Creating a SafeAssignment LOUISVILLE.
Using the Assignment Feature in Blackboard DELPHI CENTER FOR

TEACHING & LEARNING

The SafeAssignment feature in Blackboard will help you as an instructor to better organize electronic
submissions from students and have those documents checked against resources for unoriginal work.
The SafeAssignment feature creates a column in the grade book that holds all submitted work and
returned originality reports once the documents are checked.

To create a SafeAssignment, login to Blackboard and choose the course in which you want to work.
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Choose the content area where you would like to have the Assignment link visible for the students to
access and submit work.
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Once you have entered the content area you wish to add the SafeAssignment, click on the

“Assessments” button located at the top of the page. Then move to “Assignment” on the list (as shown
below.)
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Once you have clicked “Assignment,” you will see the following screen.

Create Assignment

are a form of

that adds a column to the Grade Center. Use the Grade Center to assign grades and give feedback to each student. More Help

* Indicates a required field.
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Please take the poems from Chapter 1 in your textbook and explain the significance of the word, *God."

Then provide your reasoning and corresponding materials to support your case.|

Path: p Words:29

This is the beginning of the Assignment form. Give the assignment a name and in the text box you see
any instructions you have for the students to complete the assignment.
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ASSIGNMENT FILES

Attach File Browse My Computer Browse Content Collection

DUE DATES

Submissions are accepted after this date, but are marked Late.

Due Date [

Enter dates as mm/dd/yyyy. Time may be entered in any increment.

You can attach any files that may assist the student in completing the assignment by using the “Browse
My Computer” button shown here above the Due Date. Next, you can add the due date for the
assignment. That date will appear in the “My Grades” area as a reminder for students.

GRADING

Points Possible

Associated Rubrics Add Rubric

Submission Details
Grading Options

Display of Grades

In the Grading section of the form you will be able to assign points possible and attach a rubric for
grading (with rubrics created in the Rubrics tool in Course Tools), then you see three new areas. Those
areas are Submission Details, Grading Options, and Display of Grades.
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GRADING

Points Possible

Associated Rubrics Add Rubric

Submission Details
If any students are enrolled in more than one group receiving the same assignment they will submit more than one attempt for this assignment. It may be necessary to provide these students with an overall grade for the assignment.
Assignment Type @ Individual Submission

Group Submission

Portfolio Submission

Selecting this option will require students to submit a portfolio as a response to this assignment

Number of Attempts Single Attempt  +

Plagiarism Tools

isabled. However, Students may still be able to

Allow students to view Saf

Allow students to view SafeAssign originality report for their attempts

Exclude submissions from the Institutional and Global References Databases

With Submission Details expanded you can select individual or group submission and the number of
attempts that students have to submit their work. Just below the number of attempts you will see the
section to enable Plagiarism Checking.

Plagiarism Tools Check submissions for plagiarism using SafeAssign

SafeAssign only supports English-language submissions. See Blackboard Help for more details.
If SafeAssign is enabled with Anonymous Grading, SafeAssign Originality Reports will be hidden from Instructors until Anonymous Grading is
disabled. However, Students may still be able to see SafeAssign Originality Reports depending on the state of the "Allow students to view SafeAssign

' originality report for their attempts" setting.

Allow students to view SafeAssign originality report for their attempts

Exclude submissions from the Institutional and Global References Databases

If you wish to enable the SafeAssign tools you must check the box to the left of “Check submissions for
plagiarism using SafeAssign”.

Student Viewable reports: If you want the students to be able to see the Originality Report, check the
box to the left of “Allow students to view the SafeAssign Originality report for their attempts.”

If you want to create a Draft version that is not saved to the institutional database check the box next
to “Exclude submissions from the institutional and Global References Databases.”

When you create SafeAssignments as Draft or Final submissions, please use “Draft” and “Final” in the
Assignment name at the top of the form so that it is easy for all to see which is Draft and which is Final
when submitting documents.
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The next two areas in the Grading section are Grading Options and Display of Grades. These sections
are explained in detail in the Assignment Document.

The screen below shows how the completed assignment entry looks from the instructors view within
the control panel.

Success: Assignment1 Chapter 1 created.

Assighments

Build Content + Assessments + Tools + Publisher Content +

@ Assignment1 Chapter 1
Please take the poems from Chapter 1 in your textbook and explain the significance of the word, "God"

Then provide your reasons and corresponding materials to support your case

To see the course from the student perspective, move to the top right of the screen. Then click “Edit
Mode” to “OFF.” That will show you the student view of your course.

B cdtvoceis: @D
Assignments
Build Content + Assessments v Tools v Publisher Content +

@ Assignment1 Chapter 1
Please take the poems from Chapter 1 in your textbook and explain the significance of the word, "God"

A/
B Edit Modeis: m

Then provide your reasons and corresponding materials to support your case.

From this view, if the student clicks on Assignments in the navigation area, that will display the list of
materials (not shown) in that section as well as the assignment you posted as seen in the screen below.
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Assignment 1 Description

R Attached Files: [3 Assignment_1_Desc.docx (7 (15.293 KB)

Course Documents

Assignments @ Journal 1
Discussion Board This is week 1 Journal

To complete the SafeAssignment the students will click on the link (circled above). Once the students
have completed and submitted their work, you as the instructor will then retrieve and grade the
submissions by accessing the grade book from the Control Panel > Course Tools Area (the grey panel
under the student navigation).

