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In Teams, click on the side bar and 
select the Teams icon to show all 
of the teams you are a member of

Select your tutorial group to 
enter that Team



In your tutorial group team you 
will see any current assignments 
that are due.

Click on the assignment to view 
the tutorial sheet and to submit 
work.



Any outstanding work will 
show up in assigned.

Click on the Tutorial X to view 
the tutorial sheet and to 
submit work.

You are now in the Assignments
tab, which shows you all 
Upcoming and Completed work



This shows your current tutorial 
(Tutorial 1)

Any support documents and the 
tutorial sheets will show under 
reference materials

You can submit your tutorial 
work as a PDF by clicking Add 
work 

Prepare your tutorial work as a 
PDF for submission by digitizing 
using MS Lens

See the guide on 
teachchem.wp.st-andrews.ac.uk



Navigate to where you saved 
your work for this tutorial and 
select it.

If you used MS Lens to digitize 
your work, you will find the files 
on OneDrive in the Office Lens 
folder



Once you have selected your file 
(there will be a tick beside it) 
click Attach to upload



Your uploaded work should 
appear under My work

Now click Hand in to submit 
your tutorial for marking



An animation will congratulate 
you for your submission



Your tutorial work has been 
submitted and accepted (note 
the time stamp to show this)

If you need to revise your 
hand in, click Undo hand-in 
and then repeat the steps to 
upload documents and submit 
work



Clicking on the Assignments 
tab will show you if you still 
have any outstanding work.

If you don’t, it will look like 
this.

#winning

If you want to view your 
submitted work, click on 
Completed to expand the 
menu



Any completed tutorials will 
be shown here, and you can 
access them by clicking on 
them individually



Viewing you completed 
tutorials will show your mark 
and any short feedback your 
tutor has left for you.

Click Back to return to the 
Assignments tab



After you have viewed your 
completed tutorials, you will 
be able to see your mark and 
any feedback comments your 
tutor has left for you.

Your marked scripts will be 
returned by e-mail or Teams 
chat


