SafeAssignment Student Manual

Submitting Safe Assignments

To submit a paper to SafeAssignment, please follow the steps described below:
1. Login to Blackboard and go to the corresponding course page.

2. Click on the location where your instructor has posted your SafeAssignment assignments. Your
instructor should make clear in the syllabus or announcements where your assignments are located,
but the assignments probably won't be called "SafeAssignments." They will be called by whatever the
syllabus calls them, such as "essays," "weekly papers," "research paper," etc.

SafeAssignments are identified with the special icon ( r=7 ) followed by an assignment description
and a “View/Complete” link.
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3. Click on the "View/Complete" link below the assignment you would like to submit. You will see
the Safe Assignment Upload Form.
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4. Click the "Browse" button to select the file with your paper for upload. After selecting the proper file
click the "Submit" button to upload the paper.

IMPORTANT NOTE: The current version of SafeAssignment supports only four types of uploaded
files: Microsoft Word Document (.doc), Rich Text Format (.rtf), web pages (.html or .htm), and plain
text (.txt) files. Files of any other types will not be processed. Office 2007 Word files (.docx) will
not be processed! Please note that the submission page states that SafeAssignment will also accept
PDF files, but this is incorrect!

Please also note that you may not receive an error message if you submit an unsupported file type.
Your file may go through but SafeAssignment will not be able to perform an originality report on your
submission.

Finally, please note that files larger than 10 Mbytes or 5000 sentences of text are automatically
rejected.

Viewing SafeAssignment Originality Reports

Students can view originality reports on their papers only if their instructor explicitly allowed this. Your
instructors will probably allow you to view originality reports, but if you cannot do so you may need to
contact the instructor.

SafeAssignment automatically generates originality reports on your papers within 30 minutes upon
submission (usually much faster). If you do not see an originality report, you may want to wait up to 30
minutes in case the server is very busy. If you still don't see it, you probably submitted an unsupported
file type (see the Important note, above).

1. To view a report on any of your papers, click on the View/Complete link of the corresponding
SafeAssignment. Click on the “Ok” button below the “Safe Assignment Already Completed” title. (You
may also view the report through the assignment in your My Grades section of the course.)

2. On the page that opens (“View Safe Assignment”), you will see the table showing the icons linking
to your paper text, the originally submitted file and the SafeAssignment report on your paper.
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e Click on the Text icon to view the text of your work along with your comments. It will open in a
separate browser window.

¢ To download the source file of a paper, click on the File icon. This file should already be stored
on your hard drive, but if you're working from a different location you may want access to your
original submission.

e The percentage in the Matching column should be interpreted as the percentage of paper
matching other documents. The higher the percentage, the more non-original material was
submitted. For more information on this please see the Interpreting Scores section of this
manual, below.

e To view the SafeAssignment Report on your paper, click on the SA Report icon. For more
information on originality reports please see the SafeAssignment Report section of this manual,
below.

Please note that Matching and SA Report columns appear blank for papers that have not been
processed yet. This can take as long as 30 minutes.

3. If your paper has been graded, your instructor's comments (if any), attached files (if any) and the
grade will be available as well. Scroll below the “View Safe Assignment” page to see this feedback.

4. When you click on the SA Report link, you will see an originality report that resembles the
following:
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The SafeAssignment Originality Report page consists of four main sections:

e Report Information (1) — this header section contains information about the author of the paper,
assignment and course the paper was submitted into, submission timestamp, matching score (2)
and icons for several accessory functions;

e Suspected Sources (3) — a clickable list of matching sources and links to the source documents
with highlighted matching parts (5);

e Manuscript text (6) — the main report windows that shows the paper text with all matching
sentences marked with different colors (different colors represent different sources). Clicking on
any color-coded sentence pops-up a Sentence Analysis window (7);

e Sentence Analysis (7) — shows a sentence from the uploaded document along with the matching
sentence from the suspected source, as well as the URL of the suspected source and the
percentage of similarity between these two sentences;

¢ Excluded Sources (4) — list of excluded sources. Instructors can reprocess papers ignoring any
particular sources of matching content. This capability can be useful in order to exclude legitimate
matches from the list of the suspected sources of plagiarism;

e Source Highlighting Icon (5) — opens the corresponding source document and highlights all
chunks of text that are matching the submitted paper;

e Save Report to Disk (8) — allows you to store a report on a local hard-drive for future access.
Depending on your browser settings (especially if you use Firefox), you may need to specify that
you are saving this file as htm or html. Otherwise, it will not work.

e E-Mail the report (9) — sends the report as an attachment to any e-mail address you enter;

¢ Printable version (10) — shows a page with a printer-friendly black-and-white version of the report.

Note. Please keep in mind that SafeAssignment identifies all matching blocks of text, and it is a
responsibility of instructors and students to investigate whether matching text is properly referenced or
not (i.e. plagiarized). This behavior of the service is intentional, to prevent detection mistakes due to
differences in citation styles.

Interpreting Scores

A. Sentence Matching Scores:

Sentence matching scores are the percentage probability that two sentences have the same meaning.
An example of a sentence matching score is seen in #7 in the illustration on the preceding page. This
number can also be interpreted as the reciprocal to the probability that these two sentences are
similar by chance. For example, score of 90% means that there is 90% probability that these two
sentences are the same, and about 10% probability that they are similar by chance (not because of

copying).

B. Document Overall Matching Score:

The Overall Matching Score is an indicator of what percentage of the processed document is
matching external sources. An example of a overall matching score is seen in #2in the illustration on
the preceding page. Note that this score should be treated as a warning indicator only. We strongly
recommend reviewing all reports with high Overall Matching Scores. For analysis of matching scores,
the following interpretation scale should be used:



Scores below 15% — usually papers with such scores contain some quotes and few "typical"
phrases that match other documents. In most cases, they do not require any further analysis, and
there is no evidence of plagiarism in such reports.

Scores between 15% and 40% — papers with such scores can contain plagiarism or just have very
much quoted material. We usually recommend reviewing the reports with such scores before making
any judgments about the papers.

Scores over 40% — with such scores, there is a very high probability that the paper contains some
text copied from elsewhere, and, even if this text is properly cited, such amount of cited material is
considered excessive in most cases. Therefore, such scores give a clear warning to instructors.
However, there are few cases when scores over 40% can be given to legitimate papers, for example,
when the paper or its part was published online before it was sent for processing (instructors have just
to "Delete" the source pointing to the legitimate copy/source), or when the same student has already
submitted this paper or a similar paper to another class (although it is not plagiarism, such practice is
not allowed in some institutions).

One Last Note:

There are a few other tools available through SafeAssignment, but if your instructor expects you to
use them then that instructor will provide specific instructions on what to do.

If you have difficulty using SafeAssignment, please contact your instructor or contact the Help Desk at
di@haywood.edu or 828.627.4619.



