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This is the page you will see 
when you log in to Office 365. 
You need to click on to the 
Microsoft Teams icon on the 
left-hand side.  

Once on the Microsoft Teams 
page, you need to click on to 
Assignments on the left-hand 
side.   

On the Assignments page, it lists 
every single assignment ever 
set, including homework, with 
oldest listed first. You will need 
to scroll down to find the title of 
the work you are marking. Once 
you have found the assignment 
you want, click on it.  

From here, you can click on a 
child who has ‘handed in’ as 
their status. This means they 
have completed their work. 
Click on the child to view their 
work. 



 
You will then see the piece of 
work completed. There is a box 
on the right-hand side for a 
comment to be entered. Make a 
brief comment here about the 
work (see below for some 
example comments).  Once you 
have entered your comment, 
press return.  

Once you’ve returned the work, 
you can either press close to 
return to the list and select the 
next child, or you can click the 
right arrow at the top to view 
the next child. However, this will 
show every child even if they 
have not handed it in. Only 
comment if it says they have 
handed it in and work has been 
completed.   

Examples of comments:  
Well done. Good effort here. 
Brilliant use of vocabulary here. 
Good try. Have another think about question 4. 
Well done. Good use of __________.  
Great effort here. Remember to use the text to help you answer accurately.  
Well tried. Remember to use the rules.  
Well done. Ask for help if you are not sure.  
 
It only needs to be a brief comment, but it would be good to mention one thing about the work to 
either help them improve or to show what they have done well.  

Sometimes, the children may 
have uploaded additional files 
with their work in. Always check 
on the right-hand side to see if 
there are any other documents 
to look at. You still enter a 
comment in the same way.   

Once you have marked all of the pieces of work in a set, press close on the last child. This will 
then show you the list of children who have yet to hand in their work. It will also show you if any 
of the work you’ve marked hasn’t returned properly due to a glitch. If this happens, just click on 
the child again and press return again (your comment should still be there).   


