
Performance Review Process for Managers - 
Manager Space
Thank you for conducting the annual appraisal of your team members. This process is vital to their 
development and your duties as a manager. The process has been developed to put the focus on building open 
communication regarding the employees’ performance. Please utilize the CPC Appraisal Prep Tool found here: 
https://bhr.sd.gov/files/CPCAppraisalForm.pdf before meeting with your employee. The prep tool will allow 
you to have your thoughts together and help move the conversation along when you do have your one-on-one 

meeting with your employee. 

1. In Manger Space click on Manager.

https://app.tango.us/app/workflow/59f8a8b0-458d-4089-a771-f7508abb06e3?utm_source=magicCopy&utm_medium=magicCopy&utm_campaign=workflow%20export%20links
https://bhr.sd.gov/files/CPCAppraisalForm.pdf


2. Click on Review Performance.

3. Click on All Assigned to Me, this will bring up any appraisals that need to be
completed.



4. Click on Start Appraisal. 

 

 

5. Click on Next. 

 



6. Click on the CPC Rating Section. Choose the correct button for expectations 
and fill out the appropriate comments for each section.  

 

7. In the overall Section you are only allowed to put comments. Please enter 
appropriate comments.  

 



8. Click on Finish. 

 

9. Then, click on Submit. This is a change from prior years. You only have to 
submit this once now to go to the employee.  

 



10. You will then be asked for the date you met with the employee to go over the 
appraisal. You click on the lookup trigger and pick a date. 

 

11. For this example we are using 8/29, then click apply.  

 



12. Once you have the date entered click on Submit. 

 

 

13. Congratulations! The Process is Complete! 
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