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1 User Setup and Security

Users are people in the database that have rights to use the sZen system. They will have a user name
and a password, and will have a job title tied to their user account that defines what they can and cannot
do in the program.

User Central
Users are created and managed from User Central. To get to User Central:

-SELECT File from the menu bar then choose Administrator from the drop down
-This opens the Administrator Screen

-SELECT Admin from the menu bar then choose User Central from the drop down
-This opens User Central

(8) User Central aONe

Active Users | Job Title > User Links | Job Titles | Job Title > Privilege Links | Payroll Departments

(" Craate tewUser Accourt )  Edt User ) (InactivatmUser ) [ Reset Password ) (Set Expiration Date ) (Set Account Suspend Dats ) (Show Hon Employsss |

Drag a column header here to group by that column

User Name [ Real Name | Employee? [Force Strong Password? | Password Exp. Date | Acct. Suspend Date |
pdmartin Martin, Pamella .
SSauerbrey Sauerbrey, Sage
SShepard Shepard, Sandy
SSyms Syms, Seott
SWebb Webb, Shannon
sZen Szen, Admin
TCappel Cappel, Tara
ez Cruz, Thomas
THoward Howard, Tray
TLeiscth Leiseth, Tona Leigh
tmartin Martin, Timathy
TMcCarthy McCarthy, Tracy
TPeters Peters, Taylor
Whurkiss Purkiss, Winstan
Wsnadeki Snadek, William
WTryder Tryder, William
VServantes Servantes, Yolanda
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1.1

User Accounts

*Important!* Make sure that a Member Account has been created for the person for whom a User
Account is being created. This must be done before the User Account can be created, as it is required to

link a Member Account to a User Account.

Creating a New User Account

Editing a User Account

Resetting the Password for a User Account
Linking User Accounts to Job Titles
Inactivating a User Account

Creating a New User Account
To create a new User Account:

-Get to User Central

-Make sure the Active Users tab is selected

-It will look like this

Active Users | Job Title --> User Links |~ Job Titles  Job Title --3» Privilege Links | Payroll Departments

(" create New User Account ) (*Edit User ) [Tnactivate Userj (Reset Passwnrd) (et Expiration Date ) (Set Account Suspend Date | (Show Non Employees |

Drag a column header here to group by that column
User Name Real Name Employee? |Force Strong Password?

SSauerbrey Sauerbrey, Sage
SShepard Shepard, Sandy
SSyms Syms, Scott
SWebb Webb, Shannon
sZen Szen, Admin
TCappel Cappel, Tara
TCrz Cniz, Thomas
THoward Howard, Troy
TLeiseth Leiseth, Tona Leigh
tmartin Martin, Timothy
TMcCarthy McCarthy, Tracy
TPeters Peters, Taylor
WPurkiss Purkiss, Winston
WSnadeki Snadeki, William
WTryder Tryder, William
VServantes Servantes, Yolanda
zacs Smith, Zachary

-SELECT the 'Create New User Account' button

f Create New User Account 1‘I

-This opens the Create New User Account Screen
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(%) Create User Account )
[ Post New User | Cancel

Step #1 Step #2
Select an Individual from your Customer Madule. Specify the User Name and Password, User Names
Enter at least one letter of the last name, and must be Unique, and passwords are case-sensitive.
optionally part of the first name, then click search:
Last Name: First Name: | =R |

Password:
| SEARCH |
Step #3
Individual Pers. Codk
| e [ rers.code | s this user an employee? There are times when you wil

I wart £0 give & non-employes linted access to the syster.

Some Functions work differently, dependant on whether
or nat the wser is an employes.

[~ Useris an employee?

Step #4
IF you wish to force this user to always have a strong
password, then check this box. Be aware that if the
global system setting entitled "REQUIRE STRONG
PASSWORDS FOR ALL USERS" is enabled, that setting
will override any value that you provide here:

[~ Require User to Have a Strong Password?

-ENTER the first few letters of the last name of the Member Account to be tied to the User
Account
-SELECT the 'Search' button

" Iy
| SEARCH |

-The Member Accounts with last names that match the search will populate the grid
-HIGHLIGHT the desired Member Account

-Create a User Name and a Password. The User Name must be unique. The password does not
-If the new User is an employee, make sure the 'User is an Employee' box is checked

-Define whether the new User is required to have a strong password or not

Once everything is done and seems correct:
-SELECT the 'Post New User' button

The new User Account will be created and, once Job Titles are tied to it, the User may log in and begin
using the sZen system.

