MS Teams. How to...

Access, complete and submit an assignment

Using a laptop/PC:
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2. To select the assignment either click on the link in the posts tab (this opens
the assignment directly):
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OR by clicking on the assignments tab at the top (you will need to select which
assignment you want to do)

3. Read the instructions and clink on the assignment document (this may be a
Forms Quiz, a Word doc or a PowerPoint doc depending on your task)
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Search or type a command

l < Al teams u General Fosis Files Class Notebook Assignments Grades  Insights & D
= u

w

Teams N

The Vikings

2 < - Painis
a A day in the life of .... L

; General fay 20, 2020 11:59 PM
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© Fun Channel you have read and researched, | would like you to write a story
1. Vikings at home about a day in the life of ... Give your character a name (vikng name) and
tell me about a typical day for you. Use what you have learned about
vikings in your story

2. Viking Mythology
d 3. Our Viking World

4. Viking Longboats
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4. Ifitis a Word or PowerPoint document, click ‘edit document’. Open in app
is ok.
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5. Type in your work. It will automatically save after each key stroke.
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@ A day in the life of...docx Close

Adayin the life of - Saved

L File Home  Insert  layout  References  Review  View  Help OpeninDesktopApp Q@ Tellme whatyouwanttodo ¢ Editing 7 Comments
Teams —_—
e Dy Plv & |GlibiBody) v[11 v/ A A B I U 2Zv Av A = ZEviZv & 3E Ev L sylesv O findv| Gffctate % Ideas

: Add your story here and please insert some images
a
u This is my biology assignment about cells

i
®

Page1of1 16words English (US) - 100% + Give Feedback to Microsoft

B

Ll © Type here to search w A Q) W @ ENG

15:17
02/06/2020

6. When you are finished, click ‘close’.
7. Click ‘turn in’ button. If your assignment is overdue, it will say ‘turn in late’
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Instructions
® Fun Channel Now that you have read and researched, | would like you to write a story
1. Vikings at home about a day in the life of.... Give your character a name (vikng name) and
tell me about a typical day for you. Use what you have learned about

2. Viking Mythology vikings in your story.

3. Our Viking World
My work
4.Viking Longboats

@) A day in the life of...docx

8. You will see an animation (this varies!) and it will S o
tell you the date and time you turned in your
assignment. It is only after this point that your ——

teacher will be able to see and mark your work!

9. You can click ‘undo tW \@)
something or add work if you have another
document to include.
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Using a mobile phone:
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1. Open up the
Teams app
and select
assignments
tab. Choose
the relevant
class.
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3. Click on the
assignment to see
details about what
you need to do.

4. Click on add
work if you need
toadd a
photo/video/word
or PowerPoint
document
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2. The
assignment can
also be accessed
via the general
posts tab
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Carbon Cycle
Due Jun 12
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Carbon Cycle

Due 12 June 2020 23:59

Instructions

Once you have completed your notes, the
online lesson on the carbon cycle and the
Quiz, you can move on to your assigment.
Your task is to complete a video to explain
the carbon cycle using your own words and
anything from your home/nature that might
help as props. Your video should be no more
than 3mins long and should be done to the
best of your ability.

My work

—+ Add work

Points
100 points possible

Q]j,) Immersive Reader




MS Teams.: How fo...

2029 @ —

£~ Attach aresource

@ OneDrive

+ New file

@ Link

25 Teams

oA

Upload from this device

080 2@— -

IMAGES ON PHONE

! Screensh...

187 kB 20

]

CANCEL

Screensh...
344 kB 20:...

Screensh...
248 kB 20

5. Choose the relevant place
that you want to upload

your document from e.g.
OneDrive or from device

6. If choosing ‘from device’
select the correct area e.g.
images or videos etc

7. If it is an image, choose
the correct one you want to
upload.

8. You can see the progress
of the upload using the blue
line. Ensure you allow it to

fully upload!

9. You can add other files
using the ‘+ add work’

10. Click ‘hand in’ to submit
your work
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Carbon Cycle

Due 12 June 2020 23:59

Instructions

Once you have completed your notes, the
online lesson on the carbon cycle and the
Quiz, you can move on to your assigment.
Your task is to complete a video to explain
the carbon cycle using your own wards and
anything from your home/nature that might
help as props. Your video should be no more
than 3mins leng and should be dane to the
best of your ability.

My work
f1] 20200602_202929.mp4

—+ Add work

Points.
100 points possible

m Immersive Reader
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Carbon Cycle

Due 12 June 2020 23:59

Instructions

Once you have completed your notes, the
online lesson on the carbon cycle and the
Quiz, you can move on to your assigment.
Your task is to complete a video to explain
the carbon cycle using your own words and
anything from your home/nature that might
help as props. Your video should be no more
than 3mins long and should be done to the
best of your ability.

My work

{+] 20200602 202929 mp4

Points

100 points possible

[__é]-)') Immersive Reader

11. You will know that your
work has been successfully
submitted because an
animation will appear e.g. a
rocket

12. You can also see the
date and time you handed
your work in

13. In the assignments
section, it will let you know
you have nothing left to
hand in

2035 WO & [ BRIl
= Assignments Q
Testywesty Teamyweemy 255

v/ Assigned (0)

Nothing left to
hand in.

#winning ®

S Camnlatan

4§ @A ®

stivity Chat Teams Assignm.. Calendar Mor¢

1 @ <



