
How to Edit PDF and Upload Assignments 

Each day, if you are working from your laptop, you will be required to type on a 
PDF document. This is just the document that is your assignment. To add text to 

your assignment, you just click the “T” inside a box that looks like this  

You then can put that typing box on the line where you would like to type!  

Once you are finished typing the assignment you will need to save the 
assignment. To save the assignment you should click the save icon that looks like 

this -  in the top right section of your screen. Please save this assignment 
to your desktop and label it “E-Learning Day 1 (your name)”  

 

You then can upload this assignment to Teams for me to review. *If you are 
unable to upload, no worries. As long as you have this saved to your desktop we 
will get it worked out when you return to school!* 

 

To save to teams you should click your class page first. Once inside our class page 

you can click “post in channel” that looks like this - to 
upload to our class page.  

 

I hope this helps & I look forward to seeing you soon! 

-Mrs. Peeples 


