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Introduction 
MindTap provides a digital learning solution that helps instructors transform today’s students into 
critical thinkers. Cengage Learning’s MindTap improves student engagement and performance using 
readings, assignments, videos and Apps.  

 

MindTap Attributes 

Here are some of MindTap’s advantages: 

AAttttrriibbuuttee  DDeessccrriippttiioonn  

Course Material Content applications for courses include readings, 
media, Activities, homework and assessments. 

Personalization Innovative tools enable instructors to customize their 
courses from rearranging the order material displays 
to inserting videos, comments, Activities and 
assessments. 

Improved Workflow Plan lessons with Cengage Learning content available 
in MindTap.  

Analytics Track student progress and use embedded analytics 
to view class performance. 

Learning Management 
System (LMS) Integration 

Reduce the time required to set up courses and 
assignments, sign into the LMS, find the right set of 
materials for the unit or assignment, grade online 
assignments and post grades by integrating the 
MindTap course into the LMS. For more information 
on how to integrate with LMS platforms, contact your 
Learning Consultant.  

 

MindTap courses include Apps that contribute learning Activities to MindTap. Apps include those 
developed internally at Cengage Learning and those developed by partners. MindTap courses contains 
different Apps based on discipline and subject matter. 

 

  

http://sites.cengage.com/RepFinder/search/higherEducation
http://sites.cengage.com/RepFinder/search/higherEducation
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Objectives 

This document introduces instructors to the following procedures required to set up and customize  
MindTap courses: 

 Logging into MindTap 

 Apps and Activities 

 The Unit View and Distinct Activities 

 Inline Activities 

 Adding an instructor’s content 

 Extending Due dates 

 

Audience 

This document addresses the needs of MindTap course instructors and the DSCs who assist them. 
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Entering MindTap 
The procedure for entering a MindTap course depends on whether or not your institution uses a 
Learning Management System (LMS). When MindTap is used with the institution’s LMS, both 
instructors and students access MindTap directly through the LMS.  

For information on MindTap and LMS integration, Quick Start documentation is available for the 
following: Blackboard Learn, Canvas, Desire2Learn, Moodle and Angel. Cengage ITS will assist in the 
integration process.  

For adoptions where the institution does not have an LMS, MindTap access takes place as follows: 

 Instructors enter via the Instructor Resource Center. The instructor needs to have a validated 
Instructor SSO account to do so. 

 Students use CengageBrain for access with a MindTap Course Key that the instructor provides.  

IMPORTANT: For adoptions where the institution has an LMS, deep linking from the MindTap course 
to the course in the LMS occurs AFTER MindTap course customization. 
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Logging into MindTap  
Instructors have permissions that enable basic customization of the MindTap course. A DSC 
representative can help instructors to create and customize their courses.  

NOTE: This section does not address logging in through the institution’s Learning Management System 
(LMS). The permissions are the same.  

Permissions 

Logging in as an instructor does not provide all the permissions that you may need to modify a MindTap 
course. The DSC team has additional permissions enabling them to assist you with course setup and 
editing including Provisioning and Unprovisioning Apps to and from MindTap courses. 

MindTap Setup 

Follow the steps for setting up a MindTap course through the Instructor Resource Center. Create a 
Course and copy the Course Key to distribute to students.  

  SStteepp  AAccttiioonn  

1 Use a browser to navigate to the URL: http://login.cengage.com/cb/ and enter 
login information. 

http://login.cengage.com/cb/
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  SStteepp  AAccttiioonn  
2 Select Create Course under My Course. 

 
3 Select one of the following: 

 Create a new course: Go to Step 4. 
 Copy an existing course: Go to Step 9. 
 Copy from another instructor’s course (in the same institution and using the 

same Course Key): Go to Step 13. 
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  SStteepp  AAccttiioonn  
4 To create a new course, select it. Click Continue. 

 
Result: The Create Course page displays. 

5 Enter course-related information.  
 Course Name 
 Course Start Date 
 Course End Date 
 Course Days/Times 
 Section 
 Time Zone 
NOTE: The Course Days/Time and Section field information is optional. 
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  SStteepp  AAccttiioonn  
6 Optional: To add an Additional Instructor or TA click to plus (+) button. Enter the 

email of the instructor or TA to add to the course and click Add. 
NOTE: Edit the permissions for each Additional Instructor or TA inside of the 
MindTap course within the Course Settings menu. 

