
How to complete online assignments



Step 1:

Click on 
Classwork



Step 2:
Select the activity 

you want to 
complete by 

clicking on view 
assignment



Step 3:

Click on Add or
Create



Step 4:

Click on document 
or slides to 

complete the task. 



Step 5:

You should see
your name appear
on the file. Click

on the file.



Step 6:

Answer the activity then
close the document by
clicking the “x” button. 
Your work automatically 
gets saved, so no need 

to click save. 



Step 7:

Once your task is
completed click 

Turn In



Step 8:

If your task is
asking for you to 
upload an image or 
video click on ‘file’



Step 9:
Find the

image/video by
clicking on select
then click upload



Step 10:

Once your file is
uploaded click 

Turn In



Step 11:
If you have any issues
with an activity leave 
a comment in the class 
comments and your 

teacher will get back to 
you


