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Uploading your work to an Assignment and Submitting Task.
[bookmark: _GoBack]Overview for Visual Learners (Youtube video)
Open the assignment.  
It will explain what the task is you have to do and what documents you need to submit.

Once you have finished your work for the task make sure you save your file.  If you downloaded the file it will be saved to either your computer or Onedrive.  
1. Make sure you have the assignment page open. (Like the example one below.)
[image: ]
2. You need to click on the Add work + link
3. It will now open a window which allows you to select where your work is currently saved to. Select the area your work is saved in eg OneDrive  or your own computer.

[image: ]











If it is on your computer a window will open to let you select the folder the file is in like this.

[image: ]

Or Like this if you open a OneDrive folder.
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4. Once your file is showing in the window click on it once to highlight it and then click the Open button
[image: ]


5. Your file will now begin to be uploaded, wait until a thin blue line appears cross the screen, this is it uploading.

6. When it has completed the upload the screen will show a done button Click this.
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7. Your screen will now show your file has been uploaded
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Uploaded file



If you need to load more file just repeat the steps 1-7 again, for every file you need to upload.


Finally
When you have uploaded all your files you are now ready to submit your work to your teacher.


[image: ]In the top right corner of the assignment you will see a Hand in button 
Click this button and work will be submitted for marking.






	PUBLIC

	

	HOW TO UPLOAD FILES TO AN ASSIGNMENT AND HAND IN WORK	4



image1.png
Search or type a command

< Allteams General Posts Files Class Notebook Assignments  Grades 2 O

Teams Ec

Example class

. . Feedback
] first try at assignments Well done Niamh, great work !
General Due April 24, 2020 11:59 PM
Points
Instructions 6/6

complete the worksheet on murder mountain and submit your
work back to your teacher

My work

89 Murder Mountain Question sheet 2.docx e

~+ Add work

P Type here to search




image2.png
OneDrive

New File v (] Name Modified

Link

Attachments Mar 25, 2

English Mar 23, 202

HE Mar 31, 202

Home work sep22,

RE Mar 23,2

Shared with Everyone

Tech Mear 24, 202

cocoa's coffee Mar 13

inventer Mar 13

Mear 24, 202

A Upload from this device

)
£ Type here to search &® z )W \nm BB





image3.png
5 Open
€« [ » ThisPC > Documents > o P Search Documents

Organize = Newfolder

M Desttop  # A Name Date modified Tpe
& Downloads + maths 23/0420201155  Filefolder
[ Documents # Tech 23/042020 1156 Filefolder
B Pictwres # pe 20/042020 1811 Filefolder . Mo 25,2020
= 010520201252 Filefolder
English 01/05/2020 1609 Filefolder
expressive arts lish Mar 23, 2020
Zoom 02/05/20: File folder
RE expressive arts 047057201 File folder
science he 04/05/202021:38  Filefolder
RE 05/05/202015:29  Filefolder
science 06/05/2020 16:54 File folder [me work Sep 22,2019

0 This PC o ——

Modified

English

Mar31, 2020

@ OneDrive

Mar 23, 2020

File name: Al Files ()

o= red with Everyone 0ct 30,2013

Tech Mar 24, 2020

cocoa's coffee Mear 13, 2020

inventer Mear 13, 2020

music Mar 24, 2020

(] Upload from this device Cancel

. e
£ Type here to search &® z )W \nm BB





image4.png
OneDrive > music

New File v (] Name Modified

Link @) Si_Assignment Week 1_23_March.docx Mar 24,2020

A Upload from this device

)
O Type here to search O® z )W \nm BB





image5.png
5 Open
€ v 4 [« Documents > expressivearts o] | £ Seachespressiveats

Orgonize = Newflder
5| Documents # ~ Name - Date modified
Sipicures ST Assignment Week 123 March 2403720201218
33 S1_A Home Week 1 2i04202012:11
33 S1_A Home Week 25 o3/05/200 2232
33 S1_A Home Week 2 ov/05/20201958

Modified
English
expressivearts

RE

Mar 25, 2020

v o<
Mar 23, 2020

File name: [S1_At_ Home_Week_1 Al Files ()

Open Mar31, 2020

Home work Sep 22,2019

RE Mar 23, 2020

Shared with Everyone 0ct 30,2013

Tech Mar 24, 2020

cocoa's coffee Mear 13, 2020

inventer Mear 13, 2020

music Mar 24, 2020

(] Upload from this device Cancel

)
£ Type here to search O® z )W \nm BB





image6.png
Upload from this device

B S1_At Home_Week_1.docx

Uploaded

Cancel

L Type here to search @ = ;) ING




image7.png
Search or type a command

< Allteams

Teams Ec

Example class

General

General Posts Files Class Notebook Assignments  Grades 7 O

< B (&) Returned Thu, Apr

. . Feedback
first try at assignments Well done Niamh, great work !
Due April 24, 2020 11:59 PM

Points
Instructions 6/6

complete the worksheet on murder mountain and submit your
work back to your teacher

My work

89 Murder Mountain Question sheet 2.docx e

& S1_At_Home_Week_1.docx

~+ Add work

P Type here to search





image8.png
< Allteams

§1.7 Science Mrs. MacGregor

General

Meetings

Search or type a command

. General Posts Files Class Notebook Assignments Grades  Infographics templates

< &
Properties & Uses of Substances s possble
Testlet

Due tomorrow at 11:59 PM

Instructions
Answer the questions on a piece of paper then take a photo and
save to a page of your Homewaork Section in the Class Notebook.
Give the page the title "TEST" . Class Notebook can be accessed
via a tab in this Team or via the OneNote App.

Reference materials

B Homeworking CLASS TEST.ppt

My work
~+ Add work

P Type here to search





