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Introduction to this manual

Audience

Key maintenance users within ARTC sites. 

Purpose

The key purpose of this document is to provide a reference for ARTC Ellipse Users for the general navigation through the Ellipse systems.

Learning Objectives

At the end of this learning chapter, the participant should be able to:

· Log into an Ellipse session

· Set up personal short cuts and personalise views.
· Understand standard navigation through Ellipse
Acronyms and terminology

The following acronyms and terms are relevant for this document.

	Term
	Description

	Ellipse
	Ellipse 5.2.3 is the version of Ellipse implemented by ARTC.

	MIMS or Ellipse
	Mincom Information Management System

	R mouse
	Refers to the right hand button on the mouse

	.csv
	File extension for a “Comer Separated Version” of a Spreadsheet

	.xls
	File extension for a “Excel Workbook”


Navigation through Ellipse

 Program naming conventions

All Ellipse programs are named using the following convention.

	The prefix MS
	
	File or program type
	Three digits

	
	Q
	‘Object’ application for review and update
	

	
	O
	Online review or update program
	

	
	B
	Batch report or update file
	

	
	F
	System file
	

	
	R
	Report
	

	
	M
	Screen Map
	


Example: – MSQ620
Prefix = MS, Program Type = Q and Program Number = 620
Report and Batch programs that are prefixed with a C, representing ARTC’s custom Report processes.

File numbers

The numbers also group each of the major functional areas, as follows.

	File number
	Functional area

	000-099
	System Administrator, includes system and district control files, table files and security

	100-250
	Supply, includes purchasing, receiving, cataloguing, inventory control and forward purchase agreements

	300-349
	Work Management – Condition Monitoring

	380-389
	Work Management – Contracts Administration

	400-499
	Work Management – Operating and production statistics

	600-659
	Work Management – Equipment costing, including equipment register and Work Orders

	690-699
	Work Management – Standard Jobs

	700-799
	Work Management – Maintenance Scheduling and history

	850-859
	Pay and Labour costing

	870-899
	Human Resources and Establishment

	900-999
	Finance


MSO and MSQ programs

The two types of Ellipse data entry and review programs commonly used at ARTC are prefixed with a MSQ and MSO. MSQ programs are a more recent development than MSO programs and are more Windows-like.

Many MSQ programs have an MSO equivalent (though not all of them). The underlying files and processes are similar. Items created in MSQ may be amended in MSO and vice-versa.
When you access an Ellipse program, you can use the name of the program, eg, MSQ620, or use the icon in the application menu.

The user interface for MSQ and MSO applications differs in the format of the screen and the method of navigation, in the following way.

In order to access different areas of the application:

· MSQ windows have tabs and icons 

· MSO windows have tabs, action codes or select item codes.

The following example of an MSQ window shows tabs and Icons.
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Log into Ellipse

To log into Ellipse, a “User Id” and a “Password” are required. If you are authorised to access Ellipse, you will be issued with a User Id and Password. The first time you login, you will be required to change your password.
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On your desktop there will be an Ellipse Icon, 
click on the icon to open the Login dialogue box. 
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When the dialogue box is displayed, the profile will be defaulted, enter your User Id, Password and District code. To save your User Id and District code, click on the “Save” icon at the upper RH corner of the screen and when you next login, user Id and District codes will be defaulted.
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Click the “OK” button or use the “Enter” key on the keyboard and the “Ellipse Explorer” screen will be displayed.
The Explorer screen has 3 sections, 
1. Tool Bar panel
2. Explorer Tree panel 
3. Contents display panel
Accessing an Ellipse Program

An Ellipse program can be accessed it two main ways, either enter the program name (Number) in the command field on the tool bar at the top LH side of the screen or select the program entry from the application menu.
Command Field entry
To open a program when the program name/number is known, enter the number in the command field in the LH side of the tool bar and press the “Enter” key on the keyboard. 
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There is a shortcut available, every time you enter a program number in the command field, it is saved by the system and included in the dropdown from the command line, the system keeps the last 10 entries in the order that they are entered, the latest at the top. To open a program using the dropdown, click on the button at the RH end of the command line and select the program number required, the system will enter the number in the command field and start the opening process, there is need to click the enter key on the keyboard.
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The Application Menu

