
Head Evaluator Auto-fill Feature 
If your Head Evaluator form is the exact same form as the contributing forms, one45 can switch on a feature 
known as Autofill. 

The Autofill feature allows the Head Evaluator, while in 'split-screen' mode, to automatically fill in the blank 
head evaluator form with the aggregate data collected from all of the contributing forms. Below are 
instructions on how this works. 

To have this feature switched on, please submit a ticket and we will be happy to assist. Remember, the Head 
Evaluator form needs to be identical to the contributing forms for this feature to work. They must be the same 
form from your list/drop-down menu. 

To Autofill the Head Evaluator form: 

1. The Head Evaluator goes to their eDossier account, to their ToDo list, and the Summary Evaluations 
section. 
 
2. They click on the link titled split-screen, located below the target's name. 

Notice in the sample image below, that 3 of the 4 contributors have completed their evaluation on the target. 
If the Head Evaluator was to complete the form and submit to the target now, the evaluation form that still 
needs to be completed will be automatically removed from the contributing evaluators To Do list. This is fine if 
that contributing evaluator did not intend to complete an evaluation form on the target. If the Head Evaluator 
needs to wait for the contributing evaluator to complete their form, he/she should wait until the box next to 
the target name is checked; which means it is completed. 

 
3. Once the Head Evaluator clicks the split-screen link, a new window will appear. The top half of the window 
contains the aggregate data collected from the 3 submitted forms on Mariam. They have the option of 
checking off each submitted form and clicking the fill my form button. This automatically fills out the dates, 
comments and likert questions in the lower half of the screen with the average score that Mariam achieved 
for each question.  

 
Because yes/no questions or choices lists cannot be averaged, the checkbox, radio button, and dropdown 
questions will be left blank and must be filled in manually by the Head Evaluator. 



 

4. The Head Evaluator still has full editing capabilities on the form, but this does make the process easier for 
them. They can also fully edit any submitted comments, see image below. 

 

  

5. Once the Head Evaluator is satisfied with the completed form that the learner will receive, they can click the 
Submit button. It will appear in the learners eDossier account, in the Results section of their ToDo list. Any 
contributing forms that weren't submitted will be automatically deleted from the evaluator's ToDo list also. 

Should you ever wish to view the individually completed forms on the learner, you can always perform a 
custom search. 

 

https://one45software.na2.teamsupport.com/knowledgeBase/5376168
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