 
7 The Course Created page displays: 

 
Copy the Course Key from the course to distribute to students so they can access 
the course. Click Print under Student Registration Instructions to distribute the 
Course Key. 

8 The course creates. -END HERE- 

9 To copy from the instructor’s own course: 
Select a course to copy from the drop-down list. 
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  SStteepp  AAccttiioonn  
10  Click Continue. 

Result: The Create Course page displays. 

 
11 Enter course information for the copied course.  

 Course Name 
 Course Start Date 
 Course End Date 
 Course Days/Times 
 Section 
 Time Zone 
Check the Copy all Activity dates from Course to copy relevant dates from original 
course. 

 
NOTE: Use Course Days/Time and Section field information to differentiate the 
copied course from the original. 

12 Complete Steps 6 – 7 above. 
Result: The course creates. END HERE 
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  SStteepp  AAccttiioonn  
13 To copy from another instructor’s course: 

 Select Copy from another instructor’s course. 
 Enter the Course Key. 
 Click Continue. 

 
Result: The course copies. Create Course page displays. 
NOTE: The following do not copy into the new course: Course Start and End Dates, 
Activity Due Dates, Available Dates and times. 
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  SStteepp  AAccttiioonn  
14 Enter course information for the copied course.  

 Course Name 
 Course Start Date 
 Course End Date 
 Course Days/Times 
 Section 
 Time Zone 
NOTE: Set the instructor’s own Course Days/Time and Section field information. 

 

15 Complete Steps 6 – 7 above. 
Result: The course creates. 
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Navigating the Dashboard  
There are three different views in the Dashboard. The Week View is the default view. Instructors can 
also use the Unit and Date Manager Views.  

 

 The default Week View displays week by week with Activity Due Dates. 

 

 

 Click the icon at the top to change the view: 

IIccoonn  NNaammee  DDeessccrriippttiioonn  

 
Week View Displays course week by week with 

assignment, test, and quiz dates.   

 
Unit View Unit View displays like a syllabus of the course 

in units.  

 
Date Manager View The Date Manager enables instructors to edit 

Available and Due Dates. 
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 The Unit View enables instructors to edit and add Units, Folders, and Activities. 

 

 The Date Manager View enables instructors to edit Available and Due Dates. 
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MindTap Course Settings Options 
The MindTap Course Settings section contains the following options: 

 Instructor and TA Permissions 

 Dashboard 

 Student ID Collection 

 Partner App Opt-Out 

Adding an Additional Role to a MindTap Course 

MindTap instructors may have co-instructors or TAs (Teaching Assistants) for shared teaching 
responsibilities. MindTap enables Primary instructors to add TAs and co-instructors to courses. Primary 
instructors select permissions for co-instructors and TAs. For detailed information about Adding 
Additional roles to a MindTap Course, contact a DSC representative. 

Dashboard 

To select the default Dashboard View go to the Course Settings page and scroll to the Dashboard 
section. Select the drop down menu and select default View. 

 

 

http://inside/sites/newmedia/Global%20New%20Media/PDTRC/Shared%20Documents/Instructor%20Guide%20for%20Additional%20Roles%20in%20MindTap.pdf
http://inside/sites/newmedia/Global%20New%20Media/PDTRC/Shared%20Documents/Instructor%20Guide%20for%20Additional%20Roles%20in%20MindTap.pdf
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Student ID Collection 

Instructors can have their students enter their university ID numbers. In Course Settings they can 
choose the number of characters that students need to enter and they can customize the instructional 
text for the students. Instructors can also batch import Student ID numbers to the Progress App. 

 

 

Partner App Opt-Out 

In certain MindTap courses instructors can opt-out or opt-in to partner apps. Go to Course Settings and 
scroll to the Partner App Opt-Out section to select or deselect the apps. 
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Using Unit View: Folders, Units and Activities 
Instructors can edit properties associated with Units and Activities; reorder Units; and change titles or 
descriptions. Instructors can organize units and activities in folders for their own course requirements. 

