
Mental health, , 

understood. 

 

Penelope: How to book a session 



This document provides step-by-step instructions on how to book a session with your client. 

 

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: 

 

 
 

Service File screen displays several important details:  

 

Estimated Sessions:  

Number of sessions in contract 

 
 

Client’s name and phone number: 

 

 

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


Service Events (Penelope term for 

sessions):  

List of all past and future sessions for 

client 

 
 

 

In Service Events section, click on Book New: 

 

 
 

Shortcut: To go directly to Book Event screen from My Home, click on the plus (+) icon beside the 

Case Name: 

 

 
 

The Book Event screen displays your calendar. The calendar defaults to today’s date. To view a 

different date range, enter a date in the Start Date field. You can type a date or click select date to 

select from the calendar. Click View. The schedule will start from the selected date. 

 

 
 

Place your cursor over the arranged session date and start time and click mouse. This will highlight the 

rectangles in blue. 

Note: Each rectangle represents 15 mins, the hour is centred in middle of the four rectangles which 

represent the hour.  



 
 

The selected session date and start time is displayed at top of screen: 

 

 
 

Select the appropriate Event Type using the drop-down list: 

 

 
 

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

 



 
 

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. 

 

 
 

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

 

Once all information has been added and verified, click Book to add session into your calendar: 

 

 



 

You can navigate to a booked Service Event from Calendar in Collaboration Suite.  

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

 

 
 

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

Weekly View or Monthly View.  

 
 

You can access a Service Event directly from your Calendar by clicking on the event name: 

 

 
 

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

 



 
 


