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For you as a main administrator of Synkzone!
The next step as main administrator is to create your new standard 
administrator’s account.

A few easy steps:

Synkzone strongly recommends that you begin by changing the main 
administrator password, and then store it in a safe place. That way 
you can be absolutely sure that neither Synkzone, nor anyone else, has 
access to your password.

A few easy steps:

Change the password you were sent in the log in 
e-mail from Synkzone.
1.  Open Synker.
2.  Open the User menu.
3.  Select Change password…

Store your password in MORE than one place.
Make sure only you have access to the password.
Should the password be lost neither Synkzone, nor 
anyone else, can restore access to your data. This 
is to ensure the highest level of security.

1.  Open Synker.
2.  Navigate to the User window.
3.  Click on the plus sign at the bottom left.
4.  Enter your e-mail address and tick the Administrator box 
 under User Information.
5.  You will now receive an e-mail with the login information 
 of your new standard administrator’s account.
6.  Log out of the main administrator account and log back in 
 with your new personal account.
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GOOD TO KNOW!
The main administrator account is used only to issue administrator 
privileges to other user accounts, to update contact information and 
to adjust certain settings in your Synker organisation. In this role, you 
will also be issuing new passwords to users who have lost their login 
information. This is why it is important you make sure your e-mail 
address is correct and up to date.

TOP TIP! 
Print out your main administrator password, put it in a sealed 
envelope and place the envelope in a safe deposit box. That way 
only you have access to it, NO ONE ELSE.
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1.  Open Synker.
2.  Navigate to the User window.
3.  Click on the plus sign at the bottom left.
4.  Enter your e-mail address and tick the Administrator box 
 under User Information.
5.  You will now receive an e-mail with the login information 
 of your new standard administrator’s account.
6.  Log out of the main administrator account and log back in 
 with your new personal account.

 

Welcome as an administrator 
of Synkzone!
Now you are a Synkzone administrator. In this role you can create zones, 
make zone specific settings and create new user accounts.

Please start by doing this:

In your role as administrator, you will create zones and user accounts. 
There are three main types of users; administrators, internal users and 
external users. As administrator you can also delegate responsibilities 
in zones to a manager of each zone. The manager of the zone will be 
responsible for the information stored there, and may invite internal and 
external users to collaborate in the zone. 

Different types of user accounts have different levels of access. An inter-
nal user can be made an administrator, and automatically has access to 
all zones open to everyone in the organisation.

Change the password you received in your Synkzone login e-mail.

1.  Open Synker.
2.  Open the User menu
3. Select Change password…

Only store your password in your computer if you are sure no one 
else can gain access to it.

1

Main administrator
Designates administrators in the organisation

and manages passwords for all user accounts.

Administrators

Zone managers

Users (internal/external)
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As an administrator you create separate workspaces, 
or zones, as we refer to them.

Zones can be created based around departments of your 
organisation, projects or customers you are working with. 
 

To create new zones
 1.  Click on the Zone menu
 2. Select New zone…

We will now take you through different types of zones and 
illustrate how to create new user accounts.

TOP TIP!
There are different ways to divide your work into zones, but a good 
rule of thumb is to look at how your current workflow is designed. 
On pages 10 – 11, we will describe two different approaches.

Creating zones

Administrators

Zones

Users

Main administrator

Zone managers
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Different types of zones
There are three types of zones; standard, secure and private. The type of zone you choo-
se governs how files in the zone are stored and saved.

Standard zone  – can be shared by multiple users and allows for older versions of files to 
be kept for a time.
Secure zone  – functions in the same way as a standard zone, but only allows files to be 
stored in an unencrypted form on the local computer while they are in use by an app-
lication. Files stored here have extra protection against local access. They can only be 
accessed for a short period of time after you have entered your password.
Private zone – this is a type of zone that cannot be shared and is designed for storing the 
individual users own files. A private zone generally has a limited size (typically 1 GB). Each 
user can only have a limited number of private zones.

TOP TIP!
Name your zone in a descriptive way that differentiates it from other 
zones. The name of the zone will show up as a tab in the Synker software.
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Local settings for the zone
When you have created a new zone this dialog box will appear.

When you allocate disk space for a zone, you determine how much 
of the zone content will be stored locally on your computer. The rest 
is archived and stored on your Synkzone server. This means that if 
you have allocated 1GB of disk space to a zone anything above that 
will be stored on your Synkzone server.

This means that you can still work on your files, even if you are not 
online. As soon as you are logged back in to your Synkzone server, 
your files will automatically be synchronised.

Modifying zone properties
1.  Navigate to the zone you want to modify
2. Click on the Zone menu
3.  Select Properties…

This dialog box will appear (see above).

By checking the box next to Allow external file sharing you can 
easily create a web link to a file. This lets you send a file along with 
a message to someone outside your Synkzone organisation. 
The link you create will be active for seven days.

Here you can 
choose how much 
disk space you 
would like to assign 
this zone locally on 
your computer.

Web accessible lets 
you view the con-
tents of the zone on 
your phone or tablet.

Allow external file 
sharing to enable the 
creation of web links.

Click here to 
select where on 
your computer 
you would like the 
local folder of the 
zone to be stored. 
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Only the main administrator or an administrator can 
add new users.

