
How to Avoid Head of Household Most Common Error 
 

This How to Guide will show you how to correctly switch the head of household when the initial head of 
household exits the project, but the rest of the case members remain enrolled in the project.  

 

1. When you need to exit a client from an enrollment, click on the three dots next to the 
enrollment from the project enrollment, and select “Exit the Enrollment” from the drop-down 
menu.  
 

 

a) If you do not wish to exit the other household members, then select “No” when asked “Do 
you wish to exit ‘name’?”. Then, continue through the exit workflow and click “Finish” at 
the end of the exit workflow. As shown in the images below. 

 

 

 



 

 

2. Once the client, in this case the head of household, has been exited properly, you will see an exit 
date for the enrollment in question in the client dashboard. 

 

3. Since the head of household has been exited, you need to appoint a new head of household for 
the enrollment. To do this, click on the three dots next to the enrollment in question, and 
select “View Case Members” from the drop-down menu as shown below. 



 

 

4. You will see a new window with case member information as shown below. Notice that the 
head of household has an exit date. To change other case member to be the new head of 
household, click on the three dots next to the client who will be the new head of household, 
and select “Edit Enrollment” from the drop-down menu. 

 

5. A new window will pop up as the one shown below. If you scroll down, you will see the field that 
says, “Relationship to the head of household.” From the drop-down menu, change the 
relationship to “Self.” Click “Save” as show in the image below.  



 

6. You will now go back to the previous screen, and you will notice that two case members have 
the “Relationship” field set to “Self.” This is a problem since no project enrollment can have 
two head of households (“Self).  



 

 

7. Click on the three dots next to the previous head of household who was exited and click on 
“Edit Enrollment” from the drop-down menu. 

 

8. A new window will pop up as the one shown below. If you scroll down, you will see the field that 
says, “Relationship to the head of household.” From the drop-down menu, change the 



relationship from “Self” to the appropriate relationship, in this case it is “Spouse”.” Click Save.” 

 
9. You will no longer see or have two head of households for the enrollment in question. You have 

successfully exited the head of household and appointed another case member to be the new 
head of household.  
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