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These maintenance activities do not require a specific initial setup, but they do
require high-level administrative access to execute.

Admin Side: Administrators must be granted the appropriate user role
permissions within the system settings to access sensitive data management
tools, such as purging records, merging accounts, or importing bulk user data.

User Side: These features are strictly backend administrative tools and are
not accessible to end-users on the portal.

Administrators can utilize a variety of tools to maintain their system data.
Because data maintenance is a broad category, the specific steps will vary
based on the task you are trying to accomplish.

Data Maintenance Articles

The Data Maintenance tools and processes allow administrators to clean,
merge, and archive system records. The primary purpose of these
features is to ensure optimal system performance, data accuracy, and
ongoing regulatory compliance by eliminating redundancies and outdated
information. This article is intended for OPS-COM administrators who are
responsible for maintaining overall system health and data integrity.

Setup and Configuration

Using this Feature

Benefits of Routine Data Maintenance



Keeping your system data well-organized provides several key operational
benefits:

Improve Data Accuracy: Identifying and correcting errors,
inconsistencies, and redundancies ensures that the information your
staff relies on is trustworthy and precise.
Enhance System Performance: Clean data leads to faster
processing, quicker searches, and more efficient operations within the
system, preventing slowdowns during peak usage times.
Facilitate Informed Decision-Making: Accurate and up-to-date data
provides a clear and reliable foundation for financial analysis, reporting,
and strategic planning.
Ensure Compliance and Security: Maintaining data integrity helps
your organization meet regulatory compliance requirements and
reduces the risk of security vulnerabilities associated with outdated
information.
Reduce Operational Costs: Minimizing errors improves
administrative efficiency, helping to avoid costly reworks and resource
waste.

To perform specific maintenance tasks, please review the step-by-step
instructions in the following detailed guides:

Preparing to Import Your User Data

Purge Old - Explained

Purging Incidents

Resolve Duplicate Options

Available Data Maintenance Workflows

https://opscom.wiki/books/new-client-onboarding/page/preparing-to-import-your-user-data
https://opscom.wiki/books/setup-configuration-for-admins/page/purge-old-explained
https://opscom.wiki/books/setup-configuration-for-admins/page/purging-incidents
https://opscom.wiki/books/setup-configuration-for-admins/page/resolve-duplicate-options


Merge Vehicles

Merge User

Archiving or Disabling a User

Archiving and Restoring Permits

Establish a regular maintenance schedule: Organizations

should establish a routine schedule for data maintenance

activities. Performing routine cleanups, such as purging old records or
merging duplicate users, prevents the database from becoming bloated
and keeps the system running smoothly.
Verify data before executing permanent actions: Always verify

your data and adhere to local retention policies before

executing a permanent merge or purge. Because many data
maintenance actions permanently alter or remove records from the
database, administrators must ensure they are not accidentally
deleting active user data or historical financial records required for
compliance.

Exercise extreme caution when using data maintenance tools like the
system purge or user merge functions. These actions are often
irreversible. If you are unsure about the impact of a specific maintenance
task, contact OPS-COM support for guidance before proceeding.

Best Practices and Considerations
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