Editing a User Account
To edit an existing User Account:

-HIGHLIGHT the desired User Account
-SELECT the 'Edit User' button

-This opens the Edit User Form
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(5) UserEditForm AMe
' N £ ™y
| Post Changes | ‘ Cancel |
User Mame: |

Warning! Do not use this screen to change this user
ta a different user, IF vou do so, all histarical recards
for the "old" user will show up on the "new" user, It

user, or even ko change a user's user name o
something completely different.

[v User is an employee?

|~ Require User to Have a Strong Password?

iz permissible ko carrect the spelling of an existing

-Make the desired changes
-SELECT the 'Post Changes' button

The changes will be made to the highlighted user account.

Resetting the Password for a User Account

User Passwords cannot be looked up. If Users forget their password, they will have to choose a new
password, and have someone with sufficient rights reset it for them. To reset a Users password:

-HIGHLIGHT the desired User Account
-SELECT the 'Reset Password' button

B L R
| Reset Password |

-This opens the Reset Password Screen

(%) Reset Password

DO

i Bk
‘ Post Changes | | Cancel

New Password: |

-ENTER the new password
-SELECT the 'Post Changes' button

The new password will be active for the highlighted User Account, and the old one will be deleted.

Linking User Accounts to Job Titles

User Accounts must be linked to at least one Job Title in before they can be used to access the

program effectively. To link User Accounts to Job Titles:

-Get to User Central
-SELECT Job Titles --> User Links tab
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Ackive Users -~ Job Title - User Links | Job Titles | Job Title > Priviege Links |~ Payroll Departments

UsersiProgs Linkzd Jab Titles Unlinked Job Titles
User/Prog | o] W1 Jub Title 4| Job Title I
User Name : TPeters ] [Eighteen Manager
[ User Name : WPurkiss [7] Eighteen Front Desk

User Name : Wnadeki
User Name : WTryder
User Name : YServantes
@ User Name : pdmartin
User Name : sZen P

[ User Name : tmartin
sZen Security Unilink >
Zen-Net

—
sZen Retail

sZen Fine Dining

sZen Customer Module

sZen Member Account Consc
sZen Hospitality
sZen Lesson Module
sZen Spa Module
<Zen Transportation Module
sZen Activity Module
sZen Time Clock
sZen Health Club
sZen Gift Cards
[ User Name : zacs q

-SELECT the '+' sign next to the desired User Name
-A list of sZen program modules will appear

[=] User Mame : tmartin
sZen Security
sfen [-Met
sZen Retail
sZen Eighteen
sZen Fine Dining

sZen Customer Module

sZen Member Account Consc
sZen Hospitality

sZen Lesson Module

sZen Spa Module

sZen Transportation Module
sZen Activity Module

sZen Time Clock

sZen Health Club

sZen Gift Cards

-HIGHLIGHT the desired module
-Job Titles for the highlighted module will appear in the grids. Unlinked Job Titles will be in the
Unlinked Job Titles grid
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Linked Job Titles Unlinked Job Titles

Job Title Job Title

Eighteen Manager

0|0

Eighteen Personnel

< Link.

Unilink =

-Place check mark in the box next to as many job titles as it is desired to link to the User
Account.

-SELECT the '<Link' button

< Link,

The selected Job Title(s) will move from the Unlinked Job Titles grid to the Linked Job Titles grid. The
User Account will now have all the privileges tied to the Job Title(s) linked to it.

Inactivating a User Account
To inactivate a User Account that is no longer in use:

-HIGHLIGHT the desired User Account
-SELECT the 'Inactivate User' button

Inactivate User

-A confirmation box will appear
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Are you sure you wish to inactivate this user?

Ma

-SELECT the 'Yes' button

The highlighted User Account will be inactivated and will no longer be able to access the system.
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Job Titles

Job Titles are what give Users privileges to use sZen. Different Job Titles give Users different privileges.
For Example, the Eighteen Manager Job Title will have privileges to do everything in the Tee Sheet,
whereas the Eighteen Personnel would only have certain privileges. Many of these Job Titles come
standard with a sZen installation, but custom Job Titles can be created as well to tailor the system to
the needs of each facility.

