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Welcome as a new Synkzone user!

You have been invited to become a Synkzone user. Synkzone is a secure 
cloud service that lets you store information and collaborate efficiently 
with colleagues, customers, suppliers, partners and other contacts. 

The first thing you should do is change the password sent to you in 
log on e-mail.

Here is how::

If no log on dialog box is displayed, you can open one by selecting Log on 
in the User menu. Enter the account information supplied in the first log 
on e-mail, and proceed with step 1 as shown above. 

GOOD TO KNOW! 
If you should forget your password – click on Forgot in 
the log on dialog box. A message will be sent to the administrator 
of your Synkzone organisation, requesting that they issue you 
a new password.

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

Only store your password on your computer if you are sure no 
unauthorised persons have access to it. 
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Getting started with Synkzone!
You now have the Synker software installed on your computer. This 
software is needed to access to the Synkzone services. Normally 
Synker starts up and runs in the background, only shown as an icon in 
the Taskbar (Windows) or Dock (Mac OS). 

Using Mac OS you will find Synker in your Programs folder. 
Click and drag the Synker symbol to the dock to create a shortcut 
to Synker. 

Here is where you will find Synker 
on Windows

Here is where you 
will find Synker on 
MAC OS
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Overview of the Synker software

Menu 
options

Recycle/Trash bin

Working zones 
(Windows)

Window
This displays two 
of the four main 
windows

File path
Double click 
to access files 
using the local 
file manager.

Files and 
folders
All documents in 
different folders. 
Contents are the 
same as locally 
on your com-
puter.

Shortcut
Double click to 
instantly access 
the file location.
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A zone is a workspace shared by one or more members. 
You will find the zones you are a member of displayed as 
tabs at the top of the Synker window.

As a Synkzone user, you can be a member of several 
zones at the same time, and you can be assigned different 
privileges in different zones. In one zone, you may only have 
the right to read files, while in another zone you may be 
able to both read and modify them. The manager of the 
zone assigns access privileges.

In a zone, external partners and contacts for example 
consultants, accountants, lawyers and customers can 
be invited to join the zone and collaborate with you within 
your organisation.

If you need to invite new members to your zone, contact 
your Synkzone administrator. They can create a new user 
account and let the Zone manager invite the new user to 
your zone.

All activity in the zone is logged, and any member of the zone can see who did what and 
when it was done.

Working in zones Working zones 
 (MAC OS)
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Your work zone consists of four windows 

2
Folders and files

3
Activity log/Chat

4
Participants of the zone and 

what privileges they have

1
Status, displaying 

for example any conflicting 
versions of files.

You can navigate between these 
four windows using the orange 
arrows at the top part of the Synker 
application window.
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Status – Showing current activity in 
the zone, if any files are being up or 
downloaded, or if there are any 
conflicting versions of files stored 
in the zone.

Files – Displays the current 
contents of the zone. If you 
have read/write privileges, you 
can create folders and add 
files to the zone. Synkzone can 
handle any file format.

Log – Displays all activity in the 
zone, and who did what. The log 
also functions as an encrypted 
chat letting you communicate 
with the other members of the 
zone.

Participants  – Displays a list of mem-
bers of the current zone. Also shows 
if someone is an external member 
and who is an Administrator or Zone 
manager. If you are an Administrator of 
the zone, users who can be invited, but 
are not yet members of the zone are 
displayed in cursive.

2 3

4

TOP TIP! 
Usually, you will want to have the Files 
and Log windows displayed. They are 
the easiest starting point when working 
in the zone. This way you can see who is 
doing what in the log, while easily acces-
sing your files in the Files window. 
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You can decide how much storage space a zone will 
be allowed to use on your computer.

Here is how:
1.  Go to the zone you wish to modify
2. Choose Zone in the menu
3.  Choose Local settings…
4.  The dialog box to the left will be displayed. 
 Here you can choose how much storage space 
 to assign to the zone, for example 128 MB, on your 
 computer. 

