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AccessPoint Cloud
Intended Use

AccessPoint Cloud is a cloud-based PACS for securely storing, managing, and 
viewing medical images. Hosted on AWS and FDA-compliant, it provides 
healthcare professionals with remote access to DICOM studies.

Designed for radiologists and medical imaging professionals, it supports multi-
modality imaging, integrates with reporting platforms, and streamlines 
workflows. Users can securely upload, view, and share images from a browser 
with internet access.



Welcome to AccessPoint Cloud

Open your Google Chrome internet browser

Enter: https://apc.freelandsystems.net into the top search field.

https://apc.freelandsystems.net/


Logging in

❖ Enter your AccessPoint Cloud username and password.

❖ Click “Login”.

❖ If you are having trouble logging in, please select “Forgot Password?”      
or “Forgot username?”

❖ Call Freeland support if further help is needed.



Top Tool Bar: Dicom Import

Images can be sent directly from the US machine, which is set up during the installation process. 
To send studies from a CD/DVD or USB or Dicom files use Dicom Import in AccessPoint Cloud.

1. Click “Dicom Import” on the top tool bar.
2. Drop and drag or upload your Dicom images.



Top Tool Bar: Dicom Import

• Select all the Dicom images or use the Ctrl to highlight and select only the images you want.

• After the “All Dicom Files Uploaded” message pops up, click the “Search” tab to view the study.  

2 – select your database

3 – drop and drag or upload your dicom images 



Search Tool
Click the Search Tab at the top 

right for the Patient List.  

There are multiple ways to 

search for studies with the 

following search criteria:

• Patient Last Name

• Patient ID

• Reading Doctors Last Name

• Last number of days

• Date range

• Reading status

• Stat Status

Enter the search criteria and 

select the “Search” button.



Top Tool Bar: My Account

Personalize your settings in My Account tab.  Here you can:

Change your password
Update your email address
Set up to receive emails when a report is ready to be signed.
Automatically load Patient Search
Automatically progress images in study
Scroll to New Image with mouse wheel
Automatically summarize observations
Reload report when switching tabs
Set Idle Timeout 

Make any necessary changes and then click “Save”.  



Top Tool Bar: Forms Admin

Open the “Forms Admin” tab. 
Under the “Phrases” section click the “Edit Phrases” button.



Top Tool Bar: Forms Admin -
Available Templates

• A list of available 
templates will populate 
on the left side of the 
screen.

• You can make changes 
to multiple templates 
at the same time.

• Select which template 
and section you would 
like to edit from the 
menu.



• The drop-down labels 
will appear. 

• To view the 
observation phrase, 
hover over the label or 
click on the label to 
view the statement at 
the bottom of the 
window under Phrase 
Value.

• You will be able to edit 
the placement of the 
phrases by clicking on 
the statement and 
dragging and dropping. 

Top Tool Bar: Forms Admin
Phrase Editor Window



Sibling Child

Top Tool Bar: Forms Admin
Sibling/Child Phrases

Add phrases as a sibling or as a child.  Sibling allows the statement to be added to the same column as the statement selected. Child will add the statement as a subphrase.



Top Tool Bar: Forms Admin - Edit Phrases

• Click on the statement you wish to edit.

• Locate the Label and Phrase Value at the bottom of the page.

• Click in one of those fields to make your changes.

• Add measurements to your statement by selecting the measurement from the 
“Choose Measurement to Add” dropdown and click “Insert Measurement”.



Top Tool Bar: Forms Admin - Auto Conclusions

To have the statement auto 
populate into the 
conclusions:

• Select the statement 
from the menu.

• Click the “Insert 
Additional Statement” 
button.

• Copy and paste or type 
the statement you 
would like to have 
populate into the 
conclusion in the field 
below summary.



Top Tool Bar: Forms Admin –
Setting Normal Statements

To select which statements will populate when the normal 
button from the report observation page is selected:

• Select the statement you would like to have populate 
click on the label in the menu.

• Click the check box next to “Is Normal?”

• To deselect a statement, go back and deselect the box 
to stop the statement from auto populating.

• Please note that you will be able to auto populate 
multiple statement so be sure to turn off the other 
statements. 

• For easier editing by using the Undo, Redo and Delete 
buttons on the top of the page.

• Don’t forget to hit SAVE. Once you save you changes 
updates will be available to everyone immediately. 



Top Tool Bar: Forms Admin - Multiple Changes at Once

• Make multiple changes to multiple templates all at once.

• Before moving on to another section or template you must save your work.

• Click the save button on the bottom right-hand side of your screen.



What’s New

Occasionally Freeland releases updates or changes to keep you in the 
loop. When these announcements come out, the website will open to the 
“What’s New” tab. To move forward click the “Got It!” Button and then 
select the Search tab on the toolbar.  (Selecting the “Got It” button will 
remove the “What’s New” notice when you login).

Top Tool Bar: What’s New



Click Download on the black tool bar.

Check the study from the patient list

Chose ISO with viewer (images with Dicom viewer) or Zip file only.

Click Download.

Top Tool Bar: Download 



Top Tool Bar: Download - Burning a CD/DVD or USB
Open the email sent to you from AccessPoint Cloud Notification. 

After pressing “Click Me” the study will download.  

View the download from the icon or download folder.

The files may open directly into the CD folder. If not, select open with File Explorer and copy and paste the files to the CD/DVD.  



Patient Search Screen



Patient Search Screen

Locate your studies by searching:

Name

Patient ID

Accession Number

Institution

Study Description

Last number of days or Date Range

Reading Physician Last Name

Referring Physician Last Name

Technologist

Location

Report Type dropdown

Report Status dropdown

Read Status dropdown

Stat Status dropdown

Modality

Enter the search criteria and select the 

Search button for the patient list.



Patient Search Screen: Date Range/Last number of Days
Date Range
• Enter start date and end date range you would like to display.

Last Number of Days

• Please note the “Use Last Number of Days” drop down. This field will only allow 
studies that have been performed within the number of days that are selected. 

• Suggested number of days  is 5-7 days for quickest search results.



Patient List Screen: Read Status

Read status default is set to All.

Chose from the dropdown:
All 
Read
Unread

Most physicians’ default to display 
Unread reports. This allows the patient 
list to be only the studies that need to 
be read. Once the study has been read 
it will remove from the list.



Patient List Screen: Status Column

Please note the Status 
column on the left side 
of your screen

Green- Available

Yellow- In Progress

Red- Pending

Green -Available the study is 
ready to open and read/view.

Yellow - In Progress the study is 
not ready to read and is still 
transferring to the data base.

Red - Pending means the study is 
not ready to open.



Patient List Screen: Column Preferences

The patient directory is customizable 
to your preferences:

Sort the column information by 
hovering over the column name and 
click on the column to sort alphabetical 
or chronological. 

The order of the columns can be 
changed by simply clicking (and 
holding) on the column and dragging to 
the preferred location.

Hover over the patient study column 
header, click on the black arrow and 
select which column(s) you would like 
to be displayed.



Patient List Screen: Bottom Tool Bar

Use the bottom tool bar:

Select how many studies to 
view on the page.

Move through the pages.

Refresh.

Display Total items in the 
selected date range.



Open Study Dropdown



Open Study Dropdown

• Left click on the patient for the Study 
Selection Menu
• Open Study - Opens images.
• Open Report - Opens the report and images.
• Peek PDF - View, fax or print the PDF 

without making changes.
• Re-send - Upload the study again if the 

transfer was interrupted and not all images 
come across.

• Edit Patient - Change patient data that 
display on the patient list.

• Study Share - send a HIPPA safe email study 
and report to the patient or referring 
physician.

• Merge with Pre-Imaging Report - Merge a 
pre-image report after the images 
transferred from US machine.

• Delete – Techs can delete their own report. 
Admin users can delete studies or reports



Open Study:  The image thumbnails will also display to the 
opposite of the viewer.

Open Report:  The image thumbnails will also display at the bottom 
of the viewer and the report will open on the right.

Open Study Dropdown: Open Study & Open Report



Open Study Dropdown: Peek PDF

• Using our Peek PDF feature will 
allow users to look at finalized or 
prepared reports without making 
any changes to the study.

• Within this function the user is 
then able to print, download or 
fax reports from within 
AccessPoint Cloud.

• Click the X to close the PDF.



Open Study Dropdown: Resend/Retrieve

Please note the Status 
column on the left side 
of your screen.

Green and “Available” 
the study is ready to 
open and read/view.

Yellow and “In 
Progress” the study is 
not ready to read and is 
still transferring to the 
data base.

Red and “Pending” 
means the study is not 
ready to open.

Re-send - Upload the study again if the transfer was interrupted and not all images come across.
Retrieve - Reconverts the study to be available to view.



Open Study Dropdown: Merge with Pre-Imaging Report
Merge a pre-image report after the images transferred from US machine.

Click the Report Only Study on the Patient List Screen. Select Pre-Image Report from the New Report Context dropdown.
Fill in information for this screen then click OK.
It is only necessary, to have the first, last name; patient ID and study date in this 
pop-up window. 



Open Study Dropdown: Merge with Pre-Imaging Report

Select Report Type then Click Create. Complete the Report and Click Review and Finalize.



Open Study Dropdown: Merge with Pre-Imaging Report

Right click the study from the patient list and select 
“Merge with Pre-Imaging Report”.

Click the Report you like to merge to the images
To assist in locating the report: 
Scroll on the right to locate the 
report, use the search feature on the 
bottom tool bar.

Click Merge.

Study Merged Successfully will show at the top of the 
page.

The Status Column will show a Report and when the images are transferred the Available.

The Status Column show Available and the report is attached with the images. 



Open Study Dropdown: Edit Patient

Update any of the listed fields and click “Save”. 
Check the “Merge all Patient ID records” if there are multiple studies to be corrected.  



Open Study Dropdown: Study Share
Instantly, easily and securely share studies with patients and/or referring physicians. 

You never need to burn a CD again!

Enter one email address at a time and click “StudyShare”.

A green text bar will appear across the top of stating the 
study has been successfully shared.

The recipient will receive an AccessPoint Cloud 
Notification email. 

Click on the link “Study” to be directed to the log in page.



Open Study Dropdown: Study Share - Physician View

When using for the first time the 
physician must click register as a 
new user.  

Then going forward the email and 
password can be used to log in.

Or you can use an existing Microsoft 
or Google account to log in.



Open Study Dropdown: Study Share - Physician View

Switch to patient list by clicking Studies.  Click View to open the study and report.Once securely logged on the report and images will open. 



Open Study Dropdown - Patient View

After clicking on the link, a login screen 
window will appear.

Please fill in the fields and click Submit.

Once securely logged on the report and 
images will open.

Click the download icon on the right 
side of the screen to download the 
study and report.



Open Study Dropdown: Delete
Delete My Report - Techs can delete their own report. 
Delete - Admin users can delete images and/or reports.
Both options will give a Delete confirmation pop up box.



Image Viewing Toolbar



Image Viewing Toolbar: Advance Images

To click through the images one by one use the left and right arrows in the middle of the tool bar or the arrows to the left and right of the image.

Or can click on the image thumbnail you would like to view.  Images will also advance using the page up and page down keys on your keyboard. 

You can view images in a single frame, 4-Up, 9-up, 16-up display by selecting the square box on the toolbar.



ImageViewing Toolbar: Advance clips & HUD

To advance video frame by frame on the toolbar use the arrows on either side of the pause/play 
button.

To speed up or slow down images use the + and – buttons on your toolbar. 

• HUD (Heads Up Display) this will allow you to see what frame is currently being viewed. It will 
display the frame on the top left corner of the image.



Image Viewing Toolbar: Image Display
1.  By selecting the zoom tab, you can make the image larger or smaller. Click on the tab and use your scroll wheel on your mouse to increase 
and decrease the size of the image.

2.  You can also zoom in and out of the selected image by clicking and dragging the center bar left or right.

3.  Select the B/C tab you can adjust the brightness and contrast of an image.

2
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3



Image Viewing Toolbar: Offline Measurements

Click the measurements tab and a measurements menu will come up
Select the type of measurement you wish to perform on the correlating image 

(i.e., for 2D measurements you will need to be on a 2D image).

• Take the measurement on the image by clicking the mouse to start the 
measurement and click again to end.

• Your measurement result window will automatically populate for specific 
measurements.

• Record your results (To update the measurement so it is saved in the 
report you must take the measurement from the report page).



Image Viewing Toolbar: Offline Measurements
Volume measurements

• To take a volume measurement Click along the area you are 
measuring using multiple clicks. 

• Close the area and click on the done button. The done button is 
located on the viewing toolbar above the image.

• The measurement will populate on the screen.

• Record your results and click update. (To update the 
measurement so it is saved in the report you must take the 
measurement from the report page).

To Measuring Doppler images will require an additional step. To obtain accurate 
measurements a baseline will need to be set to zero.

Click on your image.

A line will appear- this is for you to set the baseline of the measurement. Line it 
up with the baseline on the screen.

Continue clicking around the envelope you wish to trace back to the baseline.

Select the done button to obtain your measurement results window.

Doppler measurements



Full Screen Image Viewing

• To view images in a full 
screen, click the dotted 
black box on the right-
hand side of the viewing 
toolbar.

• The thumbnails will go 
away, but you can still use 
the toolbar and the page 
up and page down keys to 
move through the images.

• To exit out of the full 
screen just click on the 
dotted black box again.



Reporting



Reporting: Selecting the Report

• To begin the reporting process, select the report button located at 
the top right portion of the screen.   

• Select the template you want create.

• If there is a previous report found in the system, the prior report 
type and date will populate above the prior observations check 
box.

• You can elect to pre-populate the observation statements used in 
the previous report.

• To use the statements, check the “Use Prior Observations” 
checkbox and click the “Create” button.

• If a previous report is not available, “No Prior Reports Found” will 
display, Click the “Create” Button to start your report.



Reporting: Template Tabs
Click “Images” if you need to go view the images without the report. 

The “Unread” is used to manually mark the report as Read or 
Unread.

“Non-Stat” can be clicked to change the Status to STAT.

The template will automatically open to the Demographics tab.

Click the name of the tab to move back and forth through each 
section to complete the report.

Demographics

Measurements

Wall Motion

Observations

Screen Shots

Free Graphics

Captured Measurements

File Attachments

Click “Review” from any tab to finalize the completed report.



Reporting: Demographics
• The first tab on the menu above the report 

screen is the demographics tab. 

• Patient data will auto-populate from the 
ultrasound machine.

• Any information that was not entered into the 
machine will not populate.

• Click in any of the boxes to free text missing 
information.

• Fields with gray dropdowns will have standard 
phrases attached.

• Any additional phrases can be added or edited 
using the Phrase editor tool.  See phrase editor 
pages 11- 17 for more information.

• Multiple findings may be selected in several 
fields such as medications and indications.

• Enter height and weight in the corresponding 
fields a BSA will calculate.



Reporting: Demographics - Referring & Reading Physicians
• Click the + button on the Reading or Referring 

Physician field. 
• This will open an additional window to add physician 

information.
• Select Add New then OK at the bottom right corner.



Reporting: Measurements
• Click on the measurements tab to see the 

measurements from the study.

• Free text measurements into the 
measurement box next to the correlating 
measurement.

• Or click on the measurement name (not in the 
field) to take the offline measurement on the 
selected image to the left. See page 47 - 49 
for more offline details.

• The measurement will update in the field with 
an * to indicate the offline measurement.

• Refresh Measurements tab can be used if the 
report was opened before all the 
measurements populated from the US 
machine.



Reporting: Offline Measurements

• Selecting Update in the measurement box will add the 
new measurement with an * to the field on the report. 

• Choosing capture, the new measurement will save and 
populate in the report as well as save a screenshot of 
the offline measurement.

• The screenshot will be saved under the “Captured 
Measurements” tab.

• This image will show on the report unless it is deleted.

• Along with the screenshot the measurement will show 
in a comment box next to the image.

• This box can also be used to free text in notes about 
the image and click Update.



Reporting:
Wall Motion

• To perform Wall Motion Scoring 
click on the “Wall Motion” tab.

• You can score the wall segments 
by first selecting the from the 
dropdown labeled “Motion”.

• Choose a severity under the 
drop down labeled “Severity”.

• By clicking on the segment, you 
will score that section of the 
wall.

• You can click “Set All” to score it 
globally.



To enter findings, click 
on the “Observations” 
tab on the top menu.

Click in the box next to the 
section you are reporting on to 

expand a drop-down menu with 
the standard phrases. 

From the drop-down menu click 
on the phrase label to populate 
the statement into the report 

findings.

Reporting: Observations



Reporting: Observations

Once the statement is added you will be able to review your selection.

To delete the statement, click on the trash can icon next to the statement.

Bring the statement in the summary click on the comment icon next to the trash can.



Reporting: Observations

Click in the white field to Free text personalized statements for 
this report only. Then click the + or hit enter on the keyboard to 
add your phrase.

Additionally, the free text section can be used as a search feature 
to find standard statements.  

Please note, the Wall Motion field phrases will be added on the 
Wall Motion Tab. Use the Left Ventricle field for additional wall 
motion findings.

To Add or Edit phrases click the “Pencil” and for more details see pages 11-16.



• The “Normal” button to the right of the screen 
populates normal statement in all the fields. This can be 
helpful to use as a starting point for studies that are 
mostly normal.

• Select the “Clear” button to clear every fields and start 
over. Remember,  click the trash can icon to delete an 
individual statement in the report.

• If you purchased the Intelligent reporting option, click 
on the “Intelligent” button on this screen to populate 
the correlating phrases. Phrases will not populate if the 
measurement is not in the measurements tab.

Reporting: Observations

Intelligent Reporting: Please note that this field is for customers who have purchased intelligent reporting. If you would like more information, 

contact sales at 1-888-615-1888 option 1.



Reporting: Screen Shots

Add screen shots while reviewing images or from the Screen Shot tab.  Select “Screen Shot” button 
above the image and the screenshot will be added to “Screen Shots” tab and the final PDF report. 

Include notes in the comment box for each Screen Shot and click Update.



Reporting- Free Graphics

To add Graphics to your report, click on the “Free Graphics” Tab

Click on Add New Graphic, select the graphic you want to add to your report (i.e. .jpg, .bmp).

Clients commonly use this feature to attach additional documents to the report. 



Reporting: Diagram

• Click the “Edit” button to mark up 
the diagram.

• If a “Diagram” is created, it will 
be added to final PDF report. 

Click 

Click on “Edit”.

Click on the color box to 
change color. 

Adjust the Line thickness 
to draw or erase.

Draw

Click the pencil and Move 
cursor to draw a line the 
on diagram.

Use the four-arrow icon 
to draw a straight line.

Select

Select “Add Text” and 
enter comments then 
click OK. 

Place the cursor on the 
diagram for location of 
the text and click.

Edit

Clear: Undo the changes 
since editing.

Reset: Reloads the default 
diagram.

Cancel: Exit from edit 
mode. No changes were 
saved.

Click

Click Save to include 
diagram on final report.



Reporting: File Attachments

Click “Select Some Files”  to upload multiple files with file dialog or drag and drop files.  Then click Review on 
the bottom right corner.

The final report will have an additional tab to view the attached files.



Reporting: Review Final Report

Once the report is finished, click “Save” and the 
date and time will display when the report was 
last saved. 

Click the “Review” button to review and finalize 
the completed report.

This will take you to the PDF file of the report.



Reporting: Finalized Actions

Select from the three finalize actions:

Finalize- when the report is complete, click “Finalize”. 
The report will close and go back to the patient list 
screen. 

Finalize & Fax – Enter the fax number to send report.

Finalize & Email – is for our veterinary accounts only 
since this email not HIPA compliant. 

After finalizing the report, the study will update as 
Prepared/Signed in the Report Status column on the patient list 
screen.

The finalize action is set based on the user profile.  
Sonographers will be set as Prepared. 
Reading Physician will be set to Signed.

The Edit button will take you back into the template to make 
changes. 

To Download or Print the report, click on the web icons located at 
the top right corner.



Reporting: Final Report

Demographics, Observations , 
Conclusions, Signature with date and 
time stamp will usually be on the first 

page. 
(scroll down on the page). 

Measurements and 
Wall Motion Graphics 
on the second page 

(scroll down on the page). 

Free graphics and screen shots will be 
on the following pages. 



Reporting: Editing a Signed Report

Once a report is signed it will be locked for editing for 
anyone else other than the reading physician or the 
client administrator with this specific access.

There are two options to edited a signed report:  Unlock 
Report and Edit Report.

• From the Patient List screen, right click on the study 
and select Open Report. 

• Click “Unlock report” to edit the report.  Make the 
corrections and then select “Review” and Finalize.   
The physician will need to finalize the study to 
signed.   

• Select “Edit Locked” to update the demographics. 
Make the changes and click “Review” and “Finalize”.  
The physician's signature will keep the original date 
and time stamp. 



Reporting: Ensure the report is not locked in Edit

There are two options to close out the report, Cancel Report or Review and Finalize.

1. Cancel Report:

Click Cancel Report.  

Select Delete Report.   This will not save any changes made while 

you were in the report at this time.

2. Review and Finalized:

Click Review.

Select Finalize.

The report will be locked for editing as soon as a user opens the template.  This ensures only one user is making changes to a report at a time.  
The message “Report being edit  by User” on the patient list screen and the Report Selection page.



Thank you from your team here at 
Freeland Systems.

Please call 1-888-615-1888 opt 2
or email support@freelandsystems.com

if you have any questions.

mailto:support@freelandsystems.com
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