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Reopening a 
Program Enrollment 

 
 
 
 
In this Job Aid 
 Reopening a Program Enrollment 

 Do I Clear All Exit Data? 
 
 
 
There are times when you need to reopen a client’s program enrollment after they have 
been exited.  Often, HMIS users will open an enrollment to add data that they failed to 
enter when the client was actively enrolled.  They may be adding services or updating 
other aspects of the enrollment.  The other main reason why an HMIS users will reopen a 
client’s program enrollment is because the client was auto exited due to a lack of activity. 
Regardless of the reason, reopening a program