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This manual provides instructions for department chairs and authorized 

administrators on how to check overall response rates for an academic unit 

during the course evaluation period. 

 

5. Copy the entire table of course evaluation results from your department’s Mercury page. 

 

6. Open up Microsoft Excel. With your cursor in Cell A1, paste this into an Excel spreadsheet. 

 

Department Chairs: SR Admin (Mercury Liaisons): 

1. Log in to Minerva  
2. Select “Faculty Menu” 
3. Scroll down and click on “Mercury Online 

Course Evaluation Menu” 
4. Then click on “Results – for the 

Department Chair” 

1. Log in to Minerva. 

2. Select “SR Admin” 

3. Scroll down and click on “Mercury Online 

Course Evaluation Menu”  

4. Then click on “Mercury – Department Access”  
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7. Delete the columns for “Status,” “Instructor,” “Questionnaire,” “# TA(s),” and “Start/End Dates” (if 

applicable). You will now have two columns: A (Subject/Course Num…) and B (Response Rate).  

8. Highlight the response rate column, click on the “Data” tab, and press the “Text to Columns” button. 

  

9. You now need to separate the data in the Response Rate column. To do this, follow the “Convert 

Text to Columns Wizard.”  

a. In Step 1, make sure “Delimited” is selected. Press “Next.” 
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b. In Step 2, under “Delimiters,” check the box next to “Other” and input a forward slash “/” in 

the box. Press “Next.” 

 
 

c. In Step 3, make sure “General” is selected under “Column Data format” and press “Finish.”  

 
10. You will now have a new column. Under response rate, you will see a list of numbers. In the column 

to the right (Column C), you will see “x = y%.” Highlight this new Column C, click on the “Data” tab, 

and press the “Text to Columns” button. 

a. In Step 1, make sure “Delimited” is selected. Press “Next.” 

b. In Step 2, under “Delimiters,” check the box next to “Other” and input an equal sign “=” in 

the box. Press “Next.” 

c. In Step 3, make sure “General” is selected under “Column Data format” and press 

“Finish.”  
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11. You will now have 4 columns. Column B is the total number of respondents. Column C is the total 

enrolment in the courses. Column D is the course response rate. 

 

12. In an area below all of the course data, set up a 

SUM function to add up the total for Column B. 

Your function for column B will be =SUM(Bx:B1), 

where x is the row number of the last filled cell in 

the column. In the example on the right, x is 19.             

 

NOTE: The courses that do not have evaluations 

will be listed with “Enrolment = #.” These numbers 

will not be included in the calculation.       

13. Repeat Step 12 for Column C. Your function for 

column C will be =SUM(Cx:C1), where x is the 

same as in Step 12. See pictures on the next page. 
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14. Then, create a formula to obtain the response rate. Place the cursor in Column D. The function will 

be =By/Cy, where y is the row in which your results from Steps 12 and 13 appear. In the example 

above, y is 21. 

   

15. Convert the number you obtain in Step 14 to a percentage. This is your department’s overall 

response rate. 

 