In the “Explorer Tree” section of the screen, click on the + beside the Standard Applications folder to expand the list of Standard Applications.
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The explorer tree will open to display the next level, continue to select the required folders and open the next level by clicking on the + sign until the program level has been reached, this will be when there is no + or – sign next to the entry. The required program may be opened by “Double clicking” on the entry or “Right Mouse click” and select “Open” from the popup. Note! To close a folder, click the “-“ sign next to the folder.
[image: image9.png]ment Class (MSFO10EC) [_[oIx]

o DbE FadT oo |
LC LEVEL CROSSING (CIVIL)

Find. Find Nest Fiter. Reset List
& Custom set. & Leamedjset Lo





[image: image10.png]ment Class (MSFO10EC) [_[oIx]

Desciption ~

Find

Select & Cose. Q

=

3 BRIDGE PART
&l BRIDGES

BF BUILDINGS/FACILITIES

EC CALIBRATED EQUIPMENT
cs COMMUNICATIONS SYSTEM
. P —




To display the program details in the “Contents” panel, click on the folder entry in the explorer panel and the contents will be displayed. The contents panel can be displayed one of 4 ways, large or small icons, list or detail, the detail display is the most common. To change the display, click on one of the icons on the toolbar.
My Applications
In the explorer tree and at the second highest level, there are two folders, the “Standard Applications (PRODUCTION)” folder and the “My Applications” folder.
The Standard Applications folder has all of the programs defaulted from the system, the My Applications folder will be empty.
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The “My Application” folder is provided as a user designed menu. You may store your frequently-used applications in the My Applications folder. 
You will do this by copying and pasting from Standard Applications to My Applications. Open the standard application folder and drill down to the application that you wish to include, R Mouse on the entry and select copy.   “R Mouse” click on the “My applications” folder and select “Paste”. Repeat this process to enter all of your required applications. Once all of the required applications have been added, click the “Save” button on the tool bar. 
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The entries will remain in the order that they are included and more applications may be added at a later date if required. Each entry may be renamed if required, R Mouse click on the entry to rename, select “Rename” from the popup, and this will open the field for editing.
In future, when you open the Ellipse Explorer main window, you can click on My Applications in the explorer tree; the icons for your frequently-used applications will be display. To open one of the applications, double click on its icon.
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NOTES:

Start up Options

You can set your computer so that when you log in to Ellipse, your preferred Start-up option defaults. These defaults are program defined, and must be set up for each program if other-that the standard Ellipse options are required.
Set up
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To set specific options for a program, open the program (either search or detail) and select the “Tools” button on the tool bar. Select “Options…” from the dropdown menu.
An options data box will be opened with the “Views” screen displayed.
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The Views tab provides both a Start up View and a Detail Views option. 

Start up View:
Your start up view selection determines which window appears when you open the application. The default option is Search View. 

Options available 

· Search View: Starts the application in Search view. Select this option if you want the search window to display when you open the application. 

· Detail View: Starts the application in Detail view. Select this option if you want the main detail window to display when you open the application. 

Detail Views group 

Your details view selection determines the window to be used to display an application. 

Options available 

· Reuse window for each detail view: Reuses the current detail view for each subsequent detail view. For example, if you have an equipment record displayed in a detail window and you open a second record, the details of the first record are replaced by the second record. You only have one detail window open and it displays details of the second record. 

· New window for each detail view: Uses a new window for each detail view. Selecting this option means that you can have details of more than one object displayed. For example, if you are viewing details of one equipment record and open another record, the second record opens in a different detail window. You have two detail windows open and they display the details of each record. 