Local settings for a zone
Synkzone stores all your data on secure servers, but you 
always have access to the most recently used files on your 
computer. When you assign disk space, you decide how 
much is to be stored locally on your computer. The rest of 
the files are archived and stored on your Synkzone server.
 
This means that if you have assigned a zone 1 GB of stora-
ge space, anything above that will be archived.

You can still work on your files, even if you are not online. 
As soon as you are logged back in to Synkzone, your files 
will be automatically synchronised and other members of 
the zone will get access to the updated files.

TOP TIP!
If you are a member of a lot of zones, it may be a good 
idea to keep the assigned storage space of each zone low.
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Depending on what privileges you are assigned in a zone, you get access 
to a number of options by right clicking on a folder. The image shows the 
options available when you are assigned modify privileges.

Important features of Synker

Right clicking on a folder will display these options:
>  Show in local file manager  – Select this and your local file manager 
 will be displayed.
>  Copy file path
>  Do not synchronise
>  Read protect – Read protect is an added level of security. It requires 

users to provide their password to access the folder. Any member 
 of the zone can access the folder, if they enter their password.
>  Cut
>  Copy
>  Paste
>  New Folder…
>  Rename… 
>  Delete
>  Delete permanently
>  Show log

GOOD TO KNOW! 
Several of the options below are only available while using the Synker 
software. If you choose to work using the standard file manager on your 
computer, or log on via the web, you will not be able to access all these 
options.
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Right clicking on a file will display these options:
>  Open
>  Show in local file mangare  – Select this and your local file manager 
 will be displayed.
>  Copy path
>  Do not synchronize
>  Lock – If you lock a file, only you, the Administrator or the Zone ma-

nager can unlock it. A locked file can be opened and read by other 
zone members, but they cannot modify it.

>  Write protect – a write protected file can be opened, but it can only 
be saved as a new version of the file.

>  Read Protect – Read protect is an added level of security. It requires 
users to provide their password to access the file. Any member of the 
zone can access the file if they enter their password.

>  Archive
>  Cut
>  Copy
>  Paste
>  New folder…
>  Rename…
>  Delete
>  Delete Permanently
>  Create web link (only available if authorised) – Share files with 

someone who is not a member of the zone, inside or outside your 
organisation.

>  Show log (file specific) – All activity relating to the specific file will be 
showed in the log window on the right. Click the X to the right of the 
file path to return to the full zone log.

GOOD TO KNOW!  
To cut, copy or paste documents in Synker you have to use the right click 
method. Keyboard short cuts will not work. Within a zone you can use drag 
and drop.

Depending on which privileges you are assigned in a zone, you get 
access to a number of options by right clicking on a file. The image 
shows the options available when you are assigned modify privileges.
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Log
You can choose to view the log contents summarised or in detail, or to 
only display the zone chat conversation.  

Double clicking on an activity entry will bring you straight to the file 
concerned.

In the log, you can write messages to the other members. All messages 
are encrypted and can only be read by zone members.

If your Synkzone organisation has authorised the creation of web links, 
you can create a web link to share files with someone outside the zone. 
To share a web link you right click on the link you have created in the log, 
copy the message text and then paste it into, for example, an e-mail.

If you right click on an activity in the log, you will be presented with the 
following choices:

>  Find file
>  Open file
>  Undo this file change
>  Undo this and later file changes
>  Show log
>  Copy file path
>  Copy message text
>  Copy all messages
>  Quote
>  Remove message
>  Remove this and later messages
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Conflicting versions are shown in the Status window
Conflicting versions of files may be created if you and someone else have 
been working with the same file at the same time, or if someone had the file 
open while you made changes. When you then try to save the file, a version 
conflict arises. To avoid this you can use the file lock feature (right click on a file 
and select Lock). This stops anyone else from modifying the file. Do not forget 
to unlock the file when you are done so that others may continue working on it.

