Mental health,

understood.

Penelope: How to add service unit to existing session



This document provides step-by-step instructions on how to add service unit to existing session.

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

penelope

case management

Penelope credentials:

Username ‘

‘ Password o ‘

LOGIN

Reset account password

My Home screen displays your current caseload:

My Home
My Case Load

Case Name Presenting Client Service File
KCL Case KCL Test High Intensity - Kings College
Test Case Test, EAP Garda Psychological Support Programme:
Test Case Test, EAP NI Colleges - Staff
Test Case. Test, EAP NI Charities
Test Case. Test, EAP EAP Counselling (Rol)
VWS Assessment Test Test, EAP High Intensity - VWS (Aftercare}
Tipp CISM Case Tipp CISM. Fire Authority Critical Incident Stress Management

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

My Case Load
Case Mame Presenting Client Service File
KCL Case KCL Test High Intensity - Kings College
Test Case Test, EAP Garda Psychological Support Programme
Test Case Test, EAP NI Colleges - Staff
TestCase Test, EAP NI Charities
TestCase Test, EAP EAP Counselling(Rol}
WWS Assessment Test Test. EAP High Intensity - VWS (Aftercare)
Tipp CISM Case Tipp CISM, Fire Autharity Critical Incident Stress Management

Click the Service Event you would like to add service unit to:

Service Events

All Booked Filtered 4of4

Time Event Desc Dur(Min} Status
Fri 29/08/2025 12:00 PM 4 Appointrent &0 Booked
Esid 0800 S 11:30 AM 3 Appointment &0 Show
Mon 11/08/2025 1:00 PM 2 Appointment 60 Show
Mon 11/08/2025 12-00 PM 1 Appointment 60 Show

You can also navigate to the Service Event from Calendar in Collaboration Suite.


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

Click on the Calendar tab on right-hand side of your screen:

My Home

My Profile
My Case Losd Py Grop  Oner AL T
Cooe Narme Service Fae

Links
KCLCase Highlasensiry - Kings Colege

Tercue [ —"—— BookIndiectEvet 4
TesCme X 4 Colleges - et

Tt Coe . 1 Cories

Tescae c 24 Counsamn o)

VWS Assesamens Test e £aP HgnimEnshy - VWS (Afveroare)
TigpCISM Cace i e duthort CrcialIncdent tress Managermert [

Your calendar will open over the top of your current screen. To change view, click on Daily View,
Weekly View or Monthly View.

Calendar

Weekhy View Maonthby View

Resource

Monthly View
> November 09, 2025 {

Sun Mov 9 Mon Nov 10 Tue Nov 11 We

s Appointment
Case ID: 65388

11am

Note: To close/hide Collaboration Suite, click on the black arrow in top right-hand corner of screen.

Calendar
Me ® August 2025 ®
- Sunday. Manday Tuesday Wiednesday Thursday Friday Sawroay
- . = 5 3 n




Click Cart:

CACTEDD

Fri 29/08/2025 3:00 PM 1hour

TestCase/ NI Charities / Event

5 Appointment Booked
29/08/2025 300 PM Inspire Faceto Face Session

566694

29/08/2025 400 PM Do not call to confirm

Location Inspire

Service Details

Caneellstion Palicy Messages

~|[L00 |3 Add J

Select the appropriate Service Unit (Penelope term for mode of counselling) using the drop-down list:

Service Details

Motes Cart Attendees Cancellation Policy Message]

Counselling F2F

Couples Counselling

F2F Counselling 11 ¥rs Old & Under
Family Counselling

Financial Information

Legal Information

Structured Telephone Counselling

Video Counselling

It is important to click Add to save and add the Service Unit into the session cart. The Service Unit will
be displayed as shown below. One service unit is required for each session.

Service Details

Motes Cart Artenoess Cancellation Policy fMessages

[-Seleat- w100 |

100 hour Counselling F2F (011203)

Billing

Payor

To remove an incorrect or extra service unit, click on Remove beside the service unit to be deleted.



Service Details

Motes. Cont Anencess Cancelstion Policy Messages

[-select- ~|100 |3 Add

100 hour Counselling F2F 011

Billing

Payor Invoice
TestEAP

J Cart ltems be
billed to the Client




