
Blackboard SafeAssign Tutorial

Learn how to use SafeAssign a plagiarism prevention service provided by Blackboard.  You can also
learn more about SafeAssign at http://wiki.safeassign.com/display/SAFE/Home

Have any questions regarding Blackboard or would like to request a tutorial to be written. Feel free to
contact me and I will be more than happy to assist you.

Phone: 619-644-7395
Email: chris.rodgers@gcccd.edu
Website: http://www.grossmont.edu/chrisrodgers

Creating a SafeAssign Assignment (Instructor)

From a content area within your course, select the SafeAssignment content type from the Select
drop-down list and click Go.

Blackboard SafeAssign Tutorial - 1

http://wiki.safeassign.com/display/SAFE/Home


Enter Information

Enter the required information for your SafeAssign assignment.

SafeAssignment Options

There are 3 options that relate specifically to SafeAssign that you need to be aware of.

Draft: Allows students to validate their paper without submitting it to the institutional database.

Students Viewable: Determines whether or not Students can see the report generated when their
papers are submitted.
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Urgent Checking: Sets papers to a high priority in the queue.

Optional Announcement

You also have the choice of creating an Announcement regarding this SafeAssignment that will appear
in the Announcements section of your course.

Click Submit when your finished with the form.

SafeAssignment Created

Once you submitted the form you will see that your SafeAssignment has been created. You can now
Modify, Manage, Copy, or Remove the SafeAssignment.

The notice you see is what will appear to the students. It's there to inform the student the process that
is about to happen and to ensure that they maintain ownership of their work.
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Student's prespective (Student)

This is where you will log into Blackboard with your student account. Log out of Blackboard and log
back in with the username and password of your student account.

The login convention of your student account is as follows...

Username: stu_firstname.lastname
Password: 6-digit birthdate
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Viewing a SafeAssignment

As a student, navigate to the content area where the SafeAssignment exists and click View/Complete.
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Uploading a SafeAssignment

The Upload SafeAssignment Form will appear
1. Outlines the Terms of Use and the instructions you added for the student.
2. Students have the option of adding comments to the instructor by clicking the comments box.
3. Browse for the file you are going to attach to the SafeAssignment.
NOTE: SafeAssign accepts files in Microsoft Word 2003 (doc), TXT, RTF, HTML, PDF formats
only. Please DO NOT upload files in any other formats, including Microsoft 2007 (docx), JPEG,
or ZIP files.
4. If you checked the box under the Global Reference Database, your assignment will be added to
Global Reference Database and will be used to check for plagiarism on other papers.
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Reviewing Your SafeAssignment

If your Instructor has enabled "Student Viewable" feature. A student has the opportunity to review their
submission.

Select the SafeAssignment that you would want to review. Click on View/Complete and OK  to review
your SafeAssignment.
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SafeAssignment Details

Here are the details that the student has access to when reviewing their SafeAssignment.

TEXT: By clicking on the Text icon, the student would see the text and comments of the
SafeAssignment that they submitted.
FILE: By clicking on the file icon, the student would be able to download the original file that they
submitted.
MATCHING: The Matching column will inform the student the percentage of their submitted assignment
that matches other sources.
SA REPORT: The SA Report will provide a complete report for the student to review.

Blackboard SafeAssign Tutorial - 8



SafeAssignment Report

This is what the student would see when clicking on the SafeAssignment Report. As you can see,
SafeAssign clearly determined that the document that this student submitted was plagiarized.

Under the Paper Text section, SafeAssign will outline the matching elements to other assignments in
blue.
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SafeAssign from the Instructors Viewpoint

1. Log into your Blackboard course as an instructor.
2. Go to your Control Panel
3. Click on the SafeAssign link within the Course Tools box.

SafeAssign Area

Locate the specific SafeAssignment in the list and click View.
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Viewing SafeAssignments

As the instructor you will have the same options that are available for viewing a SafeAssignment
submission. You may view the text, download a copy of the file, view the matching percentage, and
open the SafeAssignment report for the student. You also have the option of clearing the students
attempt by clicking the Clear Attempt button.

Direct Submit (Instructors)

Direct Submit allows you the instructor to generate reports on papers that have been created outside of
a SafeAssignment and may be used to add papers to the Institutional Database.  It is not integrated
into the Grade Center. Please refer to the Instructor's Manual for limitations of Direct Submit.
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To access Direct Submit, go to your Control Panel and click on SafeAssign under the Course Tools
section. Then click on the Direct Submit tab.

Direct Submit Section

The Direct Submit section contains a directory of past papers that have been previously uploaded
through Direct Submit.  It is not recommended that papers be deleted from Direct Submit, as this will
remove the from the institutional database of existing content.

Click Submit Papers to select the paper to be uploaded.
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Submission Options

Here are a couple Submission options that you need to be aware of.

Submit as Draft: A SafeAssign report will be generated. However, the document will not be added to
the Institutional Database.
Skip Plagiarism Checking: Adds papers to the instutional database without generating a SafeAssign
report to verity the document is legitimate.

1. Select the appropriate Submission Option.
2. Select the file you would like to upload or you can copy and paste the document into the form.
3. Click Submit
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Reviewing Documents

Once submitted you will see that you have the same options as before to review the submission. You
can either download the file directly to your computer, view the matching percentage, or review the SA
Report for further details.
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