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Create an Assignment 

 

In Teams, an assignment is a piece of work that needs to be completed and handed in by the 

student. To create an assignment, click ‘Assignments’ on the top menu and ‘Create’. 

 

 

Give the assignment a name and provide instructions. You can attach a template, or a blank 

file so the student knows what program to do the work in. If you provide a blank .docx word 

file, the student will know to submit the work in this format. You can do this by clicking ‘Add 

Resources’. You can also choose specific students to assign it to and set a due date. 

 



 

As students hand in work, you can view it by clicking on the assignment. 

 

 

 

The document will open in teams. You can choose to edit the file directly, or provide comments. To 

comment, click the part of the document you want the comment icon to appear then choose 

‘Comments’  ‘New’ in the menu. 

 

 

 

 


