Due Dates in Teams Scribe -

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/

- | & Joinorcre

Teams
~ Classes
+ i ECHO .
Math LR Specialty Writing IITT T s] Echo, Allegro, Andante, Friday | 10/24-6/26 |
Teams (Ctel+Shitt+4) EE ol Workshop Templates EULIDMT and Overture Templates Sl Echo Modules 1-8 | 6:0...
el
GRS B éu 28 26w
Toe Tempo, Harmony, Largo,
HARMONY | d 2 i
[P and Forte Templates T Test High School Templates
FORTE
86w Bew 06a
~ Teams

Writing Symphony Teacher Writing Symphony
WS Portal WS Curriculum Team

Made with Scribe - https://scribehow.com


https://scribehow.com
https://teams.cloud.microsoft/

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

Q. Search (Ctri+Alt+E)
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5  Select the module you would like to view assignments for.
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6  Click "Draft"

4 assignments | 1file
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8  Choose the due date for the assignment.
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10 If you would like to change the date, return to the Classwork tab and open the

module again. Then click the three dots.
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Echo Module 2 Lesson 4

11  Click "Edit assignment"
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12 Click the down arrow next to the date.
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13 Select the new due date.
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14  Click "Update"

f  Add rubric
{:} No points
< [ Add detail ][ Add steps ][ Add sparkle ][ Add learning objective ]{ Clarify concepts :][ +2 more = Adjust
() Addtag
@ Echo Module 2 Lesson 1 Grammar Practice.docx 03] Reflect @ Off
Students edit their own copy ™~ check-in
Preview
@ Echo Module 2 Lesson 1 Homework.docx
Students edit their own copy
@ Echo Module 2 Lesson 1 Source Text.docx
Students edit their own copy
@ Echo Module 2 Lesson 1 Writing Checklist .docx
Students edit their own copy ~
2 Attach -+ New [§ Apps [Ip Learning Accelerators (@ File limits
Cancel Delete Update

Made with Scribe - https://scribehow.com




