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Directory - Create/Disable Users

Users with the Grant Privileges permission in Asgard will be able to perform the tasks below. A user may
only add or disable other users whose permissions are less than their own. If you don’t have these
permissions and think you should, please contact support@asgardsoftware.com.

Part 1 - Creating a New User

Step 1: In the Asgard desktop application,
click Directory.

File  5ite  Facilities Tools  Help

Locations ~ | Werk Orders ~ PM ~ |nspections -
*—__.

Welcome Page

AS.asgard

Step 2: From the User Directory, click New User.

File  Site  Facilities Tools Help
Directory | Locations - | Work Orders - PM + Inspections -

Welcome Page User Directory

Edit Disable | Change Password | Show Disabled L

Display Directory As: Last Marmne, First Name = | LookFor

Step 3: Fill in the required fields. While Email and Phone are optional, an email address allows the user to retrieve
a forgotten password from the log-in screen, and a mobile number is required for setting up SMS notifications.

File Site Facilities Tools Help
Directory | Locations ~ | Work Orders + PM - Inspections = Supply Chain ~ | Cleans -

Welcome Page User Directory New User®
Disable This User | Print

0
NOTE!

Check with your organization

IUsemame: ‘ |OI IFirst Name: | ‘JI ILast Name: |

[@] wRi: to confirm the username

Last Site Visited: |

| [ Limit Work Order View to Department [ Clear Last Site Visited

standard. If there is no

Application Language and Culture: | [Windows Default] ¥ | Third-party Affiliation: |

standard, use first initial, last

IPasswnrd' ‘ |OI ICnrﬂlrm Password: | User Type:  Normal
Contact Information name (no caps). Username
[otice Pron._] | Fabhone [ ] Standards can usually be
Contact Method: |E-mai +| |Mabie Phone: | |  Mobie Camier: [Hone - identified by Iooking at other
[Erat | I usernames in the Directory.

Step 4: On the lower half of the New User screen,
click New Facilities Department.

File  Site  Facilities Tools  Help
Directory | Locations = | Work Orders + PM ~ Inspections » Supply Chain -
‘Welcome Page User Directory New User*®

Disable This User | Print

Usemame: First Name: |Gahi

Last Site Visited: |

Application Language and Culture: | [Windows Default]

Fassword: | """" | Confimm Password: |*******

Leave blank to leave password unchanged
Contact Information

Cffice Phone:
Contact Method: | E-mail - Mobile Phone: |555-555-5555

/ Email: |gharo@asgardsoft.
User Privileges ()
Mew Facilities Department | Delete

Organization Organization Admin | Vendor Editing  Stod

Asgardsoftware.com

Step 5: The dialogue box will show only the sites for
which you have permissions. Highlight the site(s) the
new user should have access to and click Select.

Facilities Department Select O X
Organization Fadilities Department
¥ Afc aQc
Training Org One Valley Lodge

It is best practice to give users access to both the
Facilities Department and Training site (if available).
Access to your organization’s training site facilitates

practice and future training opportunities.
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Step 6: Once the Facilities Department is selected, you must choose the Department of the new User.

User Privileges

Mew Facilities Department | Delete

Organization Organization Admin  Vendor Editing Stock Item Editing ' Stock Transaction Editing IDapartment IExampt From Idle Logout Can Edit Guest Incident Can View Master Templates
© ‘B Training Org | -~ &3]
Fadility Privileges Department -

4, Facilities Dept. WJO Editing Is Assignee Create | Project] Nance lark Completed  Edit Work Order Start Date
Food & Beverage

» One Valley Lodge None None: Nore | Front Desk

4 Frant Offica
Housekeeping
m
PBXPT
x

Step 7: Select the appropriate permissions that should apply to the new user. Once
complete, click Save/Close.

File  Site Facilities Tools Help
Directory | Locations = | Work Orders + PM ~ Inspections = Supply Chain ~ Cleans ~ Training/How To...

