
Mental health, , 

understood. 

 

Penelope: How to record session attendance 



This document provides step-by-step instructions on how to record session attendance. 

 

Login to Penelope using your credentials: 

 

 
 

My Home screen displays your current caseload: 

 

 
 

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

 

 
 

Click the Service Event you would like the change the attendance for: 

 

 
 

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


You can also navigate to the 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. 

 

 



 

Click Attendance: 

 

 
 

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

 

 
 

Description of Event Status: 

Show Session attended by client 

No Show Session not attended by client 

Late Cn, Billed as No Show Client cancelled appointment with less than 24 hrs notice 

Late Cn, Remove Billing Client cancelled appointment with more than 24 hrs notice 

 

The check boxes beside your name and the clients name are set and unset by system. Please don’t 

change from system defaults. 

 

 
 

Click Save. 