Creating a New Job Title
Editing a Job Title

Inactivating a Job Title

Linking Privileges to Job Titles

Creating a New Job Title
To create a new Job Title:

-Get to User Central
-SELECT the Job Titles tab

Active Users | Job Title --> User Links -~ Job Titles | Job Title --3» Privilege Links | Payroll Departments

These Modules are licensed hers These are the Job Tiles for the highlighted Module Recsteticylcbig Wf Edt [ Inactivate \
Module Display Order Job Title |
sZen Security 1 Eighteen Manager
sZen I-Net 2 Eighteen Personnel |
sZen Retail
sZen Eighteen

sZen Fine Dining
sZen Customer Module

sZen Member Account Console
sZen Hospitality

sZen Lesson Module

sZen Spa Module

sZen Transportation Module
sZen Activity Module

sZen Time Clock

sZen Health Club

sZen Gift Cards

-SELECT the 'Create New Job Title' button

IrCreate Mew Job Title \I

-This opens the Job Title Editor Screen

(S} Job Title Editor o)
( Post Changes 1 ( Cancel ]
Job Title: |
Display Order:
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-ENTER the appropriate information
-SELECT the 'Post Changes' button

The new Job Title will be created, and is ready to have privileges tied to it.

Editing a Job Title

To edit an existing Job Title:

-HIGHLIGHT the desired Job Title
-SELECT the 'Edit' button

T
[ Edt |

-This opens the Job Title Editor Screen with the highlighted Job Title's information entered into it

{5} Job Title Editor )
| Post Changes 1 | Cancel ]
Job Title: |
Display Order: |1

-Make the desired changes
-SELECT the 'Post Changes' button

The changes will be applied to the highlighted Job Title.

Inactivating a Job Title
To inactivate a Job Title that is no longer in use:

-HIGHLIGHT the desired Job Title
-SELECT the 'Inactivate' button

B L
| Inackivate |

-A confirmation box will appear

Confirm (&)

Are you sure you wish to inactivate this job title?

Uee | Ma

-SELECT the 'Yes' button
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Linking Privileges to Job Titles
In order for Job Titles to give privileges to Users, those privileges must be linked to the Job Titles. To link
privileges to Job Titles:

-Get to User Central
-SELECT the Job Title --> Privilege Links tab

Active Users | Job Title --> User Links | Job Titles -~ Jab Title -->» Privilege Links

Mocule{Job Titles

Linked Privileges and Authorities

Payrall Departments

Unlinked Privileges and Authorities

Job Title |

]

Privileges and

7] Privileges and

sZen Activity Module
sZen Customer Module
sZen Fine Dining

sZen Gift Cardls

sZen Health Club

sZen Hospitality
sZenI-Net

sZen Member Account |
sZen Retail

sZen Security

sZen Spa Module

sZen Time Clock

sZen Transportation Mo

a
a
a
a
=]
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
=
F=1

Authority to act as Tee Sheet Administrator
Authority to book a tee time

Authority to book a tee time outside 3 days
Authority to book a tee time outside 7 days
Authority to book a tee time outside 14 day
Authority to book a tee time outside 30 day
Authority to book a tee time for a group
Authority to view tee times

Authority to ring up a tee time

Authority to apply a shotgun tournament t
Authority to cancel a tee time

Authority to squeeze a tee time

Authority to override rates for green and ca
Authority to edit the paid status of a tee tin
Authority to issue a rain check

Authority to view the green fee chart
Authority to edit the green fee chart
Authority to view round types

Authority to manage round types
Authority to manage providers
Authority to manage golf and tee time mai
Authority to view tournaments

Authority to create tournaments

< Link

s—

Uniink >

g

-SELECT the

'+' sign next to the desired module

The highlighted Job Title will be inactivated and will no longer be visible in the grid or be able to be
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| Jab Title |

sZen Activity Module
sZen Customer Module

R_sZen Eighteen
tighteen Manager

Eighteen Personnel
sZen Fine Dining
sZen Gift Cards
sZen Health Club
sZen Hospitality
sZen I-het
sZen Member Account
sZen Retail
sZen Security
sZen Spa Module
sZen Time Clock
sZen Transportation Ma

-HIGHLIGHT the desired Job Title

-A list of privileges will appear in the grids. Unlinked privileges will appear in the Unlinked
Privileged grid

-Place a check mark in the box next to as many privileges as it is desire to link to the
highlighted Job Title

-SELECT the '<Link' button

< Link.

|

The selected privileges will move from the Unlinked Privileges grid to the Linked Privileges grid and will
be linked to the highlighted Job Title.
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1.3

Payroll Departments

Payroll Departments are a way to track where employee hours are going. Users can be linked to one or
more payroll departments, and can choose what payroll department their hours should be applied to
when they clock out. A default Payroll Department can and should be set for each User, and a Pay Rate

can be defined for each User for each of the Payroll Departments they are linked to.