‘Welcome Page User Directary New User* £

Disable This User | Print Save Close
Usemame First Name: |Gabi | Last Name |Han:| ‘ VR ID f

Last Site Visited: | | [ Limit Work Order View to Department [ Clear Last Site Visited
Application Language and Culture: | [Windows Default] ¥ | Third-party Affiliation: | ‘
Passward: | """" | Confim Password: | | User Type: | Mormal

Leave blank to leave password unchanged
Contact Information

Office Phane: | | Fax Phone: |

Cortact Method: | E-mail - Mobile Phone: |555—555—5555 | Mobile Camier: | ATET hd

Email: |gham@asgardsoﬂware.com |

User Privileges
New Facilities Department | Delete
Crganization Organization Admin | Vendor Editing | Stock ItemJ#iting  Stock Transaction Editing  Department Exempt From Idle Logout = Can Edit Guest Inddent Ca
» B Training Org Housekee... ~
Facility Privieges

2  Fadilities Dept. W /O Editing Is Assignee Create Project W0 Assign  Mark Cancelled Mark Completed Edit Work Order Start Date
I §0ne Valley Lodge Edit 4 i Assisted Mone i W
1 MNone b
View
- | Ediit

Users will not be able to grant permissions greater than their own. For a full list of user permissions by role,
please refer to the Quick Reference Guide, QRG — User Permissions, in the Knowledge Base.

If you receive the following message, it means the username already exists in the system. Each username must
be unique across all sites and organizations. Please select another username by adding a number or middle initial.

Unahble to Save >

Another user already exists with the username “gharo”, Please choose a
different username.
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Part 2 - Disabling a User

Step 1: From the User Directory, search for the user in the Look For field. Hit enter or Click Find.

@ Asgard -- One Valley Lodge
File Site Faciliies Tools Help

Directory = Locations = | Work Orders = PM = Inspections = Supply Chain ~ | Cleans -

Welcome Page /l User Directory I /

MNew User Edit Disable | Change Password | Show Disabled Users .‘

Display Directory As: Last Mame, First Name  ~ ILook For: |-||Find| Clear | Print ~

Abrix, Leanne Gasparini, Nathan Kurka, Winston

Mobile Phone: 510-555-6419 Office Phone: 604-555-3140 Mobile Phone 2526462681

Email: leannesbrix@onevalley.com | |[Email: naasparini@onevelley.com | [Email: whurka@onevalley.com
Allie, Jay George, Bob Lange, Crystal

Email: jgllie@onevalley.com Email: baeorge@onevalley.com

Step 2: Highlight the user and click the Disable button from the menu bar.

@ Asgard -- One Valley Lodge
File  Site Facilities Tools Help

Directory = Locations »  Woerk Orders + PM ~ Inspections = Supply Chain ~  Cleans -

Welcome Page -~ User Dire

New User Edit hange Password | Show Disabled Users

Display Directory As: Last Name, First Name = | Lock For: haro - Find | Clear | Print =
Haro. Gabi

Maobile Phone: 555-555-55565

Email: gharo&as gards oftware.com

0
NOTE!  The user’'s name will no longer appear on the active User Directory screen.

/—\'

To see/edit disabled users, click the Any user can be re-enabled by highlighting the
Show Disabled Users button. All user’'s name and clicking the Enable button.
disabled users will appear with ared X

over their name.

@ Asgard -- One Valley Lodge @ Asgard -- One Valley Lodge
File  Site  Facilities Tools  Help File  Site  Facilities Toels Help
Directory | Locations » | Work Orders ~ PM » Inspections = Supply Chain ~ Directory = Locations =+ Work Orders = PM = Inspections = Suppl

M Welcome Page User Directory ]
New User Edit Enable | Change Password IShowDisabIed Usersl Mew User EditlEnabIeI Change Password || Show Disabled Users

Display Directory As:  Last Mame, First Name ~  LookFor Display Directory As:  Last Nam®First Name ~  LookFor

Abrix, Leanne Christian, Michael Abrix, Leanne Christian, Michael
Maobile Phone: 510-555-6415 Dffice Phaone: (555) 312-556 Maobile Phone: 510-555-6419 Office Phone: (55
Email: leanneabrix@onevalley.com | |Email: mchristian@o Email: leanneabrix@onevallky com | |[Email: me;
Adremno: @Eﬂﬂﬁz—'—\’: Adre D0 rlicia E@:-
Mobile Phone: 1387 Mobile Phone: 387

Email: padreno@reso 5.C.. W Email: zdreno@resd ions.c | @ﬂuﬂm
Al JIELE Davis. Diana Aldrich Davis, Diana

Mabile Phone: i Mabile Phone: 530-304-8165 Mobile Phone: Mobile Phone: 530
Email- cvigil @katanasoit; Email; diana davis ey Email: cviall Bkatanasdit Fmail- =
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