In order to run a Safe Assign Plagiarism Checking report on Lexis, you will need to create a web course if you do not have one already created.  Create a Web Course by:
1)  Sign in to www.lexisnexis.com/lawschool
2) On the screen that appears, click on “Create a Web Course” located on the left side of the screen
3) In the pop up click on “Add a Course”

4) Name your “course” (I named mine Checking Plagiarism) and select a category (I selected “Other Law” located at the end of the list) and then click on “Add”
5) Go into “My Web Courses” and open the course you just created.
6) On the lower left side of the screen that appears, under the Course Management heading, click on “Course Tools”

7) Under “course Tools” click on “SafeAssign”

8) On the screen that appears, click on “Direct Submit”

9) Click on “submit paper”

10) On the screen that appears, select the box marked “Submit as draft”

11) Select “Upload File” if it is not already selected and then upload the document that you want to have checked

12)  Click on submit

13) Safe Assign will run a report and check the document.  This may take a few minutes.  You can sign out and check back later.  Your results will be saved.

When the check has been completed, an overview of the report is featured, showing the percentage of matching hits.  I take a screen shot of this page and provide it to the professor.  In the column headed “SA Report,” click on the report link (the green check mark).  The report opens.  On the top right of the report you will see a link titled “direct link.”  Click on it.  The URL in your address bar is then formatted to link directly to this report.  Copy the URL that appears and provide it to the professor along with the aforementioned  overview.

