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Due Dates in Teams

Learn how to assign due dates in Microsoft Teams. This guide walks you through the
steps to add and manage due dates for classwork.

1 Navigate to https://teams.cloud.microsoft/
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2 Click "Teams"

3 Click on the class you would like to open.
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4 Click "Classwork"

5 Select the module you would like to view assignments for.
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6 Click "Draft"

7 Click the down arrow next to the date.
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8 Choose the due date for the assignment.

9 Click "Assign"



Made with Scribe - https://scribehow.com 6

10 If you would like to change the date, return to the Classwork tab and open the
module again. Then click the three dots.

11 Click "Edit assignment"
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12 Click the down arrow next to the date.

13 Select the new due date.
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14 Click "Update"


