
HOW TO ACCESS ASSIGNMENTS 

 

1. On VLE homepage, select the Assignments button.  

 

 

 

 

 

2. This will open Teams in a new tab in your web browser. 

 

 

 

 

 

 

If prompted use the Web Browser version of Teams. 

 

 

 

 



 
       

 

3. You will automatically be taken to the 

Assignments page in Teams. 

Choose a Class from the list then select 

Next. 

 

 

 

 

 

 

 

 

 

 

 

4. Select the Assignment you have not completed. 

 

 

 

 

 

5. The Assignment will then be displayed, you will 

see the instructions from your teacher along 

with the hand in date and any resources that 

have been uploaded. 

 

 

 

 



 
       

If you are unsure what Assignments you have, you will have notifications in the Activity tab of 

Teams. 

 

 

 

 

 

 

 

 

 

 

 

 

ADDING WORK TO YOUR ASSIGNMENTS 

 

With your Assignments you may be required to submit work, please follow the below steps 

depending on the device you are using. 

UPLOADING WORK FROM A DESKTOP COMPUTER 

 

1. In the Assignment you are working on, at the bottom of the 

Assignment details is a button to Add Work. Select Add work. 

 



 
       

 

2. A pop-up box will appear, select the location of where the file 

(work) is saved.  

 

Most of the time this will be ‘Upload from this device’, unless 

you have saved the work into your student OneDrive area.  

 

 

Where possible, avoid selecting files from OneDrive as it 

creates a link for your teacher rather than uploading the file. 

 

 

 

 

 

 

 

 

 

 

 

If you select ‘Upload from this device’ a 

pop-up box will appear, this will be ‘file 

explorer’. Use this to locate the file on 

your device.  

Once located and selected, select Open. 

 

 

 

3. Once you have selected your file it will 

then upload. Select Done to finish the 

upload. 

 

 

 

 

 

 



 
       

 

4. In your Assignment the file will then be attached.  

 

 

 

 

 

 

 

 

 

If you need to remove the file, select the 3-dot menu, then select Remove. 

 

UPLOADING WORK FROM A MOBILE DEVICE 

 

 

1. On your mobile device, locate the Assignment then select 

View Assignment. 

 

 

 

 

 



 
       

2. The Assignment will be shown, select Add Work. 

 

 

 

 

 

 

 

 

 

3. Select the location of where the file (work) is saved. 

 

 

 

Most of the time this will be ‘Upload from this device’, 

unless you have saved the work into your student 

OneDrive area. 

 

 

 

 

 



 
       

4. Depending on your mobile device, you will be prompted 

on where to select the file from. 

 

 

 

 

 

 

 

 

 

If you have a paper document you need to upload, take a 

picture on your device first then add via your Photo 

Library. 

If you use ‘Take Photo or Video’ the quality of 

the image is low and will not be suitable for 

submission. 

 

 

If your work is a document saved on your mobile 

select Browse. 

 

Your file will then be added to your Assignment. 

 

 

 

 

 

 

 

 

 

 

 

HANDING IN ASSIGNMENTS 

 

Some pointers about uploading images: 



 
       

When you have completed your Assignment and uploaded your work, you need to Turn In/Hand In 

your Assignment. 

 

On the Assignment details there is a button in the top right-hand corner to Turn In. 

 

 

If you are handing in work late, the option will be Hand in Late. 

 