Creating a New Payroll Department

Editing a Payroll Department

Inactivating a Payroll Department

Linking Users to Payroll Departments

Setting the Default Payroll Department for a User
Setting the Pay Rate for Payroll Departments for a User

Creating a New Payroll Department
To create a new Payroll Department:

-Get to User Central
-SELECT the Payroll Departments tab

Active Users | Job Title --> User Links |~ Job Titles ~ Job Title --3» Privilege Links  Payroll Departments

[ set Defaut Payrol Department | ( EditPayRate ) ( switch view j
Active Users Linked Departments Unlinked Departments
User Name __ [Default Payrall Department| [Payroll Department| Pay | 47| Payroll Department
[pdmartin Admin | 1] Admin €OS - Group Fitness
Golf [ Playroom ] €OS- Group Fitness Yoga)
SShepard Admin [] €OS- Massage
SSyms Golf ] Golf
SWebb Gill ‘m Gl
sZen Admin <tk | o Bar
TCappel Juice Bar L

“—— ] Grill Cabanna

1T_f|luz , :n(e Bar [ Grill Cook
t Unlink.

loware eception "> 7 Grill Runner

TLeiseth A =

Janitorial Payroll

Tmartin Admin I E ::2:;';:
TMcCarthy €05 - Group Fitness Sl
TPeters Golf [ Janitorial Payroll
WPurkiss Reception ] Juice Bar
Wsnadeki Golf ] Outside Sales
WTryder Golf ["] Reception
Zacs Admin

-SELECT the 'Switch View' button

Switch Wigw |

-The screen will change to look like this:
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Active Users | Job Title --> User Links | Job Titles

Create New Payroll Department | [ Edt | [Inactivate
i e s Gl SRR

Jab Title - Privilege Links

Payrall Departments

Swicch View |

Active Departments. Linked Users Unlinked Users
Payroll D | ] User Name User Name ] [
Admin 1] pamartin ]t 0
COS - Group Fitness [ SShepard ] 1000004632
COS - Group Fitness (Yoga) [ szen [ 1000004673
COS - Massage [ Tmartin [ 1000004795
Golf ] zacs ] 1000004861
Grill <UL on00eas2r
(ErDE ——[] 1000005224
Saco s |3
Grill Runner \ ” >, i) tor2
Grill Server B e
Health Bar O wess
Janitorial Payroll 01 toos
Juice Bar [joc)
Outsidle Sales 0 ou
Playroom 0 1n
Reception ] i
[ 104
[ w2
[ w2
[ 1024
[ w2
[ 13

-SELECT the 'Create New Payroll Department' button

I:fCreate Mew Payroll Department\]

-This opens a data entry screen

(Z)sZen

Enter the New Payroll Department:

8

Lo

-ENTER the appropriate information
-SELECT the 'Ok’ button

The new Payroll Department will be created, and Users may now be tied to it.

Editing a Payroll Department

To edit an existing Payroll Department:

-Get to the Payroll Departments tab in User Central

-SELECT the 'Switch View' button
-HIGHLIGHT the desired Payroll Department
-SELECT the 'Edit' button

Edit

-This opens a data entry screen with the highlighted Payroll Departments info in it

13
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(8} sZen (&)

@
Editing Payroll Department...:

[l EAMNEEL

-Make the desired changes
-SELECT the 'Ok’ button

The changes will be applied to the highlighted Payroll Department.

Inactivating a Payroll Department
To inactivate a Payroll Department that is no longer in use:

-Get to the Payroll Departments tab in User Central
-SELECT the 'Switch View' button

-HIGHLIGHT the desire Payroll Department
-SELECT the 'Inactivate’ button

| Inactivate |

-A confirmation box will appear

Confirm (&)

Are you sure you wish to Inactivate "Outside Sales"?

U | Mm

-SELECT the 'Yes' button

The highlighted Payroll Department will be inactivated and will no longer appear as an option to link
Users to.

