
 

 

How to Hand in Assignments: 
 
 
Hand in assignments: 
 
1. To access assignments, click on the team you want to access: 

2. When on the team, click the assignments tab which is at the menu running along the top of the page 



 

 

3. On the assignments page, you will see the assignment you need to complete.  Click on the document and if you can edit/complete your work on 
there do so.   

 



 

 

4. The document should open as an editable file if it is in word or PowerPoint.  This is only editable for you. 
 



 

 

5. If you are unable to edit on the document or have additional work to hand in you can upload it before you hand it in.  First click the add work button: 
 



 

 

6. You will then see this screen, you need to click upload from this device.   
 
 



 

 

 
7. Find the file on your device and click upload.  This will be different depending on if you are using phone or computer 
 

8. Then finally to hand in you work you need to click the blue ‘hand in’ button 
 
 


