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CREATE A SAFEASSIGNMENT  

1. From a content area within a course, select the SafeAssign content type from the Select drop-

down list and click Go: 

  

 

2. The Add SafeAssignment page will appear. Enter the name of the assignment, points possible, 

and instructions. Then click on Submit.   
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(Faculty Instructions) 
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3. You should see you new SafeAssignment listed in the folder you created it in. You can Modify, 

Manage, Copy or Remove the SafeAssignment from this screen.  

 

 

MANAGING AND VIEWING SAFEASSIGNMENT SUBMISSIONS  

1. Open the Gradebook and locate the SafeAssignment you created. 

 

2. Click on the link for each student who submitted the assignment. You can then grade the 

student’s assignment here: 

 

Enter grade here 

Click here to view 

SafeAssign report 
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 DIRECT SUBMIT  

Direct submit generates SafeAssign reports on papers submitted outside of a SafeAssignment and may 

be used to add papers to the Institutional Database. It is not integrated into the course gradebook.  

1. From the Control Panel, click SafeAssign under Course Tools. Then click the Direct Submit tab.  

 

2. Click on Submit A Paper 

3. Select the submission options.  

a. Submit as Draft: A SafeAssign report will be generated but the paper will not be added to 

the institutional database. 

b. Skip Plagiarism Checking: Adds papers to institutional database without checking for 

content copied from other sources. 

4. Click on Browse to select and upload the file or select Copy/Paste Document and paste the 

document in the field. Click Submit 
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5. After several minutes, the results will be completed, as indicated by the green SA Report 

checkmark link: 

 

6. Click on the SA Report link to view the results: 

 


