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:

Zwick, Liana Logged Into Test at 9/10/Z2010 2:18:53 PM - Microsoft Internet Explorer provided by Selkirk College == x|
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Click here to see employee contracts

Currently these two areas
are not being used
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SCFA Instructor (SCFINS)

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.

Page 4 of 16



Zwick, Liana Logged Into Test at 9/10,/2010 3:58:30 PM - Microsoft Internet Explorer provided by Selkirk College =& x]

- ’3‘ a hktp:/iskargarden, sel Google rel
Ao A

Click on the sub-category to
get more information on each
section.
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Payroll Country Canada (CAN)
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,f_'.‘- 2wick, Liana Logged Into Test at 9/10/2010 3:58:30 PM - Microsoft Internet Explorer provided by Selkirk College - Iﬁllil
@\—‘: - I& http:/skargarden. selkirk.cafstartest41 | j 4 X IGoogle 2
File Edit VYiew Favorites Tools  Help
Go gle| €4 v | signin -
This is the listing of positions attached o the employee record. —
o e gg| v| {8 zwick, Liana L - | Page - () Tools ~
“
+ Manage Employees ::: |
= Manager Self-Service + Employee: Flake, Snow (1762) - Current Positions ':_:' A
21 Employees
= MNotices || sdrch For ﬂ
2 Company Reports g Position Pay Appoin Cost Work
2 Help J 9 Type Type Union Status Type FTE Center Location Date Start
2 Logoff GINSTC  GEU Instructor an TEC 5 BW GEU ACT BCAA SHELTH 70 09-10-2010  12-24-2010
(1] SCFINS  SCFA Instructor 5] MM SCFA ACT TR 0.4300 5UAS 10 09-10-2010 12-24-2010
= WPHRPD VP HR Planning and Development A MM MGMT ACT/ ESPT 0,3100HR. 10 09-10-2010  12-24-2010
= 3 CKSWIT  Switchboard Castlegar A EVW PPWC Af PTMP 0. 1000 CMPMGT CSGR 09-10-2010 12-24-2010
Cl |Ck on -‘-he arrow GEUIAS  BCGEU Instructional Assistant A MM GEU /ACT EBMRP 0.1000 5IMND 40 05-10-2010  12-24-2010
to get more deftails ¥
about the position This area notes that the positions listed are current L

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.
4 | _'lll

|D0ne l_l_l_’_’_’_|® Internet | 0% - 4
l.'b'startl J EBY O J ) Movell GroupWise—Mai...l 1] Manager Portal Access, . ” /€& 2wick, Liana Logged... J e = TTANT 40 J « () & 407pm

=
-
=]

Page 7 of 16



Selkirk College: Instructions for Accessing the Manager’s Portal
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SCFA Instructor 0.4500 5UAS 10

VP HR Planning and Development 0.3100HR 10

Switchboard Castlegar 0,1000 CMPMGT CSGR

BCGEU Instructional Assistant 0.1000 SIND 40

Click on the sub-category to
get more information on each
section.
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Brveekty ot ositon Type Secondary
- BCGEL Instructor Seniority Lis Start Date 9/10/2010
End Date 12/24/2010
Group BC Government & Service Employees Union PosfEmp FTE

Appoint Type BCGEU Casual TEC

YPHRPD WP HR Planning and Development A MGMT ACT  ESFT 0, 3100 HR 10 12-24-2010

CKSWIT  Switchboard Castlegar A PPWC ACT  PTMP 09,1000 CMPMGT CSGR 12-24-2010

GEUIAS  BCGEU Instructional Assistant A GEU  ACT  BMNRP 0, 1000 5IND 40 12-24-2010

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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Schoal of Health and Human Services ivisi Instruction
Grand Forks Centre Instruction
Grand Forks
Admin Location Castlegar Campus
Admin Areafl ocation Castlegar
Timesheet Location

