
Mental health, , 

understood. 

 

Penelope: How to close referral 



This document provides step-by-step instructions on how to close referral at end of counselling. 

Please note, the attendance must be recorded for all sessions before referral can be closed. 

 

Login to Penelope using your credentials (Username and Password): 

 

 
 

My Home screen displays your current caseload: 

 

 
 

Click on the Service File (Penelope term for referral) to view the referral details: 

 

 
 

Click Close Service File: 

 

 
 

Enter Close Date, you can type a date or click on calendar icon and select a date: 

 

https://inspirewellbeing.athena-uk.com/acm_loginControl


 
 

Select the appropriate Close Reason using the drop-down list: 

 

 
 

Enter Close Notes if applicable, click Save 

 

 
 


