Follow these steps to submit to a SafeAssignment:
1. In Blackboard, enter the content area within your course.

2. Select SafeAssignment and click View/Complete. Be sure you selected the assignment linked to your specific section (for example, Tuesday 1 – 4pm)
2. The Upload SafeAssignment page will appear. 

3. Complete the page using the table below as a guide. 

4. When you are happy with your submission, click Submit. 

Upload Safe Assignment Fields 
	The Add SafeAssignment page includes the following fields. 
	DESCRIPTION 

	Name 

	Displays the tile of the SafeAssignment (i.e. Animal care & Use Report)



	Instructions 
	Displays any special instructions for the SafeAssignment (this section may appear blank, since all instructions already appear on the assignment handout). 


	Comments 
	Enter any comments for the Instructor in this field.  You can keep this section blank if you wish.


	File to Attach 
	Click Browse to locate your file to upload as a SafeAssignment. 


	Global Reference Database 
	You MUST select this option!  This will upload your paper to the Global Reference Database which will be used to check papers against other schools for plagiarism. Your paper will only be used to check for plagiarism.


