
 

SOP: User Administration and ETL Functions 
[Last Updated: Aug 2025] 

Objective To guide system admins and super users on processes of user management, ETL administration and accessing facility summary information in 
TaifaCare 

Task Perform user management (create/ edit user information) and ETL related task in TaifaCare 

Target Group System Admins, ToT, Facility Champions, Super Users 

Requirements Functional TaifaCare instance, Internet, Valid user with admin rights 

 

 

No Steps Illustration 

  
Log into TaifaCare using valid 
credentials  
 
Click the Grid Menu 
(highlighted below) to open 
the TaifaCare modules. 
        On the module pane  

 
Click on Administration 
module to open the user 
management panel 

 



 

  
The user management panel 
entails five main functions.  

• Section Navigation Tabs 

• Search bar,  

• Filter bar for the license 
status 

• Profile Editing Action 

• User addition. 
 
Adding a new user 
- Click Add User button. 

This will open the user 
management page 

 
Editing user information 
- Under the Action section, 

click the pen icon. This 
will open the user profile 
for editing 

 
Search for an existing User 
- Locate the search section 

and enter the name of 
the user.  

 



 

  
Adding / Editing user details 

 
Demographic information  
- This section allows you to 

capture / edit the names, 
phone number and email 
address of the user. 

- It also allows you to 
specify the sex of the 
user (Male/ female). 

- Click “Next” to continue 

 



 

  
Adding / Editing user details 

 
Login information 
- This section enables you 

to capture the user login 
name and password. 

 
Check the “Force Password 
Change” checkbox to ensure 
the user changes password 
on their first login. 
 
Click Next to continue  

 

 Adding / Editing user details 
 

Provider Details 
- This section enables you 

to specify if the user is a 
provider or not 

- If the user is a healthcare 
provider, check the 
provider details box 

- Click Next to continue  
 

 



 

  
Role Specification 
- This section enables you 

to set different roles for 
the users.  

 
- The roles include: 

o Admin roles 
o Billing 
o Clinician 
o Records roles 
o Investigation  
o Pharmacist and 

inventory roles 

- Select appropriate roles 
consistent with the user 
functions in the facility.  

 
- Click Next to continue  

 



 

  
Additional Roles 
- This section provides 

additional specification 
of roles including  

o Inventory Roles 
o Stock Operations  
o Stock Location 

o Inventory User 
 
- Once everything is set, 

Click Save & Close 

 

 



 

 

SECTION 2: ETL ADMINISTRATION 

  
ETL Administration 
- This section provides all 

utilities associated with 
ETL operations. These 
include 

o Refresh tables 
o Refresh DWAPI 

tables 
o Recreate tables 
o Recreate data 

tools 
o Recreate facility-

wide tables 
- Click on each depending 

on your intended 
operation.  

 

 
 
ETL Tasks Explained 
 

• Refresh Tables: This updates all the ETL tables that exist in database 

• Refresh DWAPI tables: Only updates tables related to DWAPI for data transmission  

• Recreate tables: Drops all ETL tables and create them afresh while updating with new data 

• Recreate data tools: Drops data tool tables, recreate and update with latest data for reporting  

• Recreate facility-wide tables: Drops all ETL tables related to facility-wide modules and rebuild them while 
populating them with the latest set of data to support facility wide reporting.  

 
 



 

 

SECTION 3: FACILITY DETAILS 

  
Facility Details 
- This section provides 

summary information 
about the facility 

- It also provides Social Health 
Authority (SHA) information. 

- To retrieve the most up-to-
date information, click 
Synchronize with HIE button.  

 
NOTE: This action requires 
internet connectivity 

 

 
 

 

 

THE END 


