
How to use 
Microsoft 

Teams 
Finding, completing, and turning in assignments.



Step 1: Go to the “Assignment” tab in the general 
channel of the class team.



Step 2: Open the Assignment you would 
like to work on.

Step 3: Look for any files that are 
included in the “reference materials”.  Click 
on these files to start the assignment.



Step 4: Look for “Student Work” section under the reference materials.  
This is where you can work on your assignment and turn it in when 
you are finished.  Your work will save automatically!



Step 5: When you are finished with your work, you will click the “turn 
in” button at the top of the page.


