


Make sure you are in assignment view

Click on view 
assignment to see the 
full assignment view 
which gives more 
information and 
options.



Click on + Add or create

Click here





Choose the type of document to create

Choose what 
to create

Docs – similar 
to Word. 

Slides – similar 
to PowerPoint

Sheets –
similar to Excel

You will usually 
want to use 
Docs or Slides



Your document should open in a new tab. 
If it doesn’t, click on the document.

Click here



You now have a document to work in.

The document will automatically 
save while you are working on it.

When you have finished, close the 
tab to return to the assignment.

Docs



You now have a document to work in.

The document will automatically 
save while you are working on it.

When you have finished, close the 
tab to return to the assignment.

Slides



Once you have finished your work, turn it 
in.

Click here to hand 
your work in.





Choose file to upload a file.

Click on file



Make sure UPLOAD is selected and click 
browse.

Check UPLOAD 
is selected.

Click on browse



Find and select your file.
Find where you 
saved your 
work on your 
computer.

Click on the file.

Click open



Now your work is attached and you can 
turn it in.

Click here to turn 
your work in.

Your work is 
here.