= CKSWIT  Switchboard Castlegar BW PPWC ACT PTMP 0, 1000 CMPMGT CSGR 05-10-2010

=] GEUIAS  BCGEU Instructional Assistant MM GEU  ACT  BNRP 0.1000 SIND 40 09-10-2010
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2wick, Liana Logged Into Test 8:45:49 AM - Microsoft Internet Explorer provided by Selkirk College
N 3P 2

=

Pay Plan BCGEU Instructor Hourly Wage (BCINHR)
Pay Plan Step 11
Cirded N
Work Type Unit Counseling (1010411100}
Inarement Date
Job Share N

Hourly Pay Period  Annual o . . .
i omanen For 100% account distribution, the
account code will be listed here as a

Summary wage info shown here. unit ID number. Account splits are
shown in another area.
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Zwick, Liana Logged Into Test at 9/10/2010 3:58:30 PM - Microsoft Internet Explorer provided by Selkirk College = 2] x|
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Test System

Seniority Plan

Work Plan
Conversion Plan Bi Weekly Zero FTE

FLSA/Overtime Plan

T T TeOT SUAS Fil

YPHRPD WP HR Planning and Development MM 0,3100HR 10

CKSWIT  Switchboard Castlegar BW 0.1000 CMPMGT CSGR 09-10-2010

GEUIAS  BCGEU Instructional Assistant T 0.1000 5IMD 40 09-10-2010
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2wick, Liana Logged Into Test at 9/10/2010 3:58:30 PM - Microsoft Internet Explorer provided by Selkirk College == =]

K.‘-@ E http:/fstargarden.selkirk. cafstartest41} |— ﬁ EE

SCFA Instructor SCRA AT 01,4500 5UAS 1a 05-10-2010

WP HR Planning and Development MGMT  ACT 0, 3100 HRL hli] 0%-10-2010

Switchboard Castlegar PPWC  ACT 09,1000 CMPMGT CSGR 03-10-2010

BCGEU Instructional Assistant GEU  ACT 0. 1000 SIND 40 09-10-2010

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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™ 2wick, Liana Logged Into Test at 9/10/2010 4:34:08 PM - Microsoft Internet Explorer provided by Selkirk College == =]
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ve dh e Zwick, Liana Logged Into Test atb 9/10/2010 4:34:08 PM

Test System

Hours Units

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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,C" Zwick, Liana Logged Into Test at 9/10/2010 4:34:08 PM - Microsoft Internet Explorer provided by Selkirk College =1
@A - Ié, htkp: ffstargarden. selkirk, cafskartesk41 ] j 4| K IGoogIe P
File Edit \View Faworites Tools Help
Go gle | j -.' Search ~ 4 G550 - #' Share = @ = :j Sidewiki ~ | "% Check = 53| Translate ~ Qg\\) @ SignIn ~
{? {Q? z . B . ﬁv - - |-k P - % Tools » 7
‘_é Zwick, Liana Logged Into Test ak 9/10/2010 4:34:08 PM = & o ~ |:zp Page - (5% Tooks
-
+ Manage Employees k_) |
=) Manager Self-Service + Employee: Flake, Snow (1762) - Accruals 2 K | i)
2 Employees
'+ Notices | Current | Search For (]
i '—P‘H ELEEn RS E{Plan Description Level Start End Status |2}
2 Help
ol FF GEL TEC appointments (GTEC) Vacation Percentin Lieu 8%  09-10-2010 Active
PPWC Balance Plan (PPWC) Stat percentage inlieu &%  09-10-2010 12-25-2010 Active
PPWE Balance Plan (PPWC) Vacation Percentin Lieu 6.4% 09-10-2010 12-25-2010 Active
SCFA Faculty Short Term (SCST) Vacation Percentin Lieu 8%  09-10-2010 12-31-2010 Active
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.

1 | _’I_I
|D0ne l_l_l_l_’_’_|® Internet | L
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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.
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