
 

How to Add an Attachment to a Manager Appraisal  
The purpose of this document is to show managers how to attach a document to the manager appraisal. This document will 
also show how to view the attachment once the appraisal has been finalized.  Please note: you can only add attachments if 

the appraisal is in Draft or In Progress status. You cannot add attachments once the appraisal has been finalize.  
 

Step Screenshot 

1. Log into Infor HR 

 
 

2. Navigate to Manager 
Space 

 

https://ltmwebprod01.dpsk12.org/sso/SSOServlet?_action=LOGINASSERT&_ssoOrigUrl=https%3A%2F%2Fltmwebprod01.dpsk12.org%3A443%2Fltmprod%2FEmployeeSelfService%2Fhtml%2FEmployeeSelfService%3Fcsk.CHP%3DDPS&_TKM=TODO-UI&_serviceName=LTMPROD.HCMAPP.EMPLOYEESELFSERVICE&_ssoTenant=DEFAULT&_ssovaltoken=Cegum74V6ffIJodmxh%2FmxMS39AU%3D


 
3. Click Review Performance 

and select Appraisals By 
Resource from the menu 
options 

 
4. Click on the My 

Appraisals tab and double 
click on the appraisal that 
you wish to add the 
attachment to 

 



 
5. Click on the manager 

appraisal then click 
attachments  

 
6. A new window will open, 

click the create icon by 
clicking on the paper with 
the plus symbol, or 
actions  Create 

 
 



 
7. Click the folder icon to 

browse for the file 

 
8. Once the file is selected, 

click the save icon, or go 
to actions  save 

 
 



 
9. The file will then appear 

under Manage 
attachments 

 
10. To view the attachment 

once the appraisal has 
been finalized, navigate 
back to the appraisal 
dashboard and filter by 
the employees name 
under the historical 
section. Click on the 
appraisal and an 
attachments button 
should appear at the top 

 
 



 
11. The attachment appears 

under that attachments 
button 

 
 