Resizing

You can resize all Ellipse windows to make best use of the space on your screen. You can resize an entire window or part of it.

Overview 

There are two levels of resizing in ellipse, the window can be resized and the screen within the window can be resized.

 Ellipse has a built-in protective functionality to ensure that screen controls do not become inaccessible when you reduce a window size. If you reduce the window size so that all controls are not visible, a horizontal or vertical scroll bar appears on the window. This allows you to access other controls. But in some cases, the resizing within a window may hide some fields.
Window Resize.
Before a window can be resized, the window must be in a minimised. To determine if the window is minimiser or maximised, check the top RH corner of the screen.
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Maximised: if the window is maximised, the buttons in the top RH corner of the window will be 
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Minimised if the window is maximised, the buttons in the top RH corner of the window will be 

To change from Max to Min or Min to Max, click the middle button. 
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With the window minimised, you are able to make it larger or smaller as required. This is done by grabbing the edge or corner of the window with the curser, a double head arrow will appear
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OR
 and dragging it ether way.
When the window is reduced in size, it is possible that the reduction will hide some of the screen detail or controls.

If the changes are such that some controls/detail is hidden, a scroll bar(s) will appear to scroll up/down or sideways to display the hidden controls/detail.

In the following example, in the Work Order detail window, if you reduce the window size so that all fields are not visible, scroll bars appear to allow the user to scroll across the screen to see all of the detail.
Screen Resize

It is possible to resize within a window. After the window is sized, the screen may also be resized, for example, the results grid from a search process will display the records returned from the search. To display the max number of records in the screen, the results grid can be enlarged
Example: An equipment register search for “Tunnels” returned 14 records, with the screen minimised, only 8 records can be see.
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To be able to see all of the records in one screen, there are two options:

Maximise the screen: if the window is maximised, all of the records may be seen, click on the “Maximise” button at the top RH corner of the window. If this still doesn’t display the complete results, there may be too many records to be displayed in a single screen, use the scroll bar at the RH side of the grid to scroll through the records.
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Enlarge the results grid: If there are only a small number of records returned, it may be possible to enlarge the grid to see all of the records maximising the window, to do this, place the curser on the dividing line between the results grid and the screen, the curser will change 
to a double head arrow and two lines. Drag the line up until 
sufficient grid is exposed so all of the records can be seen.
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Enlarging the grid in this way may conceal some of the fields in the upper section of the screen, if further searching is required, return the grid to its original size to expose all of the fields in the screen to ensure old parameters have been removed and all of the fields are available for entry.

After the results have been reviewed, before closing the window, return the grid size to a position that all of the fields can be seen, if the window is closed with the grid enlarged, the next time the window is opened, the 
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NOTES:

Customising the View

To set up user defined views for search results

When you conduct a search in an MSQ program, the results of the search are display in the search results grid at the bottom of the search window.

You can set up the columns on this grid to display the results of your search according to your requirements.
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Search results grid:

For each program you can choose which data columns appear on the search results grid and in what order they display.
When you set up a user defined view for a program, you can set it to default each time you begin a search in that program. Note! More than one defined views may be set up for each program as required.
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Set up a user defined view
To set up a user defined results grid view, with the program opened in the search view, select “Tools” from the tool bar and “Define Views…” from the dropdown menu.
The Define Views for “SummaryGrid” dialogue box displays.

[image: image29.png]Re:

Help

w Online Reports ( AUSTRALIAN RAIL TRACK CORPORATIONLTD )
Flo Items Edt Took

[_[CIx]

oo |

Revert | & B (3]

Enter Frogram or Report . to restat display:

or Useiid torestict display (blank for ol

Userd FieportDescrption Fepotld | Cieation Date =
CRESY Create Mailenance Schedues MSBTOOA  14/08/2006
2/t Crst Mantonance Schodes woBTOw  14/08/2008
3] sMuLt Create Maitenance Scheduies MSBTIOA | 14/08/2006
4] sMULY Commit Mairenance Schedte (pcale) MSB7ADG 14082006
5| SMULY Commit Mairenance Schedtle (pdale) MSB7ADA 14082006
6l SMULY Commit Mainenance Schedte (pdale) MSB7ADA 14082006

WSHDBEA ~





It is often easier to create a new view by copying an existing view then modifying it as the main attributes will be defaulted from the original view and save some time searching for all of the attributes.

