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Type www.office.com into your browser and Click on the sign in button.
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Sign in with the username and password that was emailed to your parents/carers.
We recommend you use the web app when prompted rather than Get the Windows App

Step 2
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Click on the Teams icon which can be found either on the left hand side or at the top.


How to open, edit and submit an assignment in Microsoft Teams
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Step 3
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If you can not edit the document move on to step 4, don’t worry you are nearly there!
Step 4
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Step 5
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Step 6
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Step2
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Clicking on an assignment will take you to the assignment page. Here you can read the instructions,
find the assignment document on which to do your work and the button with which you can submit
the assignment.

After you have read the instructions and checked the due date on the assignment, click on the
document below ‘My Work'.
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Step 3

For some of you, an editable document will open and you can complete the assigned task.
If you are working through Word or PowerPoint online the document will save automatically.

If it opened on your desktop, you should be able to press the save button in the top left hand corner
and it will save your work onto the teams assignment page.

In this case the save button looks slightly different to
usual.
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Step 4

You have opened the document in the assignment but you can change or edit what you see. All you
need to do is open the document in your browser o in your desktop.

Close

In the top right-hand corner of the page are three dots, click these and a drop-down menu will appear.
If you have Microsoft Office on your computer you can select ‘Open in Desktop App'. If you do not
have Microsoft Office you can select ‘Open in Browser’.
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This will open the document in either of those place. You may see a prompt asking for details or login
information, this is simply the email address you have been given (e.g.
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This will open the document in either of those place. You may see a prompt asking for details or login
information, simply the email address you have been given (e.g.
beststudent@marlboroughstmarys.wilts.sch.uk ) and your password.
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This will open the document in either of those place. You may see a prompt asking for details or login
information, this is simply the email address you have been given (e.g.
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This will open the document in either of those place. You may see a prompt asking for details or login
information, simply the email address you have been given (e.g.
beststudent@marlboroughstmarys.wilts.sch.uk ) and your password.
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This will open the document in either of those place. You may see a prompt asking for details or login
information, this is simply the email address you have been given (e.g.
beststudent@marlboroughstmarys.wilts.sch.uk ) and your password.

Now you can edit the document and complete the task.
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Step 5

You have now completed the task (Remember in the browser, this saves automatically as you work!)

Now go back to the assignment page. You can check that your work has saved by clicking on the ‘My
Work’ document. Once you have checked it and you are happy press turn in.
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If you encounter any problems, please contact your teacher at

(class name)class@marlboroughstmarys.wilts.sch.uk

Marked assignments can be
found on your assignments
tab. Here you can see teacher
feedback and comments.
Congratulations on
successfully completing your
first assignments!
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There are a lot of different ways to access assignments that your teacher has set.

New assignments will appear on the posts page or you can find the ful
This is found at the side o top of the teams page.

on the assignments tab.