When these conflicts arise, Synker will spot it and create an unsynchronised 
conflict file, to make sure that any work you have done is not lost. Your version 
of the file will be renamed starting with ~ (tilde). This means that it will not be 
stored in the zone, but it is still available to you, enabling you to open it and make 
any changes you agree upon. Conflicting versions of files are also logged in the 
Log window.Archived files

To save space some files will be stored in archived form on your computer. 
This is referred to as archiving, and is mostly done automatically according 
to your setting for the local zone. An archived file is distinguished on your 
computer with the affix .skz, by showing up as archived in the zone file list, 
and by being described as an archived Synker-file in your local file manager 
(Explorer in Windows and Finder in Mac OS).

To access an archived file you have to be online. An archived file can be 
downloaded either by right clicking and selecting Download in the Synker 
software, or by double clicking on it in your local file manager.

More on… conflicting versions and archived files
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Icon representing Recycle/Trash bin.
Right clicking on this icon brings up two 
options:

>  Close deleted
>  Empty trash

Restoring deleted files
1.  Click on the Recycle/Trash icon. A list of deleted files 
 and folders is displayed.
2.  Right click on the relevant file.
3.  Select Restore.

Here you can now restore files that you or another member 
of the zone has deleted.

Restoring files put in the Recycle/Trash bin 
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Working in the local file manager – Mac OS/Windows
Mac OS

TOP TIP – Create a shortcut in Mac OS!
1.  Open the Synker software.
2.  Double click on the file path (blue arrow). The local folder 
 where your files are stored will be opened. (See image below).
3.  Select the folder containing your zone, and drag and drop it 
 in the grey ”Favorites” field.

Now you have created a shortcut to your zone in the local file 
manager.

Things to keep in mind when working in 
the local file manager
When you work in a zone using your local file manager anything 
you add, remove or modify will be synchronised with your Synker 
server as soon as you log on to Synker.  

This is also where you will be doing your work if you are offline. All 
changes you have made will be synchronised once you go online 
and log on to Synker.

Please note that there are some features that are not available 
when you work using the local file manager.
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Windows

TOP TIP – Create a shortcut in Windows!
1.  Open the Synker software.
2.  Go to the zone you want and click on the file path (blue arrow). 

The local folder where your files are stored will be opened. 
 (See image below).
3.  Select ”Pin to quick access” and your zone will be stored 
 as a favorite.

Now you have created a shortcut to your zone in the local file 
manager.

Things to keep in mind when working in 
the local file manager
When you work in a zone using your Explorer anything you add, 
remove or modify will be synchronised with your Synker server as 
soon as you log on to Synker.

This is also where you will be doing your work if you are offline. All 
changes you have made will be synchronised once you go online 
and log on to Synker.

Please note that there are some features that are not available 
when you work using the local file manager.
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No matter if you are at your office, working from home or traveling, you can 
always work on your documents and files – online or locally. If the Adminis-
trator of your zone has enabled web access, you can also access your files 
from your phone, Ipad or another computer, even if it does not have the 
Synker software installed.

Available anywhere

You can easily log on via the web and access your shared data on your phone or tablet.
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As a Synkzone user you keep full control 
over your information. You decide how to 
structure your files and data. Only you and 
the members of your zone have access to 
the files.

The security solution behind this cloud 
service is based on “zero knowledge”, 
that is, no one except you and the mem-
bers of your zone can access your en-
cryption keys. Neither the IT department, 
any unauthorised colleague, nor your IT 
service provider can access them.

The zone concept means that you can 
easily structure your information and 
data around the way you work. For ex-
ample, you can set up zones based on 
departments or based on projects you 
are working on.

It is also easy to invite external partners 
– people outside your organisation and 
domain – to enable secure collaboration 
within Synkzone.

Using Synkzone, you can choose to work 
using your local file manager or using the 
Synker software. Either way you will always 
have access to your latest files, even if you 
are off-line on a plane. We call this “Intelli-
gent synchronisation”.

Please feel free to tell others about our 
secure Swedish cloud service.

Some more on what Synkzone is…
Synkzone is a secure cloud service that provides information storage and lets you collaborate 
efficiently with your colleagues and other partners. Invite, share information and work securely 
together – that is Synkzone!
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