
How to Submit an Assignment in Teams  

 

• First you will want to open Microsoft 365 Online and login. 

 

• After your logged in your home screen should look like this. That’s when you will go click on the 

purple option named Teams in between SharePoint and sway. 

 



• Then it will take you to the Teams Home page. This is where you will see all of your classes that 

your teachers have set up. 

 

4. Then you click on one of the classes. As you can see on the top it gives you many options such as 

Posts: this is where you can ask your teacher questions about an assignment. Files:  This is used if 

you need to access a website or book from your teacher. Assignments: This is where you access all 

of the tests, worksheets, notes,etc.  

 

5. You can also access Assignments on the sidebar. Activity is where reminders of due dates will 

show up. So as soon as get here you click the class you want to look at. 



 

6. It will then bring you to the assignments for that class. So you click on the one that you want to 

do. The due date is at the bottom of each assignment. It should look like this. This page gives you all 

of the instructions for the assignment and gives you the website or worksheet that you need to 

watch or do under my work.  

 

7. You then click on the worksheet under my work and on a separate tab open word in Microsoft 

365 and type the answers. (to open word go to the top right corner and click on the dotted square 

and word will be in there. 



 

 

8. As soon as you finish the assignment you will go back to the assignments page click on the 

assignment and then click add work. It should then be automatically saved and in the list of your 

finished work. 



 

9. You will then click on it and press attach. It will show up right under the assignment and then you 

press turn in in the right-hand corner and a cute pic of something will come down showing that it 

was turned in and it will also show the date and time you turned it in.  

 

10. Also if you need to fix something on the page and you already turned it in then you just click 

undo turn in. Then you can fix the document and turn it in again. 



 


