
How to Acknowledge a CPC Check-in in Employee Space

1. Navigate to Employee Space.
2. If prompted, Click on Azure or mySD

a. Click: Azure if you are an employee with a
State Network Account

b. Click: mySD if you are an employee without a
State Network Account and registered with a
personal email.

3. Scroll down the employee menu.
a. Click: Employee check-in

4. Double click: The colored box
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5. Your employee check-in information
will be displayed.

a. Review the information.
b. See your manager with any

concerns or questions about
check-in content.

c. Click: Acknowledge after
reviewing.

6. After clicking on Acknowledge
you will see confirmation of
completion in the top right corner.
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