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Faculty Guide to Using SafeAssign 
 

SafeAssign is a tool within Blackboard that helps to prevent plagiarism by detecting unoriginal content in 
student papers. SafeAssign also creates opportunities to help inform students about the proper way to 
cite sources.  
 

Creating a SafeAssignment 

 
1. Once in your Blackboard course, make sure that the “Edit Mode” is set to ON in the top right 

hand corner of your course. If it is set to OFF, simply click it to turn it ON. 
 

  
 

2. Go to the content area in which you wish to create the SafeAssignment. In the example below, 
we will be using the Assignments content area. 
 

 
 

3. Hover your mouse over the Create Assessment button, and select SafeAssignment. 
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The Draft Option 
 
Instructors can choose to set up SafeAssignments as drafts, which allows students to submit papers 
without storing them (otherwise, if they submitted the paper again, it would have a 100% match against 
itself!) 
 
To set up a Draft Assignment - go through the regular SafeAssignment set up and check the box beside 
the Draft option. Setting the assignment as a draft allows each student to submit once and will generate 
a SafeAssign Report, but the paper will not be stored in the Institutional Database. 
 
NOTE: You also need to create another SafeAssignment that will be your Final Version. This Final version 
should not have the "Draft" box checked so that when the student submits their paper, it is checked for 
plagiarism and also stored in the database. 
 

 

Viewing Reports Through Control Panel 

 
Once you have created a SafeAssignment and made it available to students, they can submit papers to 
complete the assignment. 
 
To view papers submitted by students, click on Course Tools in the Course Management area of your 
course and select SafeAssign. Next, click on SafeAssignments to view a list of your course’s 
SafeAssignments. 

 
 
Navigate to the SafeAssignment you wish to work with by clicking the down arrow next to it and then 
selecting View Submissions. 
 

 
 
NOTE: Although a column is created in the Grade Center for the SafeAssignment, you will only be able to 
access the student papers through the steps above. You can then use the Grade Center column to enter 
a grade for the student, if desired.  
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Downloading Submissions 
 
A) To download all submitted papers into a .zip archive, click on Download All Submissions. 
 

 
 

B) To download a single student’s paper, click the green Arrow icon under the column labeled File. 
 

 
Viewing Submissions Online 
 

To view a student’s paper online, click the Paper icon under the column labeled Text. 
 

 
Checking For Plagiarism 
 
The Matching column displays what percentage of a student’s submission matches other documents. 

 

To view the SafeAssign Originality Report, click the SafeAssign icon . 
 

 
 

 

Uploading a Paper Using Direct Submit 

Direct Submit generates SafeAssign reports on student papers uploaded by the faculty member. 
 
NOTE: Papers uploaded through Direct Submit are only added to the Institutional Database - there is no 
option to add them to the Global Reference Database since students have to opt-in on a paper-by-paper 
basis.  
 
Direct Submit allows Instructors to submit papers one at a time or several at once by including them in 
a .ZIP file. 
 
NOTE: .ZIP packages should contain no more than 100 papers and submitting more than 300 papers in a 
session is not recommended.  Additionally, papers with over 5000 sentences or that are more than 10 
MB in size cannot be submitted. 
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Uploading Papers 
 

1. Click on Course Tools under Course Management and select SafeAssign. 
 

  
 

2. Click on Direct Submit 
 

 
 

3. Use the sidebar to navigate to the folder where the paper(s) will be uploaded. 
 

 
 

4. Click + Submit A Paper. 
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Select the options that suit your needs. 
 

Browse and select the file you wish to upload or paste the text in the box and click 
Submit. 
 

Viewing Reports Through Direct Submit 

 
Click on Course Tools to expand the Course Tools Menu and select SafeAssign. Then click on Direct 
Submit. 
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How to Interpret SafeAssign Reports 

 
Matching Scores 
 
Sentence matching scores are the percentage probability that two sentences have the same meaning.  
This number can also be interpreted as the reciprocal to the probability that these two sentences are 
similar by chance. For example, a score of 90 percent means that there is a 90 percent probability that 
these two sentences are the same and a 10 percent probability that they are similar by chance and not 
because the submitted paper includes content from the existing source (whether or not it is 
appropriately attributed).  Overall score is an indicator of what percentage of the submitted paper  
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matches existing sources. This score is a warning indicator only and papers should be reviewed to see if 
the matches are properly attributed. 
 

• Scores below 15 percent: These papers typical include some quotes and few common phrases 
or blocks of text that match other documents. These papers typically do not require further analysis, as 
there is no evidence of the possibility of plagiarism in these papers. 

• Scores between 15 percent and 40 percent: These papers include extensive quoted or 
paraphrased material or they may include plagiarism. These papers should be reviewed to determine if 
the matching content is properly attributed. 

• Scores over 40 percent: There is a very high probability that text in this paper was copied from 
other sources. These papers include quoted or paraphrased text in excess and should be reviewed for 
plagiarism. 

 

What Papers are Checked Against 

 
SafeAssign checks all submitted papers against the following databases: 

 
• Internet - comprehensive index of documents available for public access on the Internet 
• ProQuest ABI/Inform database - with over 1,100 publication titles and about 2.6 million 

articles from the 1990’s to the present time, updated weekly (exclusive access) 
• Institutional document archives - containing all papers submitted to SafeAssign by Seton Hall 

students  
• Global Reference Database - containing papers that were volunteered by students from 

Blackboard client institutions to help prevent cross-institutional plagiarism 


