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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:

penelope

case mana gement

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 on Workflow on right-hand side of screen:


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

Documents
QOutcomes Assessments

Referral

Reports

Links

Billing Information
Service Unit Fee Override
Attachments

Collateral Contact

Workflow

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

Documents

Outcomes Assessments
Referral

Reports

Links

Billing Information
Service Unit Fee Override

Attachments

Collateral Contact

Workflow

Task
Mo records to display

Client Task
Mo records to display

Reminder Due
Mo records to display

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
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Pleast review _he Coming Lu Cuuwnselling Cunlracl General Cemingto Courselling Contract
prior to our first session.
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