a college computer and you are outside 
of the college, you do not need to get the Windows app, just 
choose the option to Use the web app instead 
 

 
 
 
 
 
 
 
 
 
 
 
Once logged in you will see the Class Teams to which you have been added. 
 
In this example, you have notifications that tell you that something has been posted in your class 
team 
 

 
 
 
Click on your Class and you will see the channel 
which has the notification 
 
 
 
 
 
 
 
 
 

 

An assignment has 

been posted – click on 

the View Assignment 

button to view and 

complete 



Student guide to completing an assignment 
 

Student Guide To Assignments In Teams October 2020 Page 3 of 4 

Viewing the assignment 
 

 
 

 

Completing the Assignment  
 
The document will open and you will be able to edit directly in the document.  As you type in your 
answers, it will save your work. 
 
When you have finished typing in your answers, you can Close the document and it will save. 
 

 
 

 
When you are satisfied that you have completed the work, you can submit your work for marking. 

 
 

 
 
 

  

If this is a graded 

assignment - this tells 

you how many marks 

you can get 

This is when the 

assignment is due  

Click on the 

document to open  
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Submitting the assignment 
 

 

 

You will see an animated notification 

telling you that you have submitted 

your work.   

Note - If the due date hasn’t yet 

passed, you can Undo Turn in and 

update the document, otherwise your 

tutor will mark your work and give you 

feedback 

 

When your tutor has marked and returned your work, you will see a 

notification in the Teams window 

 

Click on the Activity icon and it will take you to your assignment 

feedback 

 

 

You can now see the mark you have been given and any feedback 

Click on the Turn in 

button to submit your 

work  