To copy an existing view: click the “Copy” button, a dialogue box will be displayed. Enter the required name for the new view the click the “OK” button.
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A summary for “TEST DEFINED VIEW” screen will be displayed

Click the “Show Fields” button.
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The Show Fields for “TEST DEFINED VIEW” dialogue box displays.
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All of the attributes from the copied view will be displayed. To remove unwanted attributes, select each by clicking on the entry in the RH side of the screen, more than one can be selected by holding the “ctrl” button on the keyboard as the entry is selected (or they can be selected and removed individually).
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Click the “Remove” button and the highlighted attributes will be removed.

To include fields into the grid, select the required entries in the “Available fields” section at the LH side of the window, either one at a time or in multiples and click the “Add” button 
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With all of the attributes added to the list, the position of each in the grid can be set.
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This can be done by either, highlighting one or more of the attributes and using the “Move Up” button or “Move Down” button to position the attribute as required.
The other way is to click on a single entry and drag it to the position required.
When all attributes are included and positioned, click the “Close” button.
The Summary screen will be redisplayed, click the “OK” button.
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The “Define Views window will reopen. To select the new view as the default, click the button in the “Options” section, “Use as the default view for the grid”.
[image: image37.bmp]
To complete the changes, click the “Apply View” button.
From now on, when you conduct a search, the view you have selected as the default will display as column headings in the Work Orders search results grid
Selecting a specific view.
There may be a requirement to have more than one personal view setup, but only one can be set as the default view. When a program is opened for a search and if the default view is not the required view, a different view can be selected to temporally replace the default view and after the program is closed and re-opened, the default view will be returned.
Change the View.
To see the available views and the current selected view, with the program opened in the search display, click on the “Tools” button on the tool bar and select “Current View” from the dropdown menu. The current selected view will have a “Tick” next to it.

[image: image38.bmp]
To make a temporary change to the view, click on the required view in the dropdown, the screen will close and the layout of the grid columns will change. NOTE! The system will return to the default view when the program is closed the reopened.
Modify a view
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To modify a view, click on the “Tools” button on the tool bar and select “Define view” from the dropdown.
The “Define View for “Summary Grid” window will open. Select the view to be modified then click the “Modify” from the RH side of the window.
Note! The “Default Design View” and the “Default User View” can not be modified, have a view similar to one of these, make a copy and modify the copy, save it with a new name.
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Export Search Results.

[image: image41.png]


Search results may be exported to a spread sheet for manipulation and review or printing. This process can be used for any summary review grid after a search has been conducted. Note!! Only the results that have been loaded into the grid by scrolling will be included in the export process.
With all of the required records in the grid, click the “Tools” button on the tool bar and select “Export Grid Data” from the drop down menu.
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A dialogue box will be displayed, enter a File Name and if necessary a new location to save the file. Click the “Save” button and the spread sheet will be saved as a “.csv” file. It may be opened and resaved as a “.xls” if required
Pop up and Dropdown Menus

There are two ways to find, select and return data to an Ellipse screen using onscreen menus.

