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Before You Start: CSM score data must be entered in the Custom Fields of a 
Scheduled Offering in order for CSM scores to appear on reports. 

1. 
On each CSM sheet, refer to the 
Overall Course Rating. 
 

 

2. 

Calculate the CSM Total Score by 
adding the Overall Course Rating 
from each of the evaluations. 
 
Example: If I you have 7 CSM sheets 
and 6 have a rating of Highly Satisfied 
and 1 has a rating of More than 
Satisfied, the total CSM score would be: 
 
6x5 = 30 
+ 
1x4= 4 
 
=34 
 
 
 

 
 
Highly Satisfied = 5 
More than Satisfied = 4 
Satisfied = 3 
Dissatisfied = 2 
Highly Dissatisfied = 1 
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3. 
Log in to the LMS and search for the 
Scheduled Offering you need to 
input CSM data for. 
 
Tip:  Remove the Start Date After value. 

 
 

 

 

 
4. 
 
 

5. 
 
 

6. 

On the Scheduled Offering, Click 
the Custom Fields tab. 
 
 
 
Enter the CSM Total Score in 
column 11 and the number of CSM 
Responses (the number of 
worksheets that you received back) 
in column 10.  
 
 
 
Remember to click Apply Changes 
or the data will not be captured. 
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7. 

 
 
 
Go to the Reports tab and enter 
“Customer” in the Search field. Click 
on Submit. Click on the report title. 
 

8. 
Enter the desired Scheduled 
Offering ID.  Click Run Report. 
 

8 