The Unit View displays when a student opens the course. Every MindTap has a Unit View (similar to a 
syllabus). Folders are optional. When they exist, folders create automatically in Course Mode. By 
default, folders display collapsed (click to expand or collapse again). 

Units are similar to book chapters. They may be Chapter Outlines, Intros or Reviews. Units can display in 
folders or directly in the Unit View. A student clicks a Unit to display Learning Activities. (Some Learning 
Activities also display inline in readings.)  

Working in the Unit View 

Starting from the instructor dashboard, open the unit and follow these steps to work with Units. 

Editing Units in MindTap  

Follow these steps to work with Units in MindTap: 

SStteepp  AAccttiioonn  

1 Hover over a Unit to display the Edit (pencil) icon and Hide (not symbol) icon 
display. 

 
Click the Edit (pencil) icon. 
Result: Edit Unit dialog box displays. 

2 Click the dropdown arrow for Location Order: 
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SStteepp  AAccttiioonn  
3 Select a Location:  

 
4 Click Save. 

Hiding Units in a MindTap Course 

You can hide elements in a MindTap Unit so that students cannot see them. The advantage is that 
students will focus their time on the units that are visible.   

A DSC representative can help instructors hide anything in the Unit View. If instructors hide a Folder or 
Unit, everything inside it also hides. 

NOTE: Hiding an element is not the same as setting an available date, which prevents students from 
starting the activity until the date arrives.  

IMPORTANT: Hidden Activities, Folders and Units and those with available dates display in the 
instructor’s view. The instructor can launch any hidden or unavailable items. 

To hide an element in the Unit View in a MindTap course, follow these steps: 

SStteepp  AAccttiioonn  

1 To hide a unit, hover over the Learning Unit: 

 

2 Click the Hide icon: 

 
Result: The Learning Unit does not display to students. 
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SStteepp  AAccttiioonn  
3 To hide a chapter, hover over a Learning Unit: 

 

4 Click the Hide icon: 

 
Result: The Learning Unit does not display to students. 

 

WARNING: Hiding a Unit hides all of the Activities contained in that Unit.  

NOTE: Instructors can hide but cannot delete a Unit. Consult with a Cengage Learning DSC 
representative for deleting MindTap content.   

Working with Elements in Unit View  

Enhance the MindTap course by adding Activities and changing, hiding. or deleting existing Elements. 
The Activity Manager displays the Activities list.  

Including Activities 

The list of Activities that instructors can add to the MindTap course depends on the Apps provisioned. 
Additional Activities may display. Examples: Flashcards, My Content (which contains Google Drive and 
Kaltura) The Apps and MindTap section that follows describes how to add Activities. 
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Editing Activities 

Modify the properties of an activity, including the name, description, folder, order, available date or 
due date. Edit a Reading Activity as follows: 

SStteepp  AAccttiioonn  

1 Hover over a Reading Activity. 

 
Result: The Reading Activity displays highlighted. The Edit (pencil) icon and Hide 
icon display. 

2 Click the Edit icon. 

 
Result: The Edit Activity dialog box displays. 
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SStteepp  AAccttiioonn  
3 Edit field information: 

 
 

Field Details 

Title For Learning Activities: Title inherits from 
the selection. Edit to customize the Title  

Description (Optional) Field is not mandatory. Info displays in the 
Unit View if present. 

Available Click to display a calendar. Select a date and 
time when students can begin working on 
the activity. 

 
Location Click the dropdown arrow to select location.  

 

4 Click Save. 

Hidden elements display in the Date Manager view with a hidden indication. It is dark grey with 
“Hidden From Students” text.  
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SStteepp  AAccttiioonn  

1 Hover over the title bar at the top level of the Unit View. 

 

2 Click the Show-Hide icon. 

 
Result: The Unit View displays without the hidden elements. 

 

 

Assignments 

Assignments may be for practice or count towards a grade. The MindTap course may include 
Assignments from AA (MindTap’s native Assignment App) or Homework Apps like CNOW and Aplia. The 
Homework Apps in MindTap may look different from the way they look outside of MindTap.  
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Adding Assignments in Unit View 

To add assignments from content that you provide using the following procedure: 

SStteepp  AAccttiioonn  

1 Navigate to the Unit View. Select the Add (+) icon. 

 
Result: A menu displays. 

