Create an Assignment in Microsoft Teams

These directions explain how to create an assignment using the Microsoft Teams platform.

1. Log in to your Office 365 account.

2. Click on the Teams icon.

Microsoft Teams

3. Select Teams on the left panel and then choose the team where you
want to create an assignment. Then make sure you are in the General
channel. Project Team 1

Project Team 2
Subjects

Units

4. Select the Assignments tab at the top. A Advanced English 11 A > General -

pe a command

B Advanced English 11 A > General -

5. Click the Create button and then select New
assignment.
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6. Select one or more classes to add the assignments.

pe class name X
Choose additional classes Clear

g,i Physical Science 4th Period

. World History 201
u 4th Grade PLC
I i i Advanced English 118 I

( Creative Writing 9/10 A
n Advanced English 12

B Advanced English 11 A > General -

Conversations  Files  Class Notebook  Assignments  Syllabus  +

~  Editassignment .

7. Fill out the assignment details and add any needed
resources.

Date due Time: due

Fri Apr 20 2018

Resources

How to Read a Sonnet....
Students can't edit

[

8. Click Update once all information and
supporting materials are entered for
your assignment.

Edit assignment

Title Date due Time due

Shakespeare Sonnet Annotation Fri Apr 20 2018 11:59 PM

=% TechnologyServices

tagether

3-20

INSTRUCTIONAL TECHNOLOGY

©2020



