
Accessing Class Teams, Posting, Assignments



When you access Teams you will see a series 
of tiles – each tile is a class team you have 

been added too.

Click the tile to access your class team.



The Team will open in 
the posts page.

In posts you will see
announcements from
your teachers – they 
will be able to share 
links, ask questions 
and also send you 
assignments here.

If you would like to 
ask a question or 
have something 

useful to share with 
the class (like a 

hyperlink) you can 
post this using ‘Start 
new conversation.



When a teacher posts work for you to do it 
will appear as an ‘ASSIGNMENT’.

You will see the title, due date and a button 
to click to access it.



Teachers will tell you what to do in 
instructions.

Support material to help you will be placed 
in ‘reference material – you can’t edit this!

If your teacher gives you a template to work 
off it will be here 



When your teacher has given you a 
template to work on, if you click the three 
dots, you can decide where to work on it.

In teams will open a new window inside 
teams.

Open in powerpoint will open the file in 
powerpoint on your computer if you have it 

installed

In PowerPoint online will open a new tab in 
your web browser (This is the easiest 

option!)



2

1

If your teacher doesn’t give you a 
template and asks you to make 

something you need to click on add 
work

This will then give you the option to 
upload a file from ‘onedrive’, create 

a new file or upload from your 
device

2When you have decided where your 
file is coming from you can then 

pick it.

The last step is to attach it.



When you have either worked on a template 
given to you OR added work you have made else 

where, you need to hand it in.

In the main assignment screen look for the purple 
hand in button.

Click hand in and then the button will change and 
show you the date it was handed in, with a 

timestamp and the option to undo it.