2 Select Add Activity. 

 
Result: The Activity Manager displays. 

3 Select from the Apps listed: 

 
Select My Content: 

 
Result: The App page displays. 
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SStteepp  AAccttiioonn  
4 Select how the information inputs from the Activities List: 

 
Choose Google Drive or Kaltura: 

 

 

5 Complete the instructions for the App. 
Result: The Assignments Properties page displays. 
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SStteepp  AAccttiioonn  
6 Complete the fields. 

Field Details 

Description 
(Optional) 

Refer to the Learning Path grid for 
Activity Description.  

Available Select a date when the activity becomes 
available for students. 

Due Select a due date. 

Order Opens with current position.  

Add to Folder Specify a Folder.  

Click Save. 

 
Result: The activity displays in the MindTap course. 

 

  



       Instructor Guide to Managing MindTap Courses  Page 26 

Cengage Learning   

Editing Assignments in the Unit View 

Modify the properties of an assignment if needed.  

IMPORTANT: Instructors can edit the properties of the assignment. However, they cannot change 
the content. If they do not specify a due date for an assignment, the due date defaults to the course 
end date. At that time, the assignment auto-submits for a score. 

The following table provides instructions for editing assignable activities: 

SStteepp  AAccttiioonn  

1 Click the Edit (pencil) icon for the assignment. 

 
Result: The Edit Activity dialog box displays. 

2 Edit field information: 

Field Details 

Title For Learning Activities: Title inherits from 
the selection.  
Instructors can edit to customize the Title 
to match the title specified in the Unit 
View Grid, if available. 

Description (Optional) Displays in the Unit View if included. 

Available (Optional) Click the field to select a date from the 
calendar. 

Due  Click the field to select a due date from 
the calendar. NOTE: Instructors can 
change due dates for all students in Date 
Manager. 

Add to Folder Add to an existing folder. 

Order On edit, opens with current position.  
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SStteepp  AAccttiioonn  
2 

(cont.) 

 

3a Click the Edit Options button. 

 
Result: Editing Activity options display. 

 
 



       Instructor Guide to Managing MindTap Courses  Page 28 

Cengage Learning   

SStteepp  AAccttiioonn  
3b NOTE: Assignment Options vary based on the homework App that provides the 

activity. 
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SStteepp  AAccttiioonn  
3c OR 

 
OR 
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SStteepp  AAccttiioonn  
4 Make necessary changes. The changes may include modifications to these: 

 Assignment Type 
 Grading Type 
 Possible Score 
 Scoring 

— Assignment Submissions 
— Scoring Strategy 
— Item Scoring Strategy 

 Feedback to Student 
— Feedback During Assignment 
— Show Correct Answer (during or after) 
— Feedback After Assignment 

 “Try Again” clicks allowed (for homework): Select Unlimited, 1, 2, or 3 
NOTE: Assignment Options are different based on which App instructors are using. 
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SStteepp  AAccttiioonn  
5 Click Save Changes. 

s  
Result: The Edit Activity dialog box displays. 

6 Click Save. 
Result: The modified activity displays on the Unit View. 
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Inline Activities 
Instructors add inline Activities to Readings. This section focuses on working with inline assignments. 

Including Inline Activities 

To review adding inline activities, see the section on Adding Activities from Apps, which includes 
explanations how to add activities inline.  

Editing Inline Assignments 

Modify Assignment options for inline Activities. If a student has begun the assignment, only edit the due 
date. 

To edit inline assignments, follow these steps: 

SStteepp  AAccttiioonn  

1 Navigate to an inline assignment in a Reading Activity and click the Edit icon. 
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SStteepp  AAccttiioonn  
2 Click the Activity Edit icon. 

 
Result: Edit Activity dialog box displays. 

3 Make necessary edits in the Title, Description, Available and Due Date fields. 
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SStteepp  AAccttiioonn  
4a Click the Edit Options button. 
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SStteepp  AAccttiioonn  
4b Result: Editable options display. 

