
Head Evaluators 
Description 
In this evaluation workflow scenario, evaluation forms go to "x" number of contributors 
to fill out.  After they have completed the evaluations, their forms will go to the head 
evaluator's To Do box for him/her to review. Once the head evaluator has reviewed the 
contributing evaluations, he/she will fill out a head evaluator form and release it to the 
learner.  

 

Instructions 
When a head evaluator receives a form in their To Do box, under Summary 
Evaluations, they are able to see a list of every contributor that received the form. 
When the contributors submit their form, a check mark will show up beside the 
contributors name in the head evaluator's To Do box indicating that the form has been 
completed. You are able to view the summary evaluation by clicking on the target's 
name. 



 

  

Reviewing individual Contributor Results: 

To view the individual results of one contributor instead of the compiled report by all 
contributors, the head evaluator will click on the contributor's name.  The individual form 
they completed will then open in a new tab. 
 

 
 
 



COMPLETING THE FINAL EVALUATION 

Once all of the contributing evaluators have submitted their forms (or when desired) the 
head evaluator can do the final evaluation.  To do this they click on the split-screen 
link below the learner's name.  

 

After clicking split screen, a compiled report based on the contributing evaluations 
results, as well as the final evaluation will open.  This will open in a split screen with two 
separate scroll bars.  

On the top half you will see the compiled report for you to review the results by the 
other faculty.  On the lower half you will need to scroll down to the blank form where 
you will fill in the final evaluation (usually about half way down).  The split screen 
feature allows you to compare each section before you fill in your overall results on your 
final form.  If you are adding in comments you can copy and paste from to 
the above section if you wish.  Once you have finished filling out the form you will need 
to click submit to finalize the results and save the data into the system.  

one45 also has an autofill feature.  This automatically fills in the head evaluator form 
with the aggregate data from the contributing forms. This feature only works if the head 
evaluator form is identical to the contributing forms.  Click here to read an article on this 
feature. 

*It is very important that you complete all sections of the final evaluation form. Learners 
will see at least the head form and possibly the contributing forms. Previously, the head 
evaluator form was the only form that the learner would receive but there is now a 
feature that allows the learners to see the contributing forms as they are filled out (this 
way they can address any areas for improvement immediately), if the workflow or send 
out was set-up to allow the target to view contributing results. 

Once you've finished a task it is removed from your To Do subfolder. 

Please note: 

If the forms were sent to multiple contributors and some contributors haven't completed 
their forms, if applicable, you can move ahead and fill out the head form and submit 
it.  Doing this will remove the form from the contributors to do's. 

https://one45software.na2.teamsupport.com/knowledgeBase/5376080
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