Kathleen Carmichael


Instructions for Creating Safe Assignments  (EDC)

Below is a guide for creating links through which students can submit their essays (both drafts and final versions) to Safe Assignment, an online service designed to help instructors check students’ work for correct use of sources and to help guard against plagiarism.  You will need to create separate sets of links for each section that you teach.  

It is recommended that you allow students to submit early drafts of a paper multiple times.  For the final draft, however, we advise that you permit students to submit their papers only once.  To prevent students from accidentally submitting early drafts through the “Final Version” link, it helps to make the “Final Version” link visible only after the “Draft” link has been made unavailable.

1. Select the link for (one of) your current section(s) from the list that you see on the right-hand side after you have logged into Blackboard.  Click on it.

2. Click “Control Panel” from the menu on the left-hand side of the page.

3. Click on “Essay:  Submit Here” in the “Content Areas” box.

4. You’ll see a screen that says “Instructors:  Create Safe Assignment here.”  Go to the drop-down “Select” menu on the far right and select “Safe Assignment” from it.  Then click “Go.”

5. You’ll be sent to a screen with information to fill in for your assignment and course.  

6. Type in a title (I chose “FQ EDC individual essay--draft” and then “FQ EDC individual essay—final”).

7. Type in the point scale for your grades, if you like.  I use a 4-point scale, though it’s only really important to add this if you or your partner uses Blackboard to post grades.

8. I put some brief instructions in the text box.  For the draft, it reads as follows:  “You may submit the first draft of your assignment as many times as you like.  For your final draft, you will only be allowed to submit once.”  For the final version it reads as follows:  “This is the link to submit your final draft of your individual essay.  You may submit this final version once--YOU WILL NOT BE ALLOWED TO RESUBMIT.”

9. Choose a date range for submitting drafts.  I’ve given the students until Sunday after Week 5 (10/22/1006)—a week and a half after the first-draft deadline.  It gives them time to work more sources into their papers and to resubmit to make sure things are okay.  For the final, I made it viewable shortly before the due date and closed it at the beginning of finals week.  

10. For the draft, check “Yes” for all four buttons that follow the date range.  For the final copy, check “No” for the first, “Yes” for the second, “No” for the third, and “Yes” for the last.

11. Skip the “Optional Announcement” that follows, and click Submit.  You will receive a notice that tells you that you have created a “Safe Assignment.”  Click “OK.”

12. Follow the same procedure for other assignments and other sections.  Note that you can modify the Safe Assignments after they have been created by using the “Modify” button next to each assignment.