Only the main administrator can assign administrator privile-
ges to other users, or remove them. Please note that external 
users can never be assigned administrator privileges.

Adding users

GOOD TO KNOW!
Your contract with Synkzone states how many user accounts 
you can create without being charged extra.

Administrators

Zones

Users

Main administrator

Zone managers
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Adding new users 

 1. Click on the Overview tab.

 2.  Navigate using the orange arrows to the Users tab.

 3. Click the plus sign at the bottom left and enter the e-mail 
 address and name of the new user. The name set here and 
 the name of the organisation will be used when the user logs in 
 (i.e. username@organisation). The username has the appearance 
 of an e-mail address but is only used to log in to your Synkzone 
 organisation. The email address of the user may be completely different.

 4.  Confirm that you wish to create this account.

 5.  Choose which role you want the user to have:
  –   Internal, a standard user
  –   External, a user outside your organisation
  –   Administrator
  –   Zone manager, a user responsible for a specific zone. A zone 
    manager can add users to their own zone, making them 
    members of that zone. GOOD TO KNOW! 

An external user’s privileges are more restricted than those of an internal 
user. For example, an external user’s name will be listed with the word 
“external” added to it in the list of zone members. An external user can 
never be given administrator privileges in an organisation.
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Administrators

Zone managers Member of a zone

Zones

Users

1.  You, as a main or standard administrator, create 
 the working zones you need to suit your workflow.

2.  Then you, as an administrator, create user accounts and 
 invite users to your Synkzone organisation.

3.  For each zone you assign a zone manager. Please note that the 
zone manager does not need to be an administrator. Generally, the 
zone manager is responsible for the information stored in the zone, 
and the work done there. Typically, the zone manager would be a 
project manager, team leader or department head. 

4.  The zone manager invites users to become members of their zone. 
A user can therefore be a member of several zones. You can also 
invite external partners, for example consultants, accountants, 
lawyers, customers and business partners, to collaborate with you 
in Synkzone.

GOOD TO KNOW!
You do not have to be a member of every zone you create. Once you 
have set up a zone and assigned a zone manager you can open the 
Zone menu and choose to leave the zone. This way you can create 
zones where, for example directors or board members can share and 
collaborate on sensitive information without it being accessible to the 
administrators in your organisation (for example IT-staff).

This is how simple it is
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As an administrator of Synkzone you can choose what kind 
of influence you want to have on your organisation. We will 
illustrate this using two examples:

Ex 1 – Mr Control

The main administrator, Mr Control, is the only administrator 
in the company. He starts by setting up Synkzone with three 
different zones, each corresponding to one of the three 
departments/teams in his company.

Then he adds new users according to which department/
team they are in, and invites them to their respective zones. 
In each zone he then assigns a zone manager.

Mr Control does not assign any other administrators. That 
way no one else can create new zones or add users without 
Mr Control being – in control.

This way of setting up Synkzone is also suited for customer 
or project oriented enterprises. 

Adapting Synkzone to suit 
your needs

Main administrator/Administrator – Mr Control
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Ex 2 – Mr Delegator

Mr Delegator, as main administrator, invites each department 
head to become an administrator. Each respective adminis-
trator is allowed to set up their own zone and add users. Then 
he or she then invites users to become members of their zone. 
It is also up each administrator if they want to appoint a zone 
manager to run the zone for them.

Distributed responsibility

Yet another approach is called distributed responsibility. Each 
member, of for example a board or management team, can 
set up their own zones and add users, making the organisatio-
nal structure completely flat.

There are many ways of setting up your Synkzone organisation 
and we will be happy to help you get started off right.

Main administrator – Mr Delegator

Administrators
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Assign a new password
In your role as administrator, you may need to assign 
a new password to a user who has lost theirs. Here is how:

 1. Click on the Overview tab.
 2.  Navigate, using the orange arrows, to the Users tab.
 3. Right click on the name of the user who needs 
  a new password.
 4.  Select New password and follow the instructions
 5.  The new password will be sent to the e-mail address 
  the user has entered in their account information.

If the e-mail address is incorrect and a new password cannot 
be sent, the user account has to be removed and then added 
back again, entering the correct e-mail address. In this case 
the user may have to contact zone managers and request to 
be invited back into their zones.

Remove user accounts
 1.  Click on the Overview tab.
 2.  Navigate, using the orange arrows, to the Users tab.
 3. Right click on the name of the user account that is  

 to be removed and select Remove… 
  You will be asked to confirm. If you confirm, the user  

 account is immediately removed.

Assign a user administrator privileges
You can at any time assign a user administrator privileges. 
Here is how:

 1.  Click on the Overview tab.
 2.  Navigate, using the orange arrows, to the Users tab.
 3. Right click on the user account you wish to modify 
  and select Show information… Check the box for 
  administrator. Please note that only internal users 
  can be made administrators.

Contact support
 1.  In the Synker software, select the Client menu.
 2.  Select Help…
 3. A page will be displayed where you can download 
  an FAQ. Go back to Synker and a dialog box will appear   

 asking if you found the answer to your question. If you   
 reply ‘No’, a dialog box will appear where you can enter   
 relevant information concerning your issue. Enter the   
 information and Synkzone support will contact you shortly.

Important to know as a Synkzone administrator
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