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These	directions	will	explain	how	to	synchronize	your	course	with	the	SafeAssign	servers	for	use	of	the	
plagiarism	prevention	tool.		This	must	be	done	after	you	create	your	first	assignment	using	the	
plagiarism	functions	or	after	you	copy	content	from	one	course	to	another.	
	

1. From	the	Course	Management	area,	Click	SafeAssign	under	Course	Tools.	
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2. Click	SafeAssign	Items	

	
	
	
	
	

3. Click	Synchronize	this	course	
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4. You	should	see	a	message	saying	your	course	is	being	synchronized.	After	this	message	
disappears,	you	will	have	successfully	synchronized	your	course	with	the	SafeAssign	servers.	

	

	
	
	
		

5. The	following	form	will	appear.		In	section	one	are	the	Submission	Options	for	this	paper	or	
group	of	papers.	

	

	
	
	
	
	
	
6. Select	the	Upload	Options	(shown	as	checkboxes	above)	

a. Submit	as	Draft:		A	SafeAssign	report	will	be	generated,	however	the	paper	will	not	be	
added	to	the	institutional	database	and	will	not	be	used	to	check	other	papers.	
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b. Skip	Plagiarism	Checking:		Adds	papers	to	the	institutional	database	without	checking	
for	content	copied	from	other	sources.		This	is	useful	if	an	instructor	wants	to	upload	
papers	from	earlier	courses	to	ensure	that	current	students	are	not	reusing	work.	
	
	
	

7. Select	Upload	File	and	browse	for	the	file.		Individual	papers	as	well	as	papers	that	are	grouped	
in	a	.ZIP	file	are	accepted.	
	

	
	
	
	

8. Or	as	an	alternative,	you	can	select	Copy/Paste	Document	and	paste	the	text	of	the	paper	text	
into	the	“Paper	text”	field.	
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9. Finally,	to	finish	the	process	after	all	of	your	choices	are	made,	you	can	press	the	“Submit”	

button	located	at	the	bottom	right	side	of	the	form.	
	

Private	Verses	Shared	tabs	in	Direct	Submit.	

The	examples	above	show	a	Direct	Submit	in	to	the	Private	folder	of	an	instructor.	As	you	know,	Direct	
submit	has	two	modes.	They	are:	

• Shared	–	Accessible	by	anyone	who	can	access	the	Control	Panel	for	the	course.	Those	
individuals	can	include:	

o Other	instructors	–	co-instructors/team	instructors	
o Teaching	Assistants	for	the	course.	

• Private	–	Only	accessible	by	the	instructor	of	the	course.	
o If	you	have	private	folders	for	documents,	those	documents	can	be	accessed	

from	within	any	course	in	which	you	are	assigned	as	an	instructor.		

	
	
If	you	would	like	to	have	all	instructors	listed	in	a	course	as	well	as	Teaching	Assistants	have	access	to	
the	papers	submitted	through	Direct	Submit,	you	can	choose	to	use	the	Shared	(Tab)	folder	to	do	a	
Direct	Submit.	
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Just	click	the	Shared	tab	before	starting	the	Direct	Submit	process.	Then	follow	steps	3-10	in	the	list	
above.		This	will	allow	the	files	submitted	in	the	Shared	folder	to	be	seen	by	any	Teaching	Assistant	or	
additional	instructor	who	is	assigned	to	the	course	in	which	the	direct	submit	was	completed.		