Linking Users to Payroll Departments
To like a User to one or more Payroll Departments:

-Get to the Payroll Departments tab in User Central
-HIGHLIGHT the desired User in the Active Users grid
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Active Users

User Hame Default Payroll Department|
pdmartin Admin |
SSauerbrey Golf
SShepared Admin
S5ms Golf
SWebb Grill
sfen Admin
TCappel Juice Bar
TCruz Juice Bar
THowarel Reception
TLeiseth Janitorial Payroll
Tmartin Admin
TMeCarthy COS - Group Fitness
TPeters Golf
WPurkiss Reception
Winadeki Golf
WTryder Golf
Zacs Admin

15

-Place a check mark in the box next to all the desired Payroll Departments in the Unlinked

Payroll Departments grid

Inlinked Departments
V | Payroll Department |
g COS5 - Group Fitness
COS - Group Fitness (Yoga)
CO5 - Massage
Golf
Grill
Grill Bar
Grill Cabanna
Grill Cook
Grill Runner
Grill Server
Health Bar
Janitorial Payroll
Juice Bar
Outside Sales

Reception

(00000000000 000

-SELECT the '<Link' button
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< Link,

The selected Payroll Department(s) will move from the Unlinked Departments grid to the Linked
Departments grid and are now tied to the highlighted User.

Setting the Default Payroll Department for a User

To set the default Payroll Department for a User:

-Get to the Payroll Departments tab in User Central

-HIGHLIGHT the desired User in the Active Users grid
-SELECT the 'Set Default Payroll Department' button

f:Set Default Payroll Department:l

-This opens the 'Select Module' Screen

05 - Group Fitness

05 - Group Fitness (Yoga)
205 - Massage

Golf

Grill

Grill Bar

Grill Cabanna

a Grill Conk:

|_|srill Runner

| |srill Server

a Health Bar

L Janitorial Payroll
a Juice: Bar
Cutside Sales
L Playroom

a Reception

Payroll Department @
ﬂ_’ —

&=

-HIGHLIGHT the desired Payroll Department
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-SELECT the 'Ok’ button

The highlighted Payroll Department will be set as the Default Payroll Department for the highlighted
User, and will appear in the Active Users grid in the Default Payroll Department column next to the
highlighted User.

Setting the Pay Rate for Payroll Departments for a User

To set the pay rate for Payroll Departments linked to a User:

-Get to the Payroll Departments tab in User Central
-HIGHLIGHT the desired User
-HIGHLIGHT the desired Payroll Department in the Linked Payroll Departments grid

Linked Payroll Departments
% |Pa]rru|| Department | Pay |

g Admin

[T] Outside Sales

-SELECT the 'Edit Pay Rate' button

B il L L B
| Edit Pay Rate |

-This opens a data entry screen

(8} sZen (&)

Y

Enter the change to the Hourly Pay:

[l EAMNEEL

-ENTER the Pay Rate
-SELECT the 'Ok’ button

The Pay Rate will be added to the highlighted Payroll Department for the highlighted User, and will
appear in the Linked Payroll Departments grid in the Pay column.
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1.4

Reactivating Users

If a User has been inactivated, but they need to be used again, or they came back to work at the facility,
they can be reactivated.

The Reactivate User Screen
Reactivating Users happens in the Reactivate User Screen. To get here, and then reactivate a User:

-SELECT File from the menu bar then choose Administrator from the drop down

-This opens the Administrator Screen
-SELECT Admin from the menu bar then choose Reactivate Users from the drop down

-This opens the Reactivate User Screen

(Z) Reactivate User M8
Re-Activate
User Name Real Name
»
AHowlett Howlett, Aurora
" |amacbeth MacBeth, Amy -
: Ararkin Martin, Amy
AMooseau Mooseau, Adrienne
] AMargan Margan, Amber
: ARobertson Raobertson, Angela
ARz Ruiz, Ankonio
] ARust Rust, Allyson
: Ask Thompsan, Baran
n AThompsan Thompsaon, Brooks
AWare Ware, Annelies
" awels wells, Ashley
: EBBarnes Barnes, Beryl
EBElakesles EBlakeslee, Bruce
] EEBurnett Burnett, Brian
: BDunn Dunn, Bob
BGonzalez Gonzalez, Ben
] BEGourlay Gourlay, Ben
: EBGove Gove, Bravkon
| EHanson Hanson, Bretk
EHowlett Howlett, Brad
: EHughes Hughes, Brandon
n BEHurtado Hurtado, Blanca
BLynch Lynch, Brandon
: BPowell Powell, Brenda

-HIGHLIGHT the desired User Account

-SELECT the 'Re-Activate' button

The highlighted User Account will be reactivated and may now be used as it was before inactivation.
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