
SELKIRK COLLEGE 

INSTRUCTIONS FOR ACCESSING THE MANAGER’S PORTAL 

(FROM APPENDIX 2  OF THE HR MANUAL FOR DEANS AND CHAIRS) 

Goto http://stargarden.selkirk.ca/stargarden  and input your user ID and password.  Obtain a 

user ID and password from Liana Zwick in the HR Department.  After you gain access, you will 

then see the following screen: 

 

 

 

 

Click here 

You will not be in the ‘Test System’ but instead will be in ‘Production’  

http://stargarden.selkirk.ca/stargarden
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Click here to see employee contracts 

Currently these two areas 

are not being used 
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You will see a listing of all the employees who have 

been assigned to you as a ‘supervisor’ in the database.  

If you see someone who does not report to you, or if 

you are missing someone, please contact the HR Dept. 

at HR@selkirk.ca. 

Click on this arrow to get more details 

about the employee record. 
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Click on the ‘+’ sign to get more 

details on the section. 
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Click on the sub-category to 

get more information on each 

section. 
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This is the information you will see in the ‘Basic Info’ section. 
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This is the listing of positions attached to the employee record. 

This area notes that the positions listed are current 

for the employee as of today’s date.  If you select the 

pull down area, you can also view a historical, future or 

all positions for an employee.  Be sure to click on the 

binoculars circled on the right side of the box to 

refresh the screen with your new selection criteria.  

Click on the arrow 

to get more details 

about the position 
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Click on the sub-category to 

get more information on each 

section. 
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For each position you will have information listed under each of these 

tabs.  This particular screen shows you the status of the position. 
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For 100% account distribution, the 

account code will be listed here as a 

unit ID number.  Account splits are 

shown in another area.   

Summary wage info shown here. 
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If there is an account split on a position it will be listed here in 

the ‘Account Distribution’ area. 
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Click on the sub-category to 

get more information on each 

section. 
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Balances are areas where hours or dollars can be accrued.  For example, 

sick time or vacation time.  Stargarden accrues this in hours.  To 

convert to days you will have to divide by the appropriate hours/day: 

PPWC – 7 hrs/day or 7.5 hrs/day depending on the position 

BCGEU – 6 hrs/day 

SCFA – 7 hrs/day 

Exempt – 7 hrs/day 
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Accruals accumulate on a pay period basis and can either be stored in the 

balance section (as $$s or hours); or, they can be paid out on each 

cheque.  In this example, all the accruals listed would get paid out on 

each cheque. 

For PPWC contracts that accrue vacation, Stargarden identifies the different vacation accruals as 

follows: 

Level 1 – for 0-1 yr of service – prorated 16 days of vacation/yr 

Level 2 – after 1 year of service – 16 days/yr 

Level 3 – after 4 years of service – 21 days/yr 

Level 4 – after 9 years of service – 26 days/yr 

Level 5 – after 14 years of service – 31 days/yr 

Additionally, PPWC members receive a supplementary vacation week after 5 years of service.  This 

is referred to as a Bonus Week.  And, commencing the 20th year of service, they receive a day off for 

their birthday. 