NOTE: Editable options are different depending on the homework App that 
provides the activity. 

 

5 Modify any of the field entries. 

6 Click Save Changes. 
Result: Modifications save to the MindTap course. 
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SStteepp  AAccttiioonn  
7 Click the Edit Activity icon.  

 
Result: Add (+) and Remove (–) icons no longer display. Edit is complete. 
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Deleting Inline Assignments 

Remove inline activities, including assignments, if necessary. MindTap displays a warning message 
when instructors attempt to delete an inline assignment if a student has taken it and has a score for it.  

Delete an inline activity from a Reading Activity using these steps: 

SStteepp  AAccttiioonn  

1 Navigate to the inline activity’s location in a Reading Activity. 

2 Click the Edit Activity (pencil) icon. 

 
Result: Add and Remove icons display. 
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SStteepp  AAccttiioonn  
3 Click the Remove icon. 

  
Result: Confirmation dialog box displays. 

  

4 Click OK. 
Result: Inline Activity deletes. 
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Apps and MindTap 
In addition to the Apps deployed to every MindTap, a DSC can provision additional Apps that are 
appropriate for the course. To provision an App means to make it available to a MindTap. 

Learning Activities and Apps 

Instructors may need to customize a course using Apps. Many Apps display in the table below, along 
with whether or not a DSC representative can remove the App, although the need for this is rare. 
Nobody can remove the Reader, Media, Notebook, Progress and Highlights Apps. 

AApppp  DDeessccrriippttiioonn  CCaann  DDSSCC  rreemmoovvee  
AApppp??  

Highlights Students can select text and a Contextual 
Menu displays, offering four colors for 
highlighting in the Reading Activity. They can 
review their highlights in the Highlights App 
(under My Notes), organized by location. A 
click navigates to the original location of the 
highlight or quick notes. 

No 

LAMS An activity authoring tool that enables 
creation of learning Activities with a wide 
range of uses.  

No 

Media A MindTap course can include a variety of 
media including these: 
 Video 
 Images 
 Audio 
 HTML5 
 Flash 

No 

Non-
MindTap 
Activity 

Non-MindTap Activities lets you include 
scores for assignments from outside of 
MindTap in the MindTap Gradebook. 

No 

Progress App The Progress App enables instructors and 
students to track and edit scores on 
homework and assessments taken in 
MindTap.  

No 

Reader MindTap Reader is a central component of 
MindTap. It can support content from Aplia, 
CNOW, WebAssign, SAM, CourseMate, etc. 
MindTap Reader supports SSO to enable 
users to access content seamlessly. 

No 
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AApppp  DDeessccrriippttiioonn  CCaann  DDSSCC  rreemmoovvee  
AApppp??  

Assignment A Course mode MindTap includes 
assignments (homework and assessments) to 
test a student’s knowledge of the material.  
assignments in MindTap can come from 
MindTap’s original Homework App, and 
Homework Apps like CNow, Aplia and 
WebAssign. 
Students submit assignments to have them 
scored. At the due date, any assignments that 
were not submitted assignments submit 
automatically. 

Yes 

Bookmarks Students can click a bookmark icon on a page 
in a Reading Activity to bookmark a location 
in the Reading Activity. Bookmarks display in 
the Bookmarks App (under My Notes), 
organized by location. A click takes the 
student to the original location of a 
bookmark. 

Yes 

ConnectYard Instructors use this optional App to include 
social media in a MindTap. 

Yes 

Flashcards Students and instructors use the Flashcards 
App to display in-book key terms and 
definitions. Students can also create 
additional cards for their own use. The cards 
students create do not have to include key 
terms. 

Yes 

Flashnotes.co
m 

Instructors suggest a Cengage Learning 
Scholar who serves as a course note taker. 
Students can use the Flashnotes.com App to 
create, sell and buy study materials.  

Yes 

Glossary Students and instructors access the Glossary 
App, which organizes the in-book key terms 
and definitions into an alphabetical list, from 
the App Dock. It enables them to view all of 
the key terms and definitions identified in the 
textbook associated with a MindTap product. 

Yes 

Google Drive Instructors make documents in their Google 
Drive accounts available to students in a 
MindTap course. 

