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AccessPoint Cloud
Intended Use

• AccessPoint Cloud is a cloud-based PACS for securely storing, managing, 
viewing, and reporting on medical images. Hosted on AWS and FDA-compliant, 
AccessPoint Cloud 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.

• The purpose of this training is to show client administration users additional 
features available on AccessPoint Cloud. This training is in addition to the 
general APC training guide.
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Welcome to AccessPoint Cloud
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Welcome to AccessPoint Cloud

1. Open Google Chrome.

2. Click on the address bar.

3. Type https://apc.freelandsystems.net 

4. Press Enter.

https://d.docs.live.net/f3fe8d8ab55fb1e6/Desktop/2024%20APC/New%20Background%20APC%20User%20Guide%202025/AccessPoint%20Cloud%20-%20New%20background.pptx


Logging In
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How to log into your AccessPoint Cloud account: 

1. Enter your AccessPoint Cloud username and password.

2. Click Login.

3.  If you are having trouble logging in, please select Forgot 
Password or Forgot username.

4. Still need help? Contact Freeland Systems for support at 
1-888-615-1888 opt 2 or support@freelandsystems.com.

https://d.docs.live.net/f3fe8d8ab55fb1e6/Desktop/2024%20APC/New%20Background%20APC%20User%20Guide%202025/AccessPoint%20Cloud%20-%20New%20background.pptx


AccessPoint Cloud
Users



Adding new users
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• On the top black toolbar select the “Users” 
tab

• Add a new user by clicking the “Create 
User”.

• The Create User box will populate.

• Enter the information as shown

• Select the User primary role from the list of 
option in the drop down

• Be sure to add the user group 



Adding New User: 
Setting Finalize Actions
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▪ Once you have created a user you will need to go 
back and edit user to set the finalize action

▪ The finalize action will be how the user will sign 
off on a report

▪ Technicians will need to be set up as prepared

▪ Doctors will need to be set up as signed

▪ Follow the directions on the next few pages to 
get into the edit user section



Editing Users
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Editing Users: 
Changing user roles
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User Roles

Click the “Assign” button to set the user 
roles for different permissions to each 
user.

Active User

You can choose to make a user inactive 
without deleting their user information 
from the edit user section.



AccessPoint Cloud
User Roles



User Roles
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Each AccessPoint user will need to be assigned a role.  Multiple 
roles may be selected for one user.  Chose the following roles:

• Referring Physician
• Client Admin
• Reading Physician
• Technologist
• Medical Records
• No cPac Access
• Restrict View
• Forms Admin 
• Fellows
• Instructor
• Finalize Email (Veterinary Only)
• Study Share
• Default user role/default vet role
• Deny Phrase Edits



User Roles: 
Reading Physicians and Fellows
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Fellows
Reading Physicians will have the capabilities 
that the technicians have:
• Create, edit and finalize reports.
• The "Finalize Action” will be set to 

“Prompt” instead of prepared or signed like 
the reading physician

Reading Physician
Reading Physicians will have the capabilities that the 
technicians have:
• “Forms Admin” tab to update template phrases.
• Create, Edit and Finalize reports.
• The "Finalize Action” will be set to “Signed” instead of 

prepared.
• The report will be locked after the physician has finalized.  

Changes will not be made by anyone else on this report. 
• The Reading physician and the Client Admin will be able to 

unlock their own reports to make edits/corrections



User Roles:
Technologists/Sonographers
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As a technologist the tool bar will not include Data Miner or Forms Admin.  Technologist 
can do the following:
• Dicom Import studies directly to AccessPoint Cloud.
• Create new report 
• Prepare new reports for reading physicians to review
• Fax and Study Share finalized reports



User Roles: 
Medical Records
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A user assigned the “Medical Records” role can do the following:

Studies:
• View studies
• Retrieve studies from long term archive or initiate resending studies
• Email studies through Study Share
• Download Studies to a CD

Reports:
• Create
• Edit Reports
• Print, Download and Fax the finalized reports

Access to Data Miner to run reports. See page 18



User Roles: 
Restricted View
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A user assigned with “Restrict View” can: 

Studies:
• View studies
• Upload studies from USB/CD or DVD through Dicom Import
• Retrieve studies from long term archive or initiate resending studies

Reports:
• Print, Download finalized reports



AccessPoint Cloud
Data Miner



Data Miner
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Reporting & Logging Features

 Access Commonly Used Reports

Quickly retrieve frequently accessed 

report templates.

 Build Custom Reports

Filter and search by specific 

measurements tailored to your needs.

 Generate Logs by Date

Create logs based on study date or a 

selected number of past days.

 Daily Activity Tracking

Run logs by technician, physician, or 

study type for operational insights.



Data Miner:
Custom Reports
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Steps to Create and Use Custom Reports
1. Select a Date Range

Choose a specific date range or enter the 

number of past days to search.

2. Configure Report Options

Fill in the customizable fields to define 

your report parameters.

3. Run the Report

Click "Query" to generate and view the 

report.

4. Save or Reuse Reports

Click "Save" to store the report for future 

use. Use "Open" to access your saved 

custom reports.



AccessPoint Cloud
Forms Admin



Forms Admin: 
View Fax History
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Use the Forms Admin tab to change phrase for multiple templates and view fax history.

•View Fax History

1. Open the Forms Admin tab. 

2. Under the Report Export Rules 
section click the View History button.

 Tip: Use the Magnifying Glass at the bottom of the 

Fax History list to search by the user or fax number.  



