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TIME MANAGEMENT SYSTEM-ONLINE 
Supervisor Time Approval 

 

Instructions for approving time off requests in a pay period: 

 Open the CVM Time Management System website. 

  

 Log in using your User ID and password 
o This will be the same User ID and password used for your CVM network account. 

 

 

 

 

 

 

https://179523.tcplusondemand.com/app/manager/#/ManagerLogOn/179523


 From the Dashboard,  approve appropriate pending time off requests before approving 
hours to ensure leave time is included in weekly hours. There are three ways to approve 
time off requests: 1. Dashboard 2. Request Manager Calendar View 3. Request Manager 
List View. 

 
1. Dashboard 
Pending time off requests can be approved by clicking the checkmark on the Dashboard next to 
the appropriate request. These requests can be denied by clicking the X. 

 

 



 
To view, approve or deny the request in calendar view or list view, choose “Jump to Request 
Manager” from your Dashboard. 
 
2. Request Manager - Calendar View 
 

 
 
To approve in Calendar View, right click on the request and choose “Approve Request Level 1.” 
To deny the request, right click and choose “Deny.” 
 
3. Request Manager - List View 

 
 
To approve in List View, right click on the request and choose “Approve Request Level 1.” To 
deny the request, right click and choose “Deny.” Once requests are approved, you can return to 
your Dashboard by clicking the Home button on the top left of the screen. 

 



Instructions for approving hours in a pay period: 

Once all leave requests for the pay period have been approved or denied, hours can be approved. 
There are two options for approving hours from your Dashboard: 1. Individual Time Approvals 
2. Group Time Approvals. 

 

Individual Time Approvals 

To approve individual hours, choose “Jump to Individual Hours” from your Dashboard. 

 

 

 

 

 



The Individual Hours screen will list all employees a specific manager has access to on the left 
side of the screen. To view hours, click the employee’s name or enter it in the search bar at the 
top of the screen. 

 

To approve hours, check the boxes in the “M” column for manager approval. By clicking on the 
“M” it will approve all segments in a pay period. You may also approve individual segments by 
clicking the checkbox next to the segment. If leave was approved prior to approving hours, all 
leave will be included in the hours listed. 

o Only the final segment of the pay period is required, however, if you prefer to 
approve all segments that is acceptable as well. 

 
The segment(s) approved will then list the approver’s name to the left of the time segment. 



Group Time Approvals 

 To approve individual hours, choose “Jump to Group Hours” from your Dashboard. 

 

The Group Hours screen will list all employees a specific manager has access to in a list. You 

must click the “Update” button on the top of the screen to view group hours.  

 

 



To approve hours, check the boxes in the “M” column for manager approval. By clicking on the 
“M” it will approve all segments in a pay period. You may also approve individual segments by 
clicking the checkbox next to the segment. If leave was approved prior to approving hours, all 
leave will be included in the hours listed. 

o Only the final segment of the pay period is required, however, if you prefer to 
approve all segments that is acceptable as well. 

 

 
 

The segment(s) approved will then list the approver’s name to the left of the time segment. 

 

 

 

 

 

 

 

 

 

 

 

 



Instructions for viewing Employee Leave Balances: 

To view individual leave balances, choose “Jump to Individual Hours” from your Dashboard. 

 
From the Individual Hours screen, click the employee’s name on the left hand side of the 
screen whose balances you would like to view, or search using the search bar. 

 
 
 
 
 
 
 
 
 
 
 
 

 



Click the Accruals tab 

 
 
Leave balances as of the most recent pay period will be show on the screen. These balances 
will not account for any leave taken in the current pay period. 


