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2 User Guide 
 
2.1 Memco ETR Main Window  
 
This is the main window of Memco ETR. In this window you will see all active alarm events and the 
status of the modems etc. 
 

 
 

2.1.1 Menu Bar 
 
The menu bar allows you to access the Memco ETR options and functions: 
 

 

2.1.2 Tool Bar  
 
The Tool Bar allows you quick access to the commonly used functions. 
 

 
 
Log On: Operator Log on (Only displayed if nobody is logged on) 
Log Off: Operator Log off (Only displayed when an operator is logged on) 
Lifts:  Displays the Lift Manager screen 
Reports: Displays the Report Options screen 
Setup:  Display the Modem Setup options for Memco ETR 
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2.2 File Menu 
 
Log on... 
Log Off 
Change Passcode... 
Modify System Operators... 
Exit 
 

2.2.1 File / Log On 
 
When you first start Memco ETR or when you select Log On from the Tool Bar or Menu Bar the 
Operator Log On screen will be displayed. 
 

 
 
Select your operator name from the drop down list and enter the password, then click on the OK 
button. 
 
Note 1: The default Operator Name is Master and the password is 1234. It is recommended that this 
is changed using the Change Passcode option. 
 
Note 2: There is also the ability to automatically log on with a specific user, using a default operator. 
For the operator name which will be logged on automatically, set the option as shown in Change 
Passcode 
 
 

2.2.2 File / Log Off  
 
This option will log off the current operator. 
 
When no operator is logged on, the user interface is disabled and is only enabled once an operator 
logs on. 
 
You should Log Off when the workstation is left unattended for any long periods. 
 
Note: If an alarm event is received whilst no operator is logged on, the Operator Log On screen is 
automatically displayed. 
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2.2.3 File / Change Passcode 
 
This menu option allows you to change your own passcode: 
 
1. Enter your OLD passcode, and then click the OK button 
2. Enter the NEW passcode, and then click the OK button 
3. Enter the NEW passcode AGAIN, and then click the OK button 
4. If successful you will see a prompt telling you that the NEW Passcode has been accepted 
 

2.2.4 File / Modify System Operators  
 
This menu option allows you add/edit the system operator(s) for the Memco ETR. 
 

  
 
Adding a New Operator 
 

1. Click on the  button 
2. Enter the Name of the new operator 
3. Enter the Password for the new operator 
4. Select the required options for the new operator 
5. Enter any optional notes for the new operator 

6. Click on the  button to save or  button to cancel 
7. Repeat from step 1 for other operators or click on the Close button to close this screen 
 
Editing an Operator 
 
1. Select the Operator Name from list at the top 
2. Edit the Name of the operator, if required 
3. Edit the Password for the operator, if required 
4. Edit the required options for the operator, if required 
5. Enter any optional notes for the operator 

6. Click on the  button to save or  button to cancel 
7. Repeat from step 1 for other operators or click on the Close button to close this screen 
 
Deleting an Operator 
 
1. Select the Operator Name from list at the top 
2. Click on the  button 
3. You will be prompted to confirm this operation 
4. Repeat from step 1 for other operators or click on the Close button to close this screen 
 



 
Memco Ltd, Clyde House, Reform Road, Maidenhead, SL6 8BY 

10 

Operator Auto logon 
To have the ETR software automatically log on for a specific operator, tick the Auto operator logon. 
When the ETR software is started, it will automatically use this operators details without prompting for 
a passcode. 

2.2.5 File / Exit  
 
This option closes the Memco ETR. 
 
Note: You must be logged on in order to select this option and you will be asked to confirm this 

operation. 
 
2.3 Edit Menu  
 
Lift Manager... 
Service Engineers... 
Event Types... 
 

2.3.1 Edit  / Lift Manager 
 
This menu option opens the Lift Manager screen allows you manage all aspects of each monitored 
site. 
 

 

2.3.2 Lift Manager Tool Bar  
 

 
Select first record 

 
Select previous record 

 
Select next record 
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2.3.3 Add New Account 
 
When adding a new account (using the  button), the following form is displayed to enter all of the most 
important information when creating a new account 
 

 
If service groups have been set-up, it is possible to have the email addresses automatically assigned 
to missing background call and technical events by selecting the auto-assign, and choosing the 
service group. 

