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Adding Teaching Assistants (TAs) for 
Mercury Course Evaluations 

A. Method #1: Adding Teaching Assistants (TAs) in Banner 
(Method #2, Adding TAs Directly in Mercury is shown further down in the document) 

1. Log in Banner INB (http://www.mcgill.ca/inb) and go to the SSASECT form. 

 

2. Under the SSASECT form, enter the TERM and the course CRN and then click NEXT BLOCK. You 

can then go to the COURSE ASSISTANTS tab. 

 

  

http://www.mcgill.ca/inb
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3. Under the COURSE ASSISTANTS tab, enter the McGill IDs of the course assistants, select “TA” 

under the COURSE ASST TYPE dropdown and tick off the E column. Add other TAs if necessary. 

SAVE the changes. 

 

B. Activate your course evaluations and verify that TAs have been 

added to your course 
4. You can now go in Mercury (http://www.mcgill.ca/minerva) and activate your course 

evaluations (your questionnaire needs to have TA questions in order for the TAs to appear on 

the questionnaire).  

 

5. Once they are activated, you can verify that TAs have been added to your course evaluations by 

looking at the TA column on the Mercury departmental list of courses. Courses with TAs will 

have a number of TAs greater than 0: 

 

http://www.mcgill.ca/minerva
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C. Method #2: Adding Teaching Assistants (TAs) directly in Mercury 
1. Log in Minerva and access the departmental admin form. 

2. Activate your course evaluations (your questionnaire needs to have TA questions in order for 

the TAs to appear on the questionnaire).  

3. Once they are activated, click on a specific course evaluation that has TAs to be entered. 

 

4. On the course form, click the “Edit Evaluation” button 
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5. Then click on the # of questions link. 

 

6. Then click on the question number containing the TA dropdown question. 
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7. From there, you can add TAs manually by entering their McGill IDs. Click on “Add Option” to add 

a TA entry.  

 

 

8. Then enter “1” under “Option No.” for the first dropdown item (“2” for the second, etc.) then 

enter the TA McGill ID (e.g. 260111111) under “Option ID”. 
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9. The name of the TA should get populated automatically under “Option Text”. Select “Make 

changes to all other evaluations” and then add other TAs if necessary. When done, click on 

“Save Question”. 

 

10. Repeat these steps for other courses with TAs if necessary. Please note that for all cross-listed 

courses, TAs need to be added to all sections of the course if using this method. In this 

example, we need to add TAs to both HIST 300 and CANS 304. If the course is cross-listed with 

another department, please ask the Mercury administrator to activate the evaluation. 

D. Verify that TAs have been added to your course 
11. Once they are activated, you can verify that TAs have been added to your course evaluations by 

looking at the TA column on the Mercury list of courses. Courses with TAs will have a number 

greater than 0: 
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