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How to Add Work and Hand in an Assignment on Microsoft Teams – Mobile/Tablet Version 
 These screen shots are from an iPhone; other phones may vary slightly. 

 
1. Start by opening the Teams app, signing in and finding the Team for the class you are uploading work 

for. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. If you can’t see the assignment in the Posts page, click on the ‘More’ button and then find the 
Assignments page. 
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3. Click on the Assignment that you have been assigned by your teacher (i.e. asked to complete) to find 
information about what you need to do. To add work to the assignment there will be a button called 
‘+ Add work’. This is at the bottom of the assignment so you might need to scroll the page down.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. When you click on the add work button it will ask you where you want to upload work from. Select 
‘Upload from this device’ which will bring up options for where to find the work. If you have already 
taken a photo of the work you can look in your phone’s photo library, or it will give you the option to 
take a photo through the app. 
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5. Once you have taken/selected your photo and uploaded it, it will be listed under ‘My work’. You can 
add more than one photo to an Assignment by clicking ‘+ Add work’ and uploading another photo. 
Once you have added it, it will be listed under ‘My work’. 

 
6. Scroll back up in the Assignment and find the ‘Hand in’ button. This will submit your work to your 

teacher.  
 
 
 
 
 
 


