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INSTRUCTIONS 
 

  
 

	

1. Sign-up and create your account 
2. Confirm your registration  
3. Choose a specialist  
4. Choose the type of consultation needed 
5. Fill-in patient's details and clinical information 
6. Question to the specialist 
7. Upload relevant documents:  

a. Medical reports 
b.Radiological images (MRI, CT scan, …) 

8. Payment 
9. Service delivery 

10.	Receive your bill 
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Use the following link to access Acacia: http://www.acacia.link 
 
A step-by-step video tutorial guide is available in the website homepage.   
 
Click "ENTER". 
  
Click "NEW USER" if you are accessing the system for the first time. 
 
Fill all the required fields in the CREATE AN ACCOUNT form and click the checkbox to accept both 
Terms and Conditions and Privacy Policy.  

 
A new window will confirm that you have successfully registered to Acacia.  

1. Sign-up and create your account 
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To ensure your privacy, you cannot use the service unless you CONFIRM YOUR REGISTRATION 
via e-mail address verification. 
 
Open the confirmation e-mail with the object "Confirm your registration" received from 
info@acacia.link 
 
 

If you cannot find it, check your spam or junk e-mail folders; otherwise be sure you 
entered a valid e-mail address in the sign-up windows. 

 

 
Click the link "Confirm Subscription" in the body of the confirmation e-mail.  
 
 
A pop-up window with a "You have successfully registered" message will open. 
 

 
Click on “GO TO HOME PAGE”. 

2. Confirm your registration 
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You will be redirected to the HOMEPAGE. 
 

 
 
Enter your e-mail address (the one used for the registration) and your password, then click the 
“LOGIN” button to enter the system. 
 

Please make sure that your password is spelled CORRECTLY with respect of 
uppercase and lowercase letters. 

 
 
 

If you lose your password 
 
The “RETRIEVE PASSWORD” procedure can be used to reset your password, but only if you have 
previously confirmed your registration by clicking the link sent to you in the confirmation e-mail. 
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Select the name of the doctor from the drop-down menu.	

 
 
Once selected, click the “CONFIRM” button.  

3. Choose a specialist 
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Select the kind of medical opinion service: 
 

 
Once selected, click the “CONFIRM” button. 
 
 

You will get your medical advice or video call only upon doctor’s acceptance (your request 
may be rejected by the doctor, providing you notice and explanation). 

If your request is rejected by the doctor, the amount will not be charged to your credit card 
(the timing in which the amount will return available to your credit card depends on the terms 
settled by your credit card and bank refund policies). 

  

4. Choose the type of consultation needed 
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Types of consultation 

 

 

 

 

 

 

 

	 

	 

 

 

 

 

 

 

 

 
 
* For the VIDEO CALL, make sure that both the camera and the microphone on your personal 
device (PC, tablet, smartphone) are connected and enabled. 

 
If another browser (Chrome, Safari, ...) opens automatically by clicking on the link you will 
find in the body of the confirmation e-mail, copy and paste the URL link in your own browser 
to open it. 
 

Service How it works 

Standard 
medical opinion 

Enter all the due medical information. 3 notification e-mails 
from info@acacia.link will guide you step by step: 
• 1st)

 
your request has been successfully submitted 

• 2nd) specialist has accepted your request 
• 3rd) receive doctor's opinion (within 48 hours) 

 

Urgent  
medical opinion 
 

Enter all the due medical information. 3 notification e-mails 
from info@acacia.link will guide you step by step: 
• 1st) your request has been successfully submitted 
• 2nd) specialist has accepted your request 
• 3rd) receive doctor's opinion (within 24 hours) 

 

Service How it works 

Standard 
video call* 

Schedule your video call by selecting an available date and 
time on the calendar. 
4 notification e-mails from info@acacia.link will guide you 
step by step: 
• 1st) your request has been successfully submitted 
• 2nd) specialist has accepted your request 
• 3rd) will show the URL link you have to click-on to join 

the audio-video call with the doctor on the selected day 
and time 

• 4th) receive written resume of the doctor's opinion 
(after the video call) 

Urgent 
video call* 

Select video call – Urgent. 
4 notification e-mails from info@acacia.link will guide you 
step by step: 
• 1st) your request has been successfully submitted 
• 2nd) specialist has accepted your request 
• 3rd) will show the URL link you have to click on to join 

the audio-video call (the doctor will notify you the 
date and the time of the video call in advance via  
e-mail) 

• 4th) receive written resume of the doctor's opinion 
(after the video call) 

 



	

	 	

	 8 

	

 
 
Fill-in all the fields with the patient's personal and medical information and then click “NEXT”.  
	

 
Fill the form. If you select “Yes”, you can add notes in the appropriate field. 
 

 
 

5. Fill-in patient's details and clinical information 
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For each entry, once you have inserted the required information, click the “CONFIRM” button on the 
right.  

 
 

The added entry will be displayed as follows. 

 
 

Fill each field and, at the end, click the “NEXT” button. 
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Enter the question directed to the specialist. 

