
How to Conduct a CPC Appraisal
Within Manager Space this is how you do your employee appraisals.
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STEP 1

CPC Appraisal Email Noticnatio2 

An email will be sent to your inbox for each employee you manage notifying you that the 
appraisal process has begun.

STEP L

goM i2to ea2aM.r Span.k ClinR o2 v.wi.f P.rhorma2n. o2 td. sib. 3ark
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STEP x

ClinR td. 3oy oh td. .mplou.. uo, fo,lb liR. to nompl.t. a2 appraisal o2k
 Pl.as. 2ot.4 uo, o2lu 2..b to nlinR o2n.k

STEP I

ClinR o2 CPC APPvA0SAg LX55
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STEP "

A 3,tto2 fill app.ar a3ow. td. bataMrib .2titl.b 6Start Appraisal6 ClinR o2
 Start Appraisal
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STEP -

v.wi.f Cd.nR702s hrom td. u.ark

Double Click on a date to pull up the check-in.

You may ,nd a red exclamation mark by a check-in. This exclamation mark indicates 
that the check-in has not been acknowledge by the employee. While we encourage 
acknowledgment of check-insq they are not re5uired at this time.
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STEP Y

8o, mau cll o,t a 2.f nd.nR7i2 at tdis tim. ih 2.n.ssaruk To bo so4 nlinR td.
 nd.nR7i2 3,tto2 o2 td. snr..2k
A check-in is not re5uired for the appraisal but is an option for any supervisor who would 
like to include that into the process.

STEP 9

ClinR o2 Ewal,at. Crit.ria
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STEP F

jill o,t td. crst rati2M o2 'o3 p.rhorma2n.k 

STEP 1X

Pl.as. cll o,t td. nomm.2ts s.ntio2 r.Marbi2M td. .mplou..Ds 'o3
 p.rhorma2n.k 
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STEP 11

jill o,t td. s.no2b rati2M o2 i2t.rp.rso2al 3.dawiork 

STEP 1L

Pl.as. cll o,t td. nomm.2ts s.ntio2 r.Marbi2M td. .mplou..Ds i2t.rp.rso2al
 3.dawiorkk 
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STEP 1x

0h uo, daw. nomm.2ts uo, fo,lb liR. to l.aw. o2 td. .mplou..Ds ow.rall
 p.rhorma2n. hor td. u.ar4 pl.as. p,t td.m d.r.k 

STEP 1I

ClinR Saw. a2b Clos.
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STEP 1"

S.t ,p m..ti2M fitd .mplou.. to Mo ow.r appraisal r.s,ltsk 

STEP 1-

z,ri2M td. m..ti2M4 Mo 3anR i2to td. appraisal i2 ea2aM.r Span. 3u hollofi2M
 st.ps 17Lk Td.2 si2Ml. nlinR td. .mplou.. uo, ar. r.wi.fi2Mk
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STEP 1Y

ClinR o2 CPC Appraisal LX55k

STEP 19

ClinR Co2ti2,. Appraisal
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STEP 1F

0h td.r. ar. it.ms uo, 2..b to ,pbat. fdil. m..ti2M fitd td. .mplou..4
 pl.as. bo sok 

STEP LX

ClinR ji2isd

When your meeting is complete and you are satis,ed with your comments and ratingsq 
click ,nish.
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STEP L1

ClinR ji2ali!. Appraisal

STEP LL

Tup. i2 td. bat. oh td. m..ti2M a2b nlinR s,3mitk
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STEP Lx

S.l.nt td. ji2ali!.b Ta3

STEP LI

ClinR CPC Appraisal LX55
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STEP L"

ClinR S,3mit To Emplou..

PP This step is easily missed - ELNASN remember to push S,3mit to Emplou..H

STEP L-

8o,r .mplou.. fill r.n.iw. a2 .mail r.Marbi2M td. appraisalk 

Your employee will receive an email in their inbox letting them know an appraisal has been 
submitted on them and needs their attention.

Elease make sure your employees go out and acknowledge the appraisal. The appraisal will 
not be complete until the acknowledgement has happened.

STEP LY

Cd.nR to maR. s,r. td. anR2ofl.bMm.2t das dapp.2.bk 
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STEP L9

goM 02to ea2aM.rDs Span. a2b Mo to v.wi.f P.rhorma2n. aMai2k 

STEP LF

ClinR o2 AnR2ofl.bM.b A2b ;istorinal

STEP xX

All appraisals tdat daw. 3..2 anR2ofl.bM.b fill sdof ,p d.r.k 

Created with 17 of 18

https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links


STEP x1

Co2Mrat,latio2sH Td. Pron.ss is Compl.t.H
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6ever miss a step again. Visit Tango.us
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