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1. Log onto the web-based Ideal Health Facility 

software 

 

 

 

 

  

 
 

 

When you Login the first  

 

 

 

 

 

 

 

1 

2 
2. Select the ‘LOGIN’ tab 

3. Enter your Username and 
Password in the text boxes 
provided and click on the ‘Login’ 
button.  

 

Note: Your account must have the 
role for Patient Waiting Time to 
enable you to access the Patient 
Waiting Time module.  
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1. Go to the Department of Health’s 
website 
https://www.health.gov.za, there 
is link at the bottom of the home 
page for ‘Services and Links’ 
where you will find a link for Ideal 
Health Facility which will redirect 
you to the Ideal Health Facility  
website or you can access the 
site directly at 
https://www.idealhealthfacility.org.
za 

 

https://www.health.gov.za/
https://www.idealhealthfacility.org.za/
https://www.idealhealthfacility.org.za/
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1. Go to the Data 

Management tab and 

select ‘Clinic Patient 

Waiting Times’ option.  

2. Capture Patient Waiting Time (PWT) online 

 

 

           
 

 

 
 

 

 

 

1 
2. A list of facilities that have 

already captured PWTs will 

appear (if any). 

3. Click on the ‘New’ button at 

the left top corner of the page 

to create a new PWT capture 

form. 

4. If you want to complete 

capturing for an existing PWT 

capture form, select the 

magnifying glass or click on 

the PWT form itself. 

Note: The system will not allow 

you to create a new form if there 

is already and existing form for a 

specific quarter. 
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5. Once you have selected the “New” button, click on the drop-down list to select the facility name that you 

want to capture PWT data for. Note that only the facilities that you have access rights for on your user 

account will appear. 

6. Enter the date the measurement of PWT is conducted. The system will auto select the quarter for the 

measurement according to the date that was selected. 

7. The number of records captured will be auto calculated according to the number of rows added.  

8. The field for “Staff conducting survey” isn’t compulsory but can be filled. 

9. Enter the quarterly head count for every area at the facility. If the Facility doesn’t have a 24 hour 

Emergency unit/MOU or Health Support services, just leave the fields blank and only complete the 

quarterly headcount for the 8 hour service. The total quarterly head is auto calculated according to the 

individual areas that are entered. 

10. The system auto calculates the daily headcount and the sample size according to the quarterly head 

count that was entered for every area. The automated total sample size is calculated according to the 

guidance set out in the National Guideline on management of PWT in clinics, community health centers 

and outpatient departments of public hospitals in South Africa. The system counts the records captured 

and display the total number under the ‘Number of patients surveyed’ field. The system also calculates 

the daily headcount and sample size for every area according to the quarterly headcount that was 

captured at the opening of the capturing form.  

11. Select the “Show summary” at “OPD Progress” to view the progress made with the number of records 

to be captured for every area.  

12. Once the quarterly headcounts were completed, first ‘Save’ the form. Once the form is saved, the “Add 

Row” button will become active. 

13. Select the ‘Add Row’ button to open a form to complete a PWT capture for a patient. 
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Instruction to complete the PWT form: 

 

14. Complete the fields according to the PWT collection tool that was completed by entering a time in the 

fields.  

15. To save and add another record, select the ‘Save & Add New ‘, to save and close, select ‘Save & 

Close’. 

 

It is important to understand how PWT and service time is calculated by the information system to ensure 

that correct times are recorded when noting down the times on the PWT collection tool, see Annexure A. 

The PWT is the time between service areas. E.g. in the example above, the PWT between Registry and 

Vital times is one hour as the patient left the Registry at 11h00 and arrived at the Vital times as 12h00. 

The service time for Vital signs is 15 minutes as the patient arrived at 12h00 and left at 12h15. The Total 

time spend in the facility is the sum of the sub PWT and sub service times. 

 

Note that there are two fields which are required, the ‘Time of arrival’ and the ‘Registry’. If it isn’t completed 

an error message will display. You will only be able to save the form once the fields with the error 

messages have been completed.  

 
 

16. If one of the three fields for appointment has been filled, the system will require you to complete all 

three fields. 
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17. Once the record is saved, the record will be added in the table below the form. To edit a record in 

the table, just click on the record in the table, the form will open to enable you to edit the record. 

 

18. The system will only allow you to submit the assessment once the sample size for every area has 

been met. If you select the ‘Submit” button without having captured the required sample size, an error 

message will appear.

 
 

19. To view how many records were captured for every areas, select the “Show Summary” button. 
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20. A table will appear that display the progress made with capturing

 
 

 

 

21. Once the ‘Submit’ button has been selected the capturing cannot be edited anymore and it will have 

a ‘Submitted’ status 
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3. How to generate reports 
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1. To generate report for PWT, go 

to the ‘Report’ tab and select 

‘Clinic Patient Waiting times’.  

2. Select a report you want to 

generate by clicking on the report 

name. 

There are 4 reports: 

a. PWT report  (facility report) – 

Generate a detailed report for 

the facility showing every 

record that was captured with 

averages for PWT for a 

specific quarter. 

b. Facility PWT Quarterly Report 

(facility report) – Generates a 

summary of the facility’s 

average PWTs for all four 

quarters and the financial 

year. 

c. National & Provincial PWT 

Report (aggregate report) – 

Generates the average PWT 

per type/category of hospital 

at provincial level. 

d.  Aggregated PHC PWT 

Report (aggregate report) – 

Generates a summary for 

every hospital that includes 

the average PWT. 
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3. All reports have filters that allows 

the user to generate reports for a 

specific ‘Province’, ‘District’, ‘Facility 

type’, ‘Financial year’, ‘Quarter’ and 

‘Sub district’. Note: for the two 

facility reports (thus excluding the 

aggregated reports), the name of 

the facility must be selected. 

4. Select the ‘Generate Report’ 

button to generate the report. 

5. The report will schedule at the 

bottom of the page. The report 

takes a few minutes to generate, 

therefore wait a few minutes and 

select the ‘Refresh’ button. 

6. Once the report has downloaded, 

it will show as ‘Downloaded’ under 

the heading named ‘Action’. 
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Annexure A: PWT collection tool 

INSTUCTION FOR COMPLETION OF THE FORM 

OPD Clinic name: ___________________________________________________ 

NB! The numbering used in this tool is in line with the generic flow of patient visit 

Please capture relevant information in all grey shaded areas  

Please circle if the patient had or did not have an appointment 

Patient’s folder/file number  

Date of patient’s visit    

Has appointment  YES NO 

Date of appointment   

Time of appointment   

Time of arrival & triage1   

Triage2   

Registry (for file/records)3   

Vital Signs4   

Clinical service areas  Return to same service 
area 

  Service area5 Arrival:  Arrival:  

Departure: Departure: 

OR Service area6 Arrival: Arrival: 

Departure:  Departure:  

OR 
 

Service area7 Arrival: Arrival: 

Departure: Departure: 

OR 
 

Service area8 Arrival: Arrival: 

Departure: Departure: 

OR Service area9 Arrival: Arrival: 

Departure: Departure: 

OR Service area10 Arrival: Arrival: 

Departure: Departure: 

OR Service area11 Arrival: Arrival: 

Departure: Departure: 

OR Service area12 Arrival: Arrival: 

Departure: Departure: 

  Departure to ward/transfer out13 Departure: Departure: 

Pharmacy14  Arrival: Arrival: 

Departure Departure 

 