Pop Up menus from a field

If a field has a “Button” at the RH end when the curser is placed in the field, there is a pop up menu available, to access this menu, click on the button.
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A selection menu will be displayed on the screen, page through the menu using the scroll bar on the RH side until the required entry has been located. This entry can be selected and returned to the calling program and defaulted into the field. To do this, highlight the entry and click the “Select” button, or simply double click on the entry.
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If the menu is extensive, there is a filtering process available, either the “Code” or the “Description” column can be filtered. Click the grey bar at the top of the column to be filtered and select “Filter” from the dropdown.
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A dialogue box will be presented, enter the data in the box and click the “OK” button.
The list will be reduced to only the records containing the data entered. Highlight the required entry and click “Select”.
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Search the Table File 
The information can be found by searching the Ellipse Data Base Table File record. 
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To do this, select the field to be searched and use the Right Mouse button, a dropdown will display, select “Search” from the drop down and the table file will be displayed
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When the “Search Table File” screen is presented, the required parameters will be defaulted for the search, click the “Search” button
The details from the Table File will be displayed in the results grid, scroll through the screens until the required entry is identified. Select the entry by double click on the entry or Right Mouse Click and select/Close and the selected entry will be returned to the field.
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NOTE!! This same process can be used to search any field that has no button at the RH end, but has a program where the data is stored, such as the equipment register, standard jobs, work orders, etc.
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NOTES:

Reports in Ellipse

Many Ellipse reports and batch procedures can be requested using the online system. In many cases the selection, sorting and printing criteria can be specified. This allows tailoring of the report to suit the particular needs of a site.

Available Reports – MSM080A

There are a number of “Standard Ellipse Reports” available in the system, they are all prefixed with a “MS” any reports that are specific customised for ARTC will be Prefixed with a “C”
Access Reports

To access the reports, at the Ellipse Explorer main window, type R or MSO080 in the command line then enter using the keyboard. The reports index will be displayed starting with the first report in the system.
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If the report number is not known, but the type of report is known enter the starting characters, eg, R,MSB7, and the reports index will be displayed with the first report that starts with MSB7.

[image: image55.bmp]
If the report number is known, also enter the report number separated with a comer, eg, R,MSB700 or MSO080,MSB700 for the schedule forecast report. The “Maintain Report Request” window will open, proceed as above.
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Report Index
If the report index is called with a letter “R” or “MSO080”, the “Review Available Reports” index will be displayed with the report with the lowest number first. 
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To locate the desired report, page through the grid using the scroll bar on the RH side of the screen. To jump to a starting point, enter a number to restart the search in the field at the top of the screen and click the “OK” button. The display will restart at the entered report number
To select a report, RH mouse click on the desired entry, select “Actions” and “Select and Close from the popup. The report will open in the “Maintain Report request” screen. NOTE!! Reports are security driven and only reports that are available within your security are displayed
Report Request

With the required report selected either by entry of the report number in the command line at the explorer screen or by selection from the Index, the “Maintain Reports Request” screen will be displayed
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There are a number of fields on the screen that may require attention. They include:

Medium: The medium on which a requested report is desired can be nominated. “P” for Print will be defaulted; this can be changed as required, click on the button at the RH side of the field and select the required medium from the dropdown menu.

The available options for ARTC are: 

	Option
	Description

	P
	Printed report (i.e., hardcopy, or fax or telex where available)

	R
	Review report online with option to print – refer to Review Report Online

	E
	Email report – output directed to external mailer system


Option P – Printer:

If the required medium is “P” printer, ensure the printer number defaulted is correct, if not, enter the correct printer. The available printers may be seen by clicking on the button on the RH end of the field.

Defer report:

The processing of the report can be initiated immediately or deferred to a later date. If the report is to be deferred, enter the date and the deferred time and enter an “N” in the “Batch Submission” field. If the report is required to be run overnight, leave the default date and time and enter the “N” in the “Batch Submission” field. This will place the report in the queue with all of the overnight reports and should be completed by start of business the next day.
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If the report is to be run immediately, leave the deferred date and time as defaulted and enter a “Y” in the “Batch Submission” field. With all of the required detail entered, click the “OK” button or the enter button on the keyboard.

If specific parameters are required, the “Modify Report Parameters” screen will be displayed. Each report will have a unique screen, enter the required parameter then click the “Save” button to initiate the report. The “Maintain Report Request screen” will be redisplayed. 

