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Current Enrollments – How to Guide  
The “Current Enrollments” function allows you to see the following information: 

A) The number and names of people who have an open enrollment in your project  
B) If people who should have been exited from the project are still enrolled 
C) The number of days a person has been enrolled in the project  

 

1. Login into HMIS and go to the top-right corner of the screen and click on your initials 
as shown in the image below. 

 

2. Make sure you are logged in under the 2020 HMIS User 
workspace and the organization that has the project for which 
you want to see the current enrollments. 
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3. To access the “current enrollments” function, go to the “Home” workspace.  
4. Click on the “My ClientTrack” drop-down menu.  
5. From the drop-down menu, click on “Current Enrollments” as shown in the image 

below. 

 

6. From the “Program” drop-down menu, select the project for which you want to see 
the current enrollments for as shown in the image below. 
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7. If there are open enrollments for clients, you will see the name of the client, the 
project enrollment, the enrollment date, how many days the client has been 
enrolled, and the number of people (i.e., case members) in that enrollment.  

 

8. This information will be able to determine the following information and next steps: 
a. Are there any clients who should have been exited but were not? 

i. Exit the clients as of the date they left the project and not the default 
current date  

b. Is the number of open enrollments correct? 
i. If so, run a 2024 PIT report and submit it to the helpdesk.  
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