Enrollments: Folder

The “Enrollments” folder menu option provides a list of all previous and current program enrollments for a selected client. This
“Enrollments” folder differs from the enrollments section on the “Client Dashboard”* in that it displays a complete list of all current and
past enrollments in a single workspace container.

*To view enrollments through the “Client Dashboard, see Chapter 4: Client Workspace: Menu Options, Folders, and Subfolders/Client Dashboard:
Folder in the “HMIS Basic User 2025 Manual”

Adding a new enrollment through the Enrollment Client Workspace container is the same as selecting the “Use the current client” option
found in the “HMIS Intake”* secondary sidebar menu option.

* For instruction on how to start an enrollment through the “HMIS Intake ” folder, see Chapter 4: Client Workspace: Menu Options, Folders, and
Subfolders/HMIS Intake: Folder in the “HMIS Basic User 2025 Manual”.

For information regarding editing existing enrollments, please reach out the hmis@changinghomelessness.org and/or navigate to
Chapter 5 : Basics of Entering Data into ClientTrack/Editing an Existing Enrollment

Steps to Navigate to the “Enrollments” Folder

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other
methods available through ClientTrack. By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the
“HMIS Basic User 2025 Manual”.

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client:
Folder/Search for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.


mailto:hmis@changinghomelessness.org

***To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/\Workspaces in the “HMIS
Basic User 2025 Manual”.

Step 2: Select the “Enrollments” secondary sidebar* menu option. ClientTrack will navigate to the “Enrollments” workspace container.

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology
in the “HMIS Basic User 2025 Manual”.
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