Yes 
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AApppp  DDeessccrriippttiioonn  CCaann  DDSSCC  rreemmoovvee  
AApppp??  

InSite Uses the Turnitin service. It includes the 
ability to add papers or essay assignments to 
the Unit View for manual grading. When 
students submit papers, an Originality Report 
displays. (Enhancements will follow in future 
releases.) 

Yes 

Kaltura Instructors make images, videos and audio 
files in a Kaltura account available to students 
in a MindTap course. Kaltura is useful for 
video capture. 

Yes 

Merriam-
Webster 
Dictionary 

Students can select text and a Contextual 
Menu displays a Dictionary option to define 
words used in Reading Activities 

Yes 

Message 
Center 

Instructors share course related notifications 
with students. Message Center also alerts 
students and instructors to system 
announcements. 

Yes 

Notebook 
(Evernote) 

Students and instructors take notes within 
MindTap; the notes save to their Evernote 
accounts.  

Yes 

Outline 
Builder 

Instructors assign the Outline Builder to 
support students in selecting speech topics, 
researching, citing work, organizing outlines 
and creating notecards. 

Yes 

Polling Instructors create polls and can view the 
responses in real time. 

Yes 

Questia Instructors access the Questia resource 
library to add additional readings to their 
courses. 

Yes 

ReadSpeaker Students click a ReadSpeaker icon to hear 
audio of a Reading Activity. 

Yes 

RSS Feed Students access web-based feeds, delivering 
timely information.  MindTap courses can 
contain multiple RSS feeds, depending on the 
needs of the instructor and the title. 

Yes 

Study Center Students review study guides and take 
practice quizzes. 

Yes 
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AApppp  DDeessccrriippttiioonn  CCaann  DDSSCC  rreemmoovvee  
AApppp??  

WebLinks Instructors create WebLink Activities in 
MindTap by including links to articles, 
websites or other web-based content. Web 
Links can reside on a MindTap Unit View or 
inline within a Reading. 

Yes 

Web Video Instructors search for and add a video from 
YouTube into a MindTap. 

Yes 
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Adding Activities from Apps 

This section includes instructions for adding Activities to a MindTap course. A DSC representative can 
assist. 

 

Non-MindTap Activities 

Add scores from assignments outside of MindTap into the MindTap Gradebook as Non-MindTap 
Activities. They add a column to the Gradebook. Edit the score manually to assign grades to them. Add 
Non-MindTap Activities using the following procedure: 

SStteepp  AAccttiioonn  

1 Click the plus icon (+) at the top of the screen:  

 
Click Add Activity: 

 
Result: The Activity Manager List displays. 
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2 Select Non-MindTap Activity. 

 
Result: The Create New Assignment page displays. 

3 Edit the assignment details. Click Save. 

 
Result: The Assignment Properties page displays. 
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4 Complete the fields. 

Field Details 

Description 
(Optional) 

Field is blank by default. 
Refer to the Learning Path grid for 
Activity Description.  

Available Select a date when the activity becomes 
available for students. 

Due Select a due date. 

Order On edit, opens with current position. 
Modify if necessary. 

Add to Folder Specify a Folder.  

Click Save. 

 
Result: The assignment displays in the Gradebook. To view information on adding 
or editing scores, view the Comprehensive Guide to the Progress App. 

  

http://inside/sites/newmedia/Global%20New%20Media/PDTRC/Shared%20Documents/Comprehensive%20Guide%20to%20the%20Progress%20App.pdf
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Google Drive and Kaltura (My Content) 

The Google Drive App and Kaltura App enable instructors to add their own content to a MindTap 
course. Instructors add content from Google Drive and Kaltura in similar ways. A DSC representative can 
assist. 

Adding Google Drive and Kaltura Content to a MindTap course 

To add Google Drive content (documents, PDFs, spreadsheets or presentations) follow these steps: 

SStteepp  AAccttiioonn  

1 From the App Dock on the right, select the My Content (briefcase) icon: 

 
Result: The My Content Getting Started page displays.  
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SStteepp  AAccttiioonn  
2 Click the Google Drive icon at the top of the page: 

 
Result: The Activate your Google Drive Account in MindTap page displays. 

