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):

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

Service File screen displays several important details:

Estimated Sessions: ) )
i X Estimated Sessions & (Recommended &)
Number of sessions in contract . e

Client’s name and phone number:
Participants
: EAP Test 07925590960

= Emotional/Personal - Anxiety



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

Service Events (Penelope term for Service Events
sessions):
. . All  Booked Filtered 3of3
List of all past and future sessions for - T -
H Fri22/08/2025 11:30 AM 3 Appointment
Cl 1€ nt Mon 11/08/2025 1.00PM 2 Appointment
Mon 11/08/2025 12:00 PM 1 Appointment

In Service Events section, click on Book New:

Service Events

A soes e 313 .,m,wm

Date 1 Time Event Desc Dur(Min) Status Booked By Event Type
Fri22/08/2025 11:30AM 3 Appointment 60 Show (W) Amanda Counselior Video Counselling °
Mon 11/08/2025 100PM 2 Appoirtment 60 Show (W) Amanda Counsellor Face to Face Session e
Mon 11/08/2025 1200PM 1Appointment & show d e

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

My Case Load

Case Mame
KCL Case
Test Case

) TestCase

T
— |

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.

View | e

Start Date piivTeiek

b

Specific Day of Week

Daysto View [y Hours:Fllly o [Ell¥
Suggested & events at 50 minutes

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:

C :‘ Friday, August 29, 2025 at 12:00 PM for 1h
’

S 1290 M Description
Duration IR Event Type

Location O Event Site Location
® Video Session Link

® pttendee Address

Service Unit [
- : ® Cther

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

® Friday, August 29, 2025 at 12:00 PM for 1h

A 12:00 PM LT A ] L —
Durstion 20 ST Face 1o Face Session

v : Add Face to Face Session
Group Session

Service Uni !
Service Unit : Telephone Call

Video Counselling

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



® Friday, August 29, 2025 at 12:00 PM for 1h

S S Deserption
Durasion T
Location O Event Site Location

® Video Session Link

® Artendee Address

Counselling F2F : ® Other
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.

® Friday, August 29, 2025 at 12:00 PM for 1h

Start Time Y100 Description
puration [THIEN Event Type

Location © Event Site Location
® video Session Link

I
L e ® Attendee Address

Service Unit
Counselling F2F {undefined)

® Other

. . . . = . . .
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:

‘ ) Friday, August 29, 2025 at 12:00 PM for 1h

S EL AN 12:00 PM
Duration
Location O Event Site Location

® video Session Link

® Attendee Address

Service Unit
Counselling F2F (undefined)

® Other




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:

My Home

My Profile

My Case Load Preary Gop  Ome AL 7
Caos Marme

Bresenting Clict Servica Fis

Links
KCLCse WL Tt Fognatensiry - Kings Cotege

Testcase TeLeAp GortPsyerciopesl SupgortProgramme BoskIndirect Event a
N Tecs £29 0 Calleges - Seaft
Test £8P i Charities
i Tost AP £AP Counsemng (Rol)

Test £8P Hoghlasensity - VWS (Afsercare)
TinCIsM Case Tion CISM. Fre Authorty Crieal Incdent Stress Managemert S

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

Calendar

Weekly View Monthly View

Monthly View
) November 09, 2025 {

Sun MNov 92 Meon Nov 10 Tue Nov 11 Wsg

s Appointment
Case |ID: 65388

11am

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



v [ G August 2025 ®

Sunday Manday Toesdey § Wednesdsy § Thurscay Friday § Seturgey




