
To create a SafeAssign Assignment in Blackboard: 

N.B. In order to use the plagiarism detection service, assignments must be created specifically as 

SafeAssign assignments. Once you have logged in to Blackboard and selected the correct class under ñMy 

Courses: Courses you are teaching,ò there are (at least) two ways to create SafeAssign assignments:  

Option 1:   

1. Click on Assignments in the navigation menu on the left of the screen. 

2. Click on EDIT VIEW , a link in small print in the upper right corner of the main pane. 

 
 

3. From the dropdown menu in the upper right, select SafeAssignment. Then click on the Go button 

immediately to the right of the dropdown menu. 

 



4. Fill in the appropriate information.  

a. ñNameò and ñPoints Possibleò are required; other information is optional.  

b. If you wish to create the assignment now but not have it appear until a later point in the 

semester, mark the checkbox next to ñDisplay Afterò; then select the appropriate date and 

time. The assignment will begin appearing for students after that time. 

c. If you choose to send an Optional Announcement, the message will be sent via UIC e-

mail to all students enrolled in the Blackboard course. 

 
 

5. Click on Submit at the lower right to complete the assignment creation. 

 



The completed assignment will look something like the example below. Instructions were included for the 

example assignment; otherwise, only the title and >>View/Complete would appear. The assignment will 

not be available until a later date, so in Edit View, it is listed as ñItem is not availableò; it will not appear 

in the Display View until the designated date. 

 

Note: Creating a SafeAssign assignment automatically creates a corresponding column in the Grade 

Center. You may enter grades in it as is, modify the column properties from within the Grade Center (to 

accept letter grades rather than a numerical grade, for instance), or simply ignore it. 

 

 

Option 2:   

1. Click on Control Panel in the box in the navigation menu on the left of the 

screen.  

2. Select Assignments in the Content Areas in the upper left of the main viewing 

pane. 

 
 

3. Follow instructions for Steps 3-5 in Option 1 above. 



To review SafeAssign reports in Blackboard: 

After students have uploaded their assignments, view the matching percentage and complete SafeAssign 

Reports by following the instructions below: 

1. Click on Control Panel in the box in the navigation menu on the left of the screen.  

2. Select SafeAssign from the second column in the Course Tools box in the center left of the main 

pane. 

 
 

3. Click on >>View below the assignment information. 

 
 



4. A list of all students will be visible. By default, only 25 students appear on each page, so for large 

classes, select additional pages or use the dropdown list at the bottom center to show a larger 

number of students per page. From this page, you can access a number of views of the studentsô 

work:  

a. Clicking on the page icon in the ñTextò column opens a window with the unformatted 

text of the studentôs paper. 

b. Clicking on the paper clip icon in ñFileò column opens the actual file the student 

uploaded.  

c. The percentage in the ñMatchingò column indicates the amount of the paper that appears 
to match sources in the SafeAssign database. (See note about this below.) 

d. Clicking on the green paper-with-checkmark icon in the ñSA Reportò column opens the 

report with suspected sources highlighted. 

 

5. To download all submitted papers in a ZIP file for archive purposes, click on the Download 

button. 

6. If you wish to submit a studentôs paper yourself, use the Direct Submit tab at the top of the main 

viewing pane from this view. Choose ñSubmit A Paper,ò and attach the electronic file or copy the 

text into the appropriate box.  

 

An example of a SafeAssign Report follows on the next page.  

¶ Suspected sources are keyed to passages in the text by number. Both exact matches and near 

matches are marked. 

¶ To highlight matches of an individual source, check the box next to a suspected source title.  

¶ Clicking on a URL in the list of Suspected Sources will open that webpage in a new window. 

¶ Clicking on a highlighted section of the paper will show the text of the uploaded manuscript 

alongside that of the suspected internet source as well as an indication of how closely the two 

coincide. Two examples follow. The first indicates a matching percentage of 66% and apparent 

paraphrasing; the second example shows a 100% match, part of which is a direct quote. 

 

 


