
USING MICROSOFT 
TEAMS AS AN 

INTERACTIVE PLANNER



Log into Office 365 and select Teams



Access the Team you would like to set 
homework for, select the “New assignment” 
option.



Complete the parameters of the 
assignment



When a new 
assignment is added, 
the applicable students 
will be notified via 
Teams. A further email 
notification can also be 
added



When the student opens the Assignments tab in Teams, this is their view.



Opening the Assignment will provide full details 
of the set work. 
Here, a student can upload their file. Selecting 
“Turn in” in the top right submits the work. 


