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1. Main interface - Teams

classes

channels

Notes:

1. Main subjects (Chinese, English, Maths and General Studies) are created as ‘classes’.

2. Other subjects (e.g. Putonghua, Visual Art, Music) are created as ‘channels’ and are put

under the student’s class (e.g. 5D).



1. Main interface - Teams

The teacher will post an announcement about daily assignments in 

the ‘Posts’ section of the ‘General’ channel of each subject. 



2. Finding assignments

1 and 2. All assignments that need to be handed in can be 

found in the ‘Assignments’ section of the General channel of 

each subject.

3. Click on the assignment.
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3. Doing and submitting assignments
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Click on the attachment.
Follow the instructions and 

complete the assignment.

Click ‘Close’ on the top right 

to return to the previous 

page. No saving is needed.
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Remember to click ‘Hand in’ 

to submit the assignment.



4. Checking assignments

After the teacher has marked the assignment, 

students can check the assignment here.



5. Other assignments

For some assignments not to be submitted, e.g. watching a video, the teacher will put the 

content in a tab in channels. For details, please pay attention to the teacher’s instructions 

during the video lesson.
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1. Main interface - Teams

classes

channels

Notes:

1. Main subjects (Chinese, English, Maths and General Studies) are created as ‘classes’.

2. Other subjects (e.g. Putonghua, Visual Art, Music) are created as ‘channels’ and are put

under the student’s class (e.g. 5D).

Tablet Smartphone
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1. Main interface - Teams

Tablet
Smartphone

The teacher will post an announcement about 

daily assignments in the ‘Posts’ section of 

the ‘General’ channel of each subject. 



2. Finding assignments 
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1Tablet

Smartphone

1 and 2. All assignments that need to 

be handed in can be found in ‘More’ 

> ‘Assignments’ section of the 

General channel of each subject.

3. Select ‘Assignment’. 

4. Select the assignment.
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3. Doing assignments

Tablet & smartphone

1

Select the attachment.



3. Doing assignments

Tablet Smartphone
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2. The assignment page will be shown in Microsoft OneNote app.

3. Follow the instructions and complete the assignment. Students

may be required to take photos or do recording, and then upload the

files to the assignment page. Please ask the teacher for details.
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4. Submitting assignments
Tablet

Smartphone1

1

1. On the top left corner, press ‘Teams’ to return to the Teams app.

2. On the assignment page, press ‘Hand in’ on the top right corner

to submit the assignment.

Tablet & smartphone
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5. Checking assignments

After the teacher has marked the assignment, 

students can check the assignment in 

Assignments section.

Tablet & smartphone



6. Other assignments

For some assignments not to be submitted, e.g. watching a video, the teacher will put the 

content in a tab in channels. It can be found in ‘More’ in each channel. For details, please 

pay attention to the teacher’s instructions during the video lesson.