 

When all the requests have been inserted click “NEXT”.	

	 	

6. Question to the specialist 
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a) Upload medical reports 
 
Click the blue button “UPLOAD FILES”. 
 
Now you can: 

A. click on the green button “SELECT FILES” and select the files you want to upload (select 
the name of the file in your Computer Resources and choose “attach” or “open”) 
 

                                                 or 
 

B. open on your computer the folder that contains the files you want to upload. Holding the left 
mouse button, drag and drop each file you want to upload from your PC folder to the window 
“ATTACH DOCUMENTS” (see picture as reference).  

 
A GREEN LOADING BAR will show the progress of the uploading process.  
 
A message will confirm that your upload has been successfully completed; then you can upload 
additional files.  
 
To make sure that your file has been correctly uploaded, click on the file name on the list on the 
same window (the system will download and open the file).  

7. Upload relevant documents 
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b) Radiological images (Magnetic Resonance Images, 
Computed Tomography scans, others) 

Insert the CD with your medical imaging (MRI, CT scan, others) in your PC driver. 
 
Click the orange button "ATTACH RADIOLOGICAL IMAGES”. 

 
Open “This PC/My Computer” and, while holding the left mouse button, drag and drop the CD/DVD 
icon on the Acacia window (this is the method to be preferred). Do not double click on the CD/DVD 
icon. 
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You can also drag and drop single or multiple DICOM files that have been saved on your PC or 
external storage devices (as USB flash drive or others).	 

 
Zipped DICOM files (.zip, .rar) must be unzipped or extracted in a single folder before 
uploading. 

 
You can also upload images using the option “SELECT FILES” (green button), selecting and 
uploading multiple DICOM files contained in the same folder (select the name of the file in Computer 
Resources and choose “ATTACH” or “OPEN”). 
 

You cannot use this option to add folders (only multiple DICOM files can be selected and 
uploaded this way): use the drag and drop option to add DICOM-containing folders (see 
above). 

 
A GREEN LOADING BAR will show the progress of the uploading process. A message will confirm 
that your uploading has been successfully completed; you can upload additional studies if needed. 
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The upload may take several tens of minutes (depending on the size of the files and on your 
internet connection). Even if the green bar does not appear to move forward, please wait 
at least 20-30 minutes before considering interrupting the process. 

 
A message will notify that the upload has been successfully completed.  

 
 
To be sure that your files have been correctly uploaded: click on each file name on the list (the 
system will show you the scan images).   
 
 

If the medical reports and the imaging are not properly uploaded the doctor may not be able 
to provide his opinion. 
 

 
 
By clicking on the link with the file name (DICOM), you can open a file-preview and make sure that 
the file has been uploaded. 
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You can upload files from multiple CDs with the same procedure. 
 

	 	
 
Once all your medical files have been uploaded, click on the green button “NEXT”. The next window 
will resume your data. Double-check the fields and make any change if you need.  

 
Once you are sure that all the fields are correct, click on 
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Follow the online payment procedure step by step (VISA, Mastercard and Paypal are available). 

 
A new window will confirm that your request of payment has been successfully submitted. 

 
A notification e-mail by info@acacia.link will confirm that your request for medical opinion has been 
successfully submitted.  

 

The visit fee WILL NOT BE CHARGED if the specialist DOES NOT ACCEPT your request 
of medical opinion. If this occurs, the REASON for which your request of has been denied 
will be notified by an e-mail from info@acacia.link. 

8. Payment 
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a) MEDICAL OPINION (STANDARD or URGENT) 
 

You will get an e-mail by info@acacia.link informing that the doctor answer is now available (timing 
of reply depends on the kind of service you have requested). 

 

 

b) VIDEO CALL 
 Devices requirements and settings for the video call: 

• Internet connection 
• Updated browser installed 
• enabled camera  
• enabled microphone  

 
Standard video call 

 
The scheduled day and time: 

• Log into your e-mail account 
• You will get notified by e-mail (info@acacia.link) when the doctor is ready for the video call 

and entered the system 

9. Service delivery 
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• Click on “Click here to open the videoconference” to join the video call. 
 

 
 If another browser (Chrome, Safari, ...) opens automatically by clicking on the link you will 
find in the body of the confirmation e-mail, copy and paste the URL link in your own browser 
to open it. 
 

 

Urgent video call 
You will receive: 

• An e-mail from the doctor with date and time of the video call 
• An e-mail notification (info@acacia.link) when the doctor is ready for the audio/visual call 
• Click on "Click here to start the audio/visual call" to start the call. 

 
Once the audio/video call is done, you will get a written resume by the doctor by return e-mail from 
info@acacia.link.	 
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You will receive your receipt by e-mail only from no-reply@fattureincloud.it.  
 
Click on “Download document” to obtain the PDF of your bill. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Contacts
 

For assistance in
 

creating your account or navigating
 

the website.
 Email: postmaster@ acacia.link  

 
  

 

10. Receive your bill 

michele

Email: postmaster@acacia.link




