
Preventing plagiarism at Ottawa University 
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What is SafeAssign?  

 SafeAssign is a content comparison tool in 
Blackboard designed to find content “matches” 
between student work and existing texts. 
 

 This tool helps educators prevent plagiarism by 
comparing content in student documents to 
documents in four other sources: 
• Internet 

• ProQuest ABI/Inform database 

• Institutional document archives 

• Global Reference Database 
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Finding SafeAssign: 

 

 



Two options: 
 

SafeAssign Items 
 Provides a list of assignments 

that are built so as to run the 

student-submitted document(s) 

through SafeAssign. This feature 

is new as of August 1, 2014 and 

is not yet in wide use. 
 

DirectSubmit 
 Used when you want to process 

a document through SafeAssign 

manually. This is the focus of 

this documentation. 
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DirectSubmit 
 
 Private (personal) folder for you to view only. 

This folder follows you through every course in Blackboard in 
which you are an instructor.  

 Shared folder 
Allows other instructors or teaching assistants in the course 
to see the results. 
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You can create folders to organize the documents you have 

submitted for checking.  For example, you could create a folder 

for each course you teach, for certain students, for each term, etc.  

You can also view all of your folders by clicking on “View Tree”. 

This opens a small window listing every folder. 
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How to submit a 

document to be checked: 
 

1. Select Private or Shared 

 

2. Select the folder you want 

the results to be stored in.  

 

3. Select “Submit a Paper” 
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Two Submissions Options:  
 

 

 

 

 

 

 

1. Submit as draft.  
This option checks the paper for matches with existing text. It does not add the document to our 
institutional database. THIS IS THE OPTION YOU WILL USE MOST OF THE TIME. 

 

2. Skip plagiarism check. 

Use this option only to add a document to the Institutional Search Database. In so doing, you 
make it available to be checked against by future submissions to SafeAssign. This is useful if 
you want to upload files to ensure that current students are not re-using earlier work or the work 
of a friend. Be aware that if you choose this option then later run the same document through 
SafeAssign, the report will show the document as 100% non-original content. 
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NEITHER OPTION IS REQUIRED. 



File Upload 

 Choose Upload 

File or 

Copy/Paste 

Document 

 Click Submit 
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After you submit the document this message appears: 
 
 
 
 
 
 

 

Please note the SafeAssign report can take up to an hour to appear. 
 

 You can look at the document by clicking on the title or clicking on the green 

down arrow (see below). 

 View the SafeAssign report by clicking on the green check mark under SA 

Report (see below). 
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SafeAssign Originality Report (cont’d on next page) 
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The SafeAssign originality report 
has three sections: 

 Report information 

 Citations 

 Manuscript text 

If you need more room for viewing 
the text, you can collapse the right 
panel with the right-pointing arrow. 
The highlighting colors remain in the 
expanded view. 
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Please view this 1-minute video for information regarding how to use 
the Originality Report: 
https://www.youtube.com/watch?v=s2m4ARtxohA&t=2m34s 

SafeAssign Originality Report (cont’d.) 
 

https://www.youtube.com/watch?v=s2m4ARtxohA&t=2m34s
https://www.youtube.com/watch?v=s2m4ARtxohA&t=2m34s


Resources 

 Myers Library: 

 http://ottawa.libguides.com/plagiarism 

 http://ottawa.libguides.com/content.php?pid=378123&sid=3101029 

 Blackboard’s SafeAssign support page: 

 http://help.blackboard.com/en-

us/Learn/9.1_2014_04/Instructor/100_Assignments/025_Use_SafeA

ssign/DirectSubmit 

 24/7 Technical Support: 

 OU Help: www.ottawa.edu/ouhelp 
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