
 
 

Submitting a SafeAssign Assignment 
 

 
SafeAssign is a tool your course instructor may use to build an online assignment.  
Uploaded files are then checked for potentially plagiarized contents against databases 
and other collections of submitted work.   
 
To submit a file for a SafeAssign Assignment, follow these steps: 
 

1. Enter the content area (Assignments, Course Materials, etc.) which contains the 
Safe Assignment: 

 
 
 
 

 
 
 
 
 
 
 
 

2. To review the details of the assignment, access attached files or to submit a file 
for the assignment, click the View/Complete link. 

 
NOTE:  Access to each Safe Assignment remains open until the assignment is 
set to close by the course instructor OR until the student submits a file.   
 

3. The Upload SafeAssignment screen appears next (next page).   
 

 
 
 
 
 



 

 
 

4. In section two, enter any comments to the instructor.  Click Browse… to locate 
and select a file to upload. 

 
NOTE:  Safe Assign accepts only files in the following formats:  Word Document 
(doc), Plain Text (txt), Rich Text Format (rtf), Hyper Text Markup Language 
(html), Portable Document Format (pdf).  Do NOT upload items in other formats.   

 
5. Under Global Reference Database, review the information carefully and decide 

whether to add your submission to the database.  To add your file, select the 
checkbox next to I agree to submit my paper to the Global Reference 
Database.  
 

6. Click Submit to complete the process.   
 
 
 
 
 



NOTE:  Depending on the size of the file and demand on the system, a status 
message like the one below may be displayed as the upload completes.      
 

 
 
 
 
 
 
 
 
 
 
 
 

The results of a submission, provided the course instructor makes them 
available, are accessible through the View Grades link on the Blackboard 
welcome page.  In some cases, SafeAssign Reports may take up to 24 hours to 
be generated.   
 