 
NOTE: If instructors have previously associated a Google Drive account with 
another MindTap, it is available in any MindTap course they use. 

3  Click Sign In. 

 
Result: The Google sign in page displays. 

 
4 Enter login information. 

Click Sign In. 
Result: Acceptance dialog box displays. 
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5 Click Accept.  

 
Result: The documents in the Google Drive account display. 
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SStteepp  AAccttiioonn  
6 Click the check box to make documents available for use by students in a MindTap 

course.  
If the document to make available is not in the Google Drive account, click Upload 
to add it. 
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7 Enter document attribution information. 

 Hover over document name. 
Result: The Edit icon displays. 

 
 Click the Edit icon. 
Result: The Edit Document Settings page displays. 
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SStteepp  AAccttiioonn  
8 Complete the fields. 

 
 Select Yes to Make Available to Students. 
 Complete the Optional fields, if desired. 

— Source: Indicate the name or provide a URL link to the content file. 
— Usage Rights: Select the type of license from the drop-down menu. If the 

appropriate usage rights are not included in the list, select Other. 

 
Attribution: Indicate the use of instructors’ own materials or materials to which 
they currently have the appropriate permissions. Creative Commons licenses allow 
non-commercial use, as long as attribution is provided; therefore, use the 
Attribution field when using any of these licenses. 
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SStteepp  AAccttiioonn  
8 

(cont.) 
 Click the Learn More link for information about attribution. 

 
Click Save. 
Result: The document link displays. The document is available to include in the 
MindTap. 
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Follow the steps in this table to share media files from Kaltura (including .jpg, .png and .gif images; .mov 
and .mp4 videos; .mp3, .wav and .aif audio): 

SStteepp  AAccttiioonn  

1 Select the My Content (briefcase) icon on the App Dock. 

 
Result: The My Content Getting Started page displays.  

 

2 Click the Kaltura icon. 

 
Result: The Select Media page displays. 

 



       Instructor Guide to Managing MindTap Courses  Page 54 

Cengage Learning   

SStteepp  AAccttiioonn  
3 Click the checkbox to make files available for use by students in a MindTap course. 

If the document to make available is not in the account, click Upload to retrieve it 
from the drive. 

 

4 Enter document attribution information. 
 Hover over document name. 
Result: The Edit icon displays. 

 
 Click the Edit icon. 
Result: The Edit Document Settings page displays. 
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5 Complete the fields. 

 
Select Yes to Make Available to Students. 
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SStteepp  AAccttiioonn  
5 

(cont.) 
Complete the Optional fields, if desired. 

— Source: Indicate the name or provide a URL link to the content file 
— Usage Rights: Select the type of license from the drop-down menu. If the 

appropriate usage rights are not included in the list, select Other. 

 
— Attribution: Indicate the use of instructors’ own materials or materials to 

which they currently have the appropriate permissions. Creative Commons 
licenses allow non-commercial use, as long as attribution is provided; 
therefore, use the Attribution field when using any of these licenses.  

 Click the Learn More link for information about attribution. 
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Kaltura Video Capture 

Kaltura Video Capture enables instructors to add videos they record with their own webcams to a 
MindTap course. 

SStteepp  AAccttiioonn  

1 Select the My Content icon from the App Dock on the right. 

 
Result: The My Content Getting Started screen displays. 

 

2 Click the Kaltura icon. 

 
Result: The Make Your Media Available to Students page displays. 

3 Click Capture. 
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SStteepp  AAccttiioonn  
3 

(cont.) 
Result: The Adobe Flash Player Settings popup displays. 

 
NOTE: Enable Flash to use this. 
Click Allow. 
NOTE: Wait a few seconds for the recording to begin working. 
Result: The recording screen displays. 

4 Click anywhere to begin recording. 
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SStteepp  AAccttiioonn  
5 Record the content. 

Click anywhere to stop recording. 

 

6 Click Save. 
Result: The capture displays on the Make Your Media Available to Students page. 
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Adding Google Drive and Kaltura Activities in the Unit View 

This is how to add content as Distinct Activities: 

SStteepp  AAccttiioonn  

1 Navigate to the Unit View. 

 
Select the Add (+) icon.  

