
HOW TO UPLOAD WORK IN MS 
TEAMS ASSIGNMENTS

For Stage 3



For all “Lessons”, access all 

videos, Word docs or 

PowerPoints that have been 

created by teachers in the 

“Files” section. 

Click on “Class Materials” 

and it will open up to all of 

the subjects. 



To complete all 

“Tasks” and 

“Assessments,” 

click on the 

“Assignments” tab 

in Teams.

All “Tasks” and 

“Assessments” 

listed under 

“Assigned” are to 

be completed and 

turned in to the 

teacher. 

Click on the activity 

you would like to 

complete.



Once you have 

opened the activity, 

it will have 

instructions for 

what you need to 

do to complete the 

activity. 



To access the assignment, 

click the ellipses dots. It will 

give you the options as seen 

here. We recommend 

‘Download’

Your computer may prompt you as to where you would like to save it. If it 

doesn’t prompt you, it is mostly likely automatically saved in your Downloads

folder. Open up your Downloads folder (or wherever you saved it) and complete 

the document on your computer. You will need to rename it so that the name is 

slightly different than the original file name. In Word, click on File, Save As, then 

add your name or “- done” to the end of the file name. 



When you have 

completed your 

task or 

assessment, 

go back into the 

“Assignments” 

tab and open 

the one you 

would like to 

turn in.

Click on +Add 

work.



Click “Upload 

from this 

device” to 

access your 

files on your 

computer.



Select the document 

or file you would like 

to upload and click 

“Open.” 



The file will 

begin to 

upload to 

Assignments. 

When it has 

finished, you 

can click 

“Done.”



You should then 

see the original 

file and your new 

file you have just 

uploaded 

underneath. 

Click ‘Turn in’ so 

that we can mark 

your work and 

give you 

feedback.



If you realise you have 

made a mistake or you 

want to add more to 

your work, you can 

“Undo turn in” and 

make changes before 

turning it back in for 

marking. 



At the bottom of 

the 

“Assignments” 

tab, you will find a 

“Completed” 

section. This is 

where you will 

find your work 

that has been 

submitted to the 

teachers. 

If your work isn’t 

here, you haven’t 

“turned in” your 

work and the 

teacher can’t see it.