2.3.4 Lift Manager  
 
The Site Details Page displays the location, contact, equipment and service details for the selected 
account. 
 

 
 

2.3.5 Site Details  Tab 
 
Lift Location Details 
Account No: An automatically generated reference number 
Lift Reference: Free format lift reference 
Site Name: The name of the site where the Memcom is installed 
Address, City, County, 
Postcode and Country: The address where the Memcom is installed 
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Show Map...: Displays the map using "Google Maps" (Postcode required) 
Directions: Free format text of how to find the site 
Contact Details 
Name: The name of the contact 
Tel No: The contact telephone number 
Fax No: The contact fax number 

Email: The contact email address.  Send an email by using the  button 
Equipment Details 
ID Number: The unique lift ID number (maximum 9 digits) 
Network ID: This should be set to 0 if only one lift alarm is connected to the 

telephone line. If multiple Memcoms (maximum of 8) are connected 
to the same telephone line each unit should be given a unique 
Network ID, e.g. Memcom 1 = 1, Memcom 2 = 2 etc 

Tel No:  The telephone number of the Memcom 
Model: The lift alarm model type 
Password: The password used to access the Memcom (maximum 8 digits) 
Service Details 
Serviced By: The Service Group responsible for the maintenance of the lift 
 

2.3.6 Notes Tab 
 
The Notes tab displays the notes for the selected account and shows the date the account was 
created. 
 

 
 

2.3.7 Background Tests Tab  
 
The Background Tests Page displays the background test call history and test call configuration for 
the selected account. 
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The left hand section displays the background call history, showing the date and time, report code 
and event type. 
Test Options 
Enable Background Test Calls: Enabled - Background call monitoring is enabled for the 

selected account 
 Disabled - Background call monitoring is disabled 
Enable Caller ID: Enabled - Background calls from the lift alarm are Caller ID 

based 
 Disabled - Background calls from the lift alarm are normal. 
Initiated: By Lift Telephone - The Memcom will dial the Memco ETR 

and perform a background call 
 By PC - Memco ETR will dial the Memcom and perform a 

background call 
Between: Sets the start and end time in which a background call 

should be generated 
Test Time: The actual time the background call is carried out (the time 

stored in the lift alarm is always GMT) 
Test Interval: The frequency of the background call (Every Day, Every 2 

Days or Every 3 Days) 
Time Sync: This option is only enabled when "Enable Caller ID" is 

enabled. It sets the frequency in which the Memco ETR will 
answer the background call and synchronise the clock on 
the Memcom 

Modem: The enabled modem that will receive or perform the 
background call. The phone number is shown next to 
modem number 

Generate alarm for missing test calls: Enabled - Missed background calls will cause Memco ETR 
to generate a "Technical Alarm - Test Call overdue" 

 Disabled - Missed background calls are ignored 
Alarm Delay: The time after which a missed background call will 

generate an alarm 
Last Test: GMT - The GMT date and time of the last background call 
 LOC - The local date and time of the last background call 
Next Test: GMT - The GMT date and time of the next background call 
 LOC - The local date and time of the next background call 
 
Event Status recall 
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The events that have an equipment fault listed can be double clicked and the status of the Memcom 
at the time of the call can be recalled. 
 

 
 

An example is shown above where the Memcom called in with an equipment fault and highlighted in 
red is the Battery which means that at the time of the call the battery charge is low.  If this is repeated 
on the next call then the battery will probably need replacing. 
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Other equipment faults in red will be shown. 
 
Mains either AC or DC power not active 
Battery the battery may need replacing or still charging 
GSM Low GSM signal low 
Spk/Mic the speaker or microphone are faulty and need attention 
Change Bat the battery requires replacing 
Service Req the Service Counter has activated and the lift requires servicing 
 

2.3.8  Email Alerts  Tab 
 
The Email Alerts tab sets up the frequency, type and who receives the emails. 
 

 
 

Missed Background calls 
Generate Email: This sets the frequency (up to 5 missed calls) of the emails and 

also disables the email alerts 
Email Recipients: Multiple valid email addresses can be entered here 
 
Technical Calls 
The type of technical alarm email can be selected here. 
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