How to submit/ hand in work using MS Teams




How to submit work using the
assighment tab
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Assignment Tab

e All the work which students have been set/ assigned can be found within the assignments tab of
the class/team
 The assigned work will come under the assigned section of the page.
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Assignment Tab

* Once you click onto the assignment it will bring up a description of the work also any resources

which are required for the lesson.
 The resources could be for reference in the lesson or to complete and hand in to the teachers.

 There may also be instructions for students to create a new documents for their work which they
then need to submit.
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In todays lesson we will be looking at the history of computers and how they have changed the way we live, work and play.
By the end of the lesson you should have compleated the attached work sheet and it must be sent back to me before the
end of the lesson. Please make sure you ask any questions by raising you hand.
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@ History of computers task sheet.docx
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Assignment Tab

* In this example the work document in the assignments tab is one which students can edit and then
hand in. Once the document has been clicked on it opens up within Teams. At this point students
can edit the document and complete it ready to submit. There is no need to save any thing at it
automatically does this.
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ANSWER - ‘

This was the first computer to use?

12. What was Alan Turning famous for?
ANSWER - ‘

13.

ANSWER - ‘

Name 3 facts about the ALTAIR

14,

ANSWER - ‘

What year was the first IBM PC made?

15. What year was the first mass produced PC with a mouse
and keyboard built?

ANSWER -
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Assignment Tab

screen.

Once the work has been completed click onto the close tab in the top right hand side of the
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Assignment Tab

 The work which has been completed can now be sent back to the teacher by simply clicking on the
turn in button on the top right hand side of screen.
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Instructions

In todays lesson we will be looking at the history of computers and how they have changed the way we live, work and play.
By the end of the lesson you should have compleated the attached work sheet and it must be sent back to me before the
end of the lesson. Please make sure you ask any questions by raising you hand.

My work

N] History of computers task sheet.docx

Working on opening in edit mode... Please refresh and try again.

& dd work

C°\> Sheffield Park Academy
f The best in everyone™

e /¥ = ®  Partof United Learning



Assignment Tab

e After turning in your work the turn in button will change to undo turn in. This mean that the
teacher has the work which you have submitted but you are still able to undo the hand in and
make further changes to the work before resubmitting the work.
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L By the end of the lesson you should have compleated the attached work sheet and it must be sent back to me before the
end of the lesson. Please make sure you ask any questions by raising you hand.
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How to add documents in Teams to hand
in which you have saved on OneDrive or
your computer
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Add work tab

* |f you have been working on a document which you would like to hand in from the assignments tab
open up the assignment which the work refers to. You will then see a add work button under the
resources. Click on this.

Microsoft Teams Q Search

General Posts Files Class Notebook Assignments  Grades

{ Allteams e 0 St Mest
1
ST

Teams
SPA - Team Class 11Y It1

The History of computers -

B Generz| =

computers and how they have changed the way we live, work and play.
sheet and it must be sent back to me befare the

@ History of computers task sheet.docx

C°\> Sheffield Park Academy
f The best in everyone™

e /¥ = ®  Partof United Learning



Add work tab

* You will then see the following screen. You can then either click onto OneDrive if you have the
work saved there if not click onto upload from this device if the work is saved on your computer.
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Add work tab

You will then have to find the document which is saved on your computer and click on the open
button.
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Add work tab

e Next click onto Done

Upload from this device
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Add work tab

*  You will now see the document which you have uploaded from your computer listed under my
work. You are now ready to click turn in and send the work to your teacher.

Microsoft Teams Q Search

< Allteams BB General Posts Files Class Notebook Assignments Grades @D G Meet v

ST
. < Back [E’s

SPA - Team Class 11Y It1

The History of computers o poins
General = Due January 26, 2021 11:59 PM
Instructions

In todays lesson we will be looking at the history of computers and how they have changed the way we live, work and play.
By the end of the lesson you should have compleated the attached work sheet and it must be sent back to me before the
end of the lesson. Please make sure you ask any questions by raising you hand.
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Working on opening in edit mode... Please refresh and try again.
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Questions?

" |f you think of a question later please ask your form tutor who
will be able to assist you further
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