
Mental health, , 

understood.  

 

Penelope: How to send  Coming to Counselling Contract  



This document provides step-by-step instructions on how to send the Coming to Counselling Contract 

to client before your first session. 

Please note that this option is only available where the client has provided consent to receive emails. 

 

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 on Workflow on right-hand side of screen: 

 

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


 
 

The Workflow menu is displayed. Click on Add beside Client Task: 

 

 
 

Complete the following actions in pop-up window: 

Assigned To: Select the client’s name using the drop-down list.  



If the client’s name is not available in drop-down list, this indicates that they have not provided 

consent to receive emails; therefore, the contract cannot be sent. 

Subject: Type in Coming to Counselling Contract 

Messages: Type in message you would like the client to receive 

Forms: Check the box beside General Coming to Counselling Contract to select this form 

Save: Click save to send the contract to the client 

 

 
 