 
Result: A menu displays. 

2 Select Add Activity. 

 
Result: The Activity Manager displays. 

3 Select My Content from the Activity Manager. 
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SStteepp  AAccttiioonn  
4 Select Google Drive or Kaltura. 

NOTE: The pictures in this table are from Google Drive. The steps are identical for 
uploading Kaltura. 

 
Result: The files display. 
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5 Select a file to add as an activity. 

 

6 Click Continue. 

 
Result: The Activity page displays. 
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SStteepp  AAccttiioonn  
7 (Optional) Enter any text to display before and after the file. 

 
Result: Instructors can modify the properties of the activity. 

8 Click Save. 

 
Result: Instructors can add or edit the following: 
 Title  
 Description 
 Available Date  
 Due Date  
 Order the Activity displays  
 Add to Folder 
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SStteepp  AAccttiioonn  
9 Click Save. 
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SStteepp  AAccttiioonn  
9 

(cont.) 
Result: The Activity added displays in the Unit View. 

 
IMPORTANT: To delete the Activity, hover over it and click the Delete (Trashcan) 
icon. 
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Adding Google Drive and Kaltura Activities Inline  

Follow these steps to add content as inline Activities: 

NOTE: Add media from Kaltura using a similar procedure. 

SStteepp  AAccttiioonn  

1 Open a Reading. 
Click the Edit (pencil) icon in the Reading to enter Edit mode. 

 
Result: The Add (+) and Remove (-) icons display. 

2 Click the Add (+) icon in the desired location. 

 
Result: The Activity Manager screen displays. 
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SStteepp  AAccttiioonn  
3 Select My Content. 

 
Result: Content Options display. 

4 Select Google Drive. 

 
Result: The files are available to students display. 
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5 Select a file. 

 
Click Continue. 

 
Result: Activity screen displays. 
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6 If you have not already activated it, a SignIn screen displays:  

 

7 (Optional) Enter an Activity Title and text to display before and after the file. 
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SStteepp  AAccttiioonn  
8 Click Save. 

 
Result: File displays inline with any added text. A label displays Added by Instructor 
using Google Drive. 

 
NOTE: Click the Remove (–) icon to remove the file. 
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9 Click the Edit (pencil) icon to exit Edit mode. 

 
Result: The file displays and the Add and Remove icons no longer display. 
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Using Date Manager to Add or Change Dates 
Date manager is a flat, compact view of activities in the Unit View, enabling an instructor to change 
assignment available dates and due dates easily in a MindTap course. The activity names are links to the 
Activities that instructors launch from this view. For help using Date Manager, contact a DSC 
representative. 

If instructors do not specify due dates for an activity, the due date defaults to the Course End Date.  

NOTE: You cannot extend a due date past the Course End Date. 

 

IMPORTANT: Use the Progress App to extend due dates for individual students. 
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Extending a Due Date for All Students 

MindTap instructors set or modify due dates for assignments by accessing Date Manager from the 
Dashboard View.  

 

Select the Due Date icon corresponding to the activity to change the date. 
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Extending a Due Date for an Individual Student 

Use the Progress App to extend an activity due date for an individual student. This is different from 
extending an activity due date.  

Instructors modify the due date of any assignment; however, they cannot extend a due date for a 
student beyond the Course End Date.  

NOTE: When instructors extend a due date, students can access their most recently submitted 
assignment takes and add or edit any answers that they previously submitted. 

Once in the Progress App, click an activity to see each student’s information.  

 

Instructors can Edit the Score or Extend the Due Date. Click the Calendar icon to change the Due Date: 

 

A Calendar displays. Click Done after you select the new date: 
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       Instructor Guide to Managing MindTap Courses  Page 76 

Cengage Learning   

Progress App 
The Progress App enables instructors to add student IDs, track student scores on homework and 
assessments taken in MindTap and to monitor student engagement via Analytics. Instructors access 
Progress from the App Dock or Unit View. For detailed information about using the Progress App, 
contact a DSC representative. 

  

http://inside/sites/newmedia/Global%20New%20Media/PDTRC/Shared%20Documents/ProgressApp.pdf
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