To monitor the progress of the report, click the “Review Req” button on the tool bar and a grid will be displayed with the report id displayed. This screen is not self refreshing, to see when the details change, the screen must be refreshed manually, to do this, click the “Refresh” button on the tool bar, if the report has completed, the detail will disappear from the screen, the “Refresh’ button may be clicked as often as required until the entry disappears from the screen.
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Once the entry is complete, click the “save” button and the “Maintain reports request” screen will be redisplayed. The same report may be re run by clicking the “OK” button and re entering the required parameters the follow the same procedure.

Reports sent to Review Online

If the option “R” was selected as the media, the report will be available for review on line. To review the report on line, at the explorer screen, type MSO086
[image: image68.png][Show Fields for “TEST DEFINED VIEW’

Available fields: Show these fields in this order. Locked
[Account Cade: fork Order r
R U Tk 2 | A S

[Act Duraton (H1s)
[Actual Costs Reallc
[Actual Equipment Costs
[Actual Labour Hours
[Actual Material Costs
[Actual Dter Costs
[Actual Resouce Cost
[Actual Reverue

[Actual Total Casts
[Actual Total Feverue
[APTW Exists For Task Inc
[APTW Exists Ind

[Asset Segment From
[asset Segment To
|assignto Indiidual

Select avalable fieldsfrom 4 Movelp || ¥ Move Do
[A1 Fieds <]

iew avaiable fields by:

Long Description < Column Proptis.

Andaanaananan

| NewCslc Fiekd

Cancel





The “Select Online Reports” window displays.
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Find the relevant report in the list by scrolling through the grid with the scrollbar at the RH side of the screen, or to jump to the report enter either the Report Id or the Userid in the field and click “OK” or enter on the keyboard.
Once the required report has been identified, there are a number of actions available, which include:

· Delete the report

· Review the report

· Print the entire report

To select an action, click on the “Items” button on the tool bar and click on the selected action.

Review report:

To review the report, click the “Review Report” entry from the drop down menu. The report will be displayed. 
Navigation through the report:
The online reports window is unable to display a report in a single screen
In the top section of the report, there are a number of control buttons.
· “OK” button – moves to next section of a page or to the next page or if on last page, returns to “Review Online Reports” screen.

· “Prev” and “Next” – moves to next section of a page.

· “Right Screen” and “Left Screen” the report page is about twice the width of the screen so only half of the page can be seen in a screen, to see the hidden half, click the Left/Right screen button.

· The number of pages in the report is displayed at the top RH corner of the screen.

Print the report
The report may be printed in its entirety, if this action is required, the printer selected when the report was run will be to printer that the print is sent to. To initiate the print, select “Print Entire Report” from the dropdown menu, the print will be automatically sent to the printer.
There is an option to print a portion of a report; this will also be printed to the printer selected at the time of running the report. 

With the report opened, enter the page range to be printed in the fields at the bottom of the screen. Click on the “File” button on the toolbar and select “Print Page Range” from the dropdown menu. The process will automatically start and send a message “Job Submitted for process”

Keyboard Shortcuts

	Function
	Shortcut Action

	
	Press the following keys together:

	Open
	Ctrl and O

	Copy
	Ctrl and C

	Paste
	Ctrl and V

	Cut
	Ctrl and X

	Print
	Ctrl and P

	Undo
	Ctrl and Z

	Cancel
	Esc

	Move to next Tab on tabbed windows (MSQs)
	Ctrl and Tab

	Print image of currently active window to clipboard
	Alt and Print Screen

	Move to next open Application
	Alt and Tab

	Access Start Menu on task bar 
	Ctrl and Esc

	Activate or Deactivate Application Menu
	Alt and the underlined letter on the menu title: e.g.:

For Work Requests, Alt and W
For Equipment Register, Alt and Q

	Move to the menu bar
	F10



NOTES:
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