GRADE CENTER Section:

Once you have created a SafeAssignment within your course, it automatically generates a column for
that assignment in the Grade Center to store the submissions completed by the students in your class.

Help from Blackboard In the Course Management panel (shown to the
left), you may enter the Grade Center by clicking
the arrows shown circled pointing to the right.

Send Email

COURSE MANAGEMENT Items within the Grade Center are initially listed
in the order in which they were added. | have
changed the order of the items in the Grade

¥ Control Panel

> Content Collection ot Center image to ensure clarification. The

» Course Tools assighnment added is listed as the first item.
» Evaluation —

» Grade Center @ 4—

» Users and Groups

P Customization —

» Packages and Utilities —

» Help
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Grade Center : Full Grade Center

When screen reader mode is on, the Grade Center data appears in a simplified grid. You cannot freeze columns or edit inline, making it easier to navigate using the keyboard. To enter a grade, access a
cell's contextual menu and click View Grade Details. When screen reader mode is off, you can type a grade directly in a cell on the Grade Center page. To enter a grade: click the cell, type the grade
value, and press the Enter key to submit. Use the arrow keys or the tab key to navigate through the Grade Center. More Help

Create Column Create Calculated Column + Manage + Reports + Filter Work Offline +
Move ToTop = Email Sort Columns By: | ayout Position ~~ Order: a4 Ascending
Grade Information Bar Last Saved:February 24, 2015 3:11 PM
ry

® LastName " First Name " Draft-Assignm ' ANTH-204-Exar = SAExample ' Biology104Lal "~ Biology 104 Lal " Biology 104 Lal "~ Biology 104 Lal "~ Biology 104 Da " Biology Databa

[C] Harman Dylan 84.00
O Leake Anabel ’ 50.00
[ Smith Lars Test Studen! -

[] Student Test

[ Student Test

[ Student Test

[ Student Test

[£] Thompson Maxmillan - 88.00

[ Tomes Alan Test Student SF --

[ Yates Angela = = £ - 2 - o e = -

Selected Rows: 0

Move ToTop | Email Icon Legend

When students have completed the assignment and submitted their work, you will see an exclamation
point in the assignment column. This means there is an item to be graded. To grade individual students
one at a time, all you will need to do is move to the right side of the column with the exclamation point
and click on the chevron (drop-down menu) and choose “View Grade Details” to see the student’s
work, the SA Report, and to comment and grade the work.

50.00 22

o T View Grade Details
Exempt Grade

= Attempt 2/24/15 ()

If you see this icon in the Grade Center for a student, this means the student has saved work
but is not ready to submit it for grading.
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After you click “View Grade Details” you will see the screen below. To be able to see the SA report, file
and matching percentage for the student you will click “View User Activity” button on the right side of
the screen.

Grade Details

User Anabel Leake (stu_laleak01) Column Draft - Assil Chapter 1 (Assi
Current Grade: Needs Grading () out of 0 points Exempt
Grade based on Last Graded Attempt
Due: None

Calculated Grade

View Attempts
Attempts Manual Override Column Details Grade History
Delete Last Attempt -~ 6o
Date Created Date Submitted (or Saved) Value Feedback to Learner Grading Notes Actions
Grade Attempt | C] 4«-@‘—/—
Feb 24, 2015 3:11:18 PM Fﬁbi" é(”dSBﬁ 18EM
(Needs Grading) roTe Atempt || Edit Grade.

Aow Additional
Atternpt

This user has submitted the maximum number of attempts allowed for this assignment. You may allow this student to submit an additional attempt. Alternatively, you can mark an
existing attempt as Ignored (Ignored Attempts are not counted against the maximum number of attempts).

Grade Attempt ™ Clear Attempt

Ignore Attempt  Edit Grade

To grade this document click “Grade Attempt” and you will see the screen below.

Viewing 1 of 1 gradable items

h - Anabel Leake (Attempt 1 of 1) > Exit

@ @ [ comment 10f1 RETT AR /\ssignment Defails ~
i . UNIVERSITY OF il GRADE
Use Bloom's Taxonomy to Align Assessments LOUISVILLE. S D T

'DELPHI CENTER FOR
HING & LEARNING

ATTEMPT
re 0 212415 3:11 PM 0

valuating / 1
& . - . | SafeAssigna D 100% overall match i
|
t |
Analyzing " SAFEASSIGN SUBMISSION | Click toview/hide content
Applylng Blooms Taxonomy Handoutd  100%
ocx

Understanding: View Originality Report
Remembering L4
FEEDBACK TO LEARNER
Level: Verb Examples of Appropriate Assessments

Remembering: can ‘Objective test items such as fil-in-the-blank, matching, labeling, or multiple-choice questions that

the student recall or Recall require students to:

remember the Recognize

ok 5
information’ Identify o recall or recognize terms, facts, and concepts
Understanding: can ‘Activities such as papers, exams, problem sets, class discussions, or concept maps that require

the student explain Interpret students to:
ideas or concepts? Exemplify
Classify ",
Qummariza summarize readings, films, or speeches Cancel | Save Draft

If you look at the left you will see an image of the submission. On the right in the Grading pane, if you
click SafeAssign, it will expand to allow you to view the report for this submission. Also on the right side
under the area where the report can be accessed is the section to add direct feedback to the learner. It
also contains an attachment area if you would like to send the item back to the student with
corrections on the actual assignment.
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SafeAssignment Batch Save Process:

If you would like to download the entire set of attached files in the SafeAssignment column you can do
so by entering the Course Management area (the blue panel below the navigation) and clicking on
“SafeAssign” in the Course Tools area.

Help from Blackboard ) ]
NOTE: In the SafeAssign area in the Course Tools
section you can also see the “Direct Submit”

option which will be discussed in a separate
document.

COURSE MANAGEMENT

¥ Control Panel

» Content Collection —

¥ Course Tools

Achievements

Add Test Student
Announcements
Blackboard Collaborate
Blogs

CengageNOW Gradebook

CengageNOW Instructor
Tools

Commercial Content Tools
Contacts

Course Calendar

Course Messages

Course Portfolios

Date Management
Discussion Board

Glossary

Journals

Link Checker

Manage Campus Pack
Manage Users

McGraw-Hill Higher Education
Mobile Compatible Test List
Pearson's MyLab & Mastering

Respondus LockDown
Browser

Rubric

«—
Self and Peer Assessment
Send Email
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Once there you will see the options of “SafeAssign Items” and “Direct Submit” listed on the screen.
Click “SafeAssign Items” to continue on with the batch download process.

SafeAssign

SafeAssign Iltems

View SafeAssign Items in this course.

DirectSubmit
Manage and submit papers to the SafeAssign service.

Once you click “SafeAssign Items” you will see a list of all of the SafeAssignments you have created for
this course.

SafeAssign Items

Synchronize this course

Search: Category Any + Ao DueDate Any + 022512015 Go

Category Item Name Due Date
Assignment module 0
Assignment SA Example 1
Assignment Draft - Assignment Chapter 1 1

Displaying 1to 3 of 3items | Show All | Edit Paging

Synchronize this course

“Synchronize this course” is used after performing a course copy or moving an individual SafeAssign
Item to another course. This additional step is needed to activate the SafeAssign in the new course.
* From the SafeAssign area under Course Tools on Course Management grey panel, click
“Synchronize this course” (shown above) to establish the link between the SafeAssign
Items in the new course and the Central SafeAssign servers.
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SafeAssign Items

Synchronize this course

Search: Category Any ~ anp DueDate Any ~ 02/25/2015 B Go

ICategory frem Name Due Date Submissions I

Assignment module 0

Assignment SA Example 1

Assignment Draft - Assignment Chapter 1 1

Displaying 1to 3 of 3items | Show Al | Edit Paging

Category Item Name Due Date - Submissions

You have two options to sort the SafeAssignments:
o By Name: will put the assignments in alphabetical order
o By Due Date: will put the items in descending order — most recent at the top (default)

SafeAssign Items

Search: Category Any ~ anp Due Date Any ~ 02/25/2015 Go

Category ltem Name

Assignment modul
Assignment xample

Assignment Draft - Assignment Chapter 1

Each assignment has a drop-down button (or chevron). To view and download the entire set of
assignments click the drop-down button for the assignment in which you would like to work (shown in
the box) and then click “View Submissions.”
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Category

Assignment

Assignment

Assignment

[tem Name

module

SA Exar

Draft - A

View Submissions

Edit Properties

View SafeAssign Submissions
Draft - Assignment Chapter 1 (Draft)

Download All Submissions

Student ID Name

= Anabel Leake

User Attempt Average Match

Anabel Leake 100%

Highest Match SA Report Submitted

100% b Tue, Feb 24,2015, 03:11 PM

Displaying 1 to 1 of 1 items Show All

Page |12

Edit Paging

You will then see a list of your students and the dates the materials have been submitted. At the top of

the screen (shown in the box) is a “Download All Submissions” button which will download all the
papers submitted into a Zip file.

View SafeAssign Submissions
Draft - Assignment Chapter 1 (Draft)

Download All Submissions

Student ID Name

- Anabel Leake

Opening Draft+-+Assignment+Chapter+1-papers.zip

You have chosen to open:

1, Drafts-+Assignment+Chapter+1-papers.zip
which is: Compressed (zipped) Folder
from: https://safeassign.blackboard.com
What should Firefox do with this file?
© Openwith | Windows Explorer (default) ©
© SaveFile
[7] Do this automatically for files like this from now on.

ighest Match SA Report Submitted

00% N Tue, Feb 24, 2015, 03:11 PM

Displaying 1 to 1 of 1 items Show All

Edit Paging...

This will allow you to save all the students’ submitted papers. To see the individual papers, extract or
unzip the zip file. This will create an extracted file with all the submitted papers labeled with the
student’s name and the document title and you will be able to click any of the files listed and open that

document.
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