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. Loginto Infor HR
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2. Navigate to Manager
Space
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Click Review Performance
and select Appraisals By
Resource from the menu
options
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Click on the My
Appraisals tab and double
click on the appraisal that
you wish to add the
attachment to
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5. Click on the manager
appraisal then click
attachments
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resources on the Principal Portal (click here:  http://tinyurl.com/h4s3zab ) for additional information. To begin the appraisal, plez
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6. A new window will open,
click the create icon by
clicking on the paper with
the plus symbol, or
actions =2 Create
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7. Click the folder icon to
browse for the file Manage Attachment
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8. Once the file is selected,
click the save icon, or go Manage Attachment

to actions = save o
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9. The file will then appear
under Manage
attachments
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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

Historical
Conzolidated Appraizal Attachments Export to CSY
Name Appraizal Period B... Period E... Document Type
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| EAF Final Score 2013-2014 97172013 &31/2014  Manager

S | EAF Final Scores 9/1/2014  B/31/2015  Manager
Iy LEAP Final Score 9/1/2015 83172016  Manager
ey LE AP Final Scors 9112016 831722017  Manager

. LEAD 2017 Final Owverall Ratini 11/2017 120212017 Manager




11. The attachment appears Attachments
under that attachments B @ ¢ | Actons. Options « Dril Around® .
button File Name
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