Forms Admin:
Selecting Phrases to Edit
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Phrase Editing

1. Open the Forms Admin tab. 

2. Under the Phrases section click the Edit Phrases button.

3. Available templates will appear on the left side of the screen.

4. Choose the template and section you want to edit from the menu.

 Tip: Use the search bar at the top to find a specific phrase.



Forms Admin:
Edit Phrases
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Editing a Phrase
1. Click on the statement you wish to edit from the list on the 

right. 

2. Locate the Label and Phrase Value at the bottom of the 

page.

• Label – the phrase in the list.

• Phrase Value – the phrase that will appear in the 

findings on the report.

3. Click into the field you wish to make your changes in.

4. Hit Save in the lower right corner. 

Tip: Use the help buttons:

• Search [search box] start typing to quickly 

find a specific phrase.

• Click the Undo button [undo-icon] when 

you want to reverse your last action-like 

removing a phrase or editing a label.

• Use the Redo (Forward) button [redo-icon] 

if you change your mind and want to 

reapply the action you just undid. These 

tools help you quickly fix mistakes or 

revisit previous edits without staring over. 

• Delete [trash can icon] delete the sibling 

or child in the list. 



Forms Admin:
Creating a new phrase Sibling/Child Phrases
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Sibling:  Use the Sibling button to 

add a phrase at the same level as the 
selected item (same column).

To add a Sibling:
1. Click on the phrase where you 

want the new statement to 

appear directly below.

2. Press the Create Sibling Button. 

3. Locate the Label and Phrase 

Value at the bottom of the page.

4. Click into the field you wish to 

make your changes in.

5. Hit Save in the lower right 

corner. 

Child:  Use the Child button to nest the new 

phrase beneath the selected item as a 
subphrase.

To add a Child:
1. Click on the phrase where you 

want the new statement to 

appear directly below.

2. Press the Create Child Button. 

3. Locate the Label and Phrase 

Value at the bottom of the page.

4. Click into the field you wish to 

make your changes in.

5. Hit Save in the lower right 

corner.

 Click and drag the statement to rearrange its placement.



Forms Admin:
Auto-fill Phrases into Report Conclusions
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To Auto-Populate a Statement into the Conclusions:

1. Select the statement from the phrase tree.

2. Click the Insert Additional Statement 

button.

3. Enter the phrase you'd like to appear in 

the conclusion in the Summary field 

below.

4. Click Save on the bottom right corner.  

This allows your custom phrase to automatically 

appear in the conclusion section of the report.



Forms Admin:
Setting Normal Statements
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To select which statements will populate when 
the Normal button from the report Observation 
page is selected:

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

2. Click the check box next to Is Normal?

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

4. Don’t forget to hit SAVE at the bottom 
right of the screen. Once you save you 
changes updates will be available to 
everyone immediately. 

 Make all your phrase changes within one section before moving on.

• Example: Complete all updates in the Right Atrium section and click Save before switching to Left Ventricle.



AccessPoint Cloud
Unlocking/Editing Signed Reports



Unlock Signed Report
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Editing a Signed Report

Once a report is signed, it is locked for editing by anyone except the reading 

physician or a client administrator with special access.

Unlock Report – make changes throughout the entire report and the 

physician will need to resign the report.  

Steps to Unlock Report:

1. From the Patient List screen, right-click on the study and select 

Open Report.

2. To edit the full report:

• Click "Unlock Report".

• Make the necessary corrections.

• Click "Review" .

• In the finalize action dropdown, change the finalize action to 

prepared

• Select "Finalize“. 

 Warning:   The physician will need to finalize the Amended Report 

with a new signature and timestamp. 



Unlocking Report Locked in Edit from the Patient List
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 See the next page for instructions to ensure the user is not stuck in edit mode.

Unlocking a Locked Report

When a tech or physician does not finalize or cancel out of a 

report, the study becomes locked. When you hover over the 

patient's name, it will display as "being edited by [user]".

• Only the editing user or a client admin has permission to 

unlock the report for others to access and make edits.

• To unlock the report:

• Click “Cancel Edit Report.”

• This will unlock the report, allowing others to log in and 

make changes.

•  Note: Any unsaved changes made by the original 

editing user will be lost when this action is performed.

• Use Peek PDF to double check the report has been 

prepared or signed. 



Reporting:
Ensure the report is not locked in Edit
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Automatic Report Locking

• When a user opens a report template, it is automatically locked for editing.

• This prevents multiple users from editing the same report at the same time.

• A message stating “Report being edited by [User]” will appear on:

• The Patient List screen

• The Report Selection page

Closing the Report: Two Options

1. Exit Report

• Click Exit Report

• Then select Exit Report

 

2.  Review and Finalize

• Click Review

• Then select Finalize

 This will discard all changes made during the current editing session

 This will save all changes and lock the report as complete.



AccessPoint Cloud
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Support Information
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Our support team is here for you from Monday to 
Friday, 8:00 am to 8:00 pm EST. 

• Click on the Help button on the top toolbar in 
AccessPoint Cloud to submit a support request 
and click Submit.  

• Call 1-888-615-1888 opt. 2

• Email support@freelandsystems.com

mailto:support@freelandsystems.com


AccessPoint Cloud
by Freeland Systems

550 Congressional Blvd Suite 350

Carmel IN 40632

Thank you for using AccessPoint 
Cloud. We hope this manual has 
helped you get started and make 
the most of your experience. For 
further assistance, please refer 
to our support resources or 
contact our customer service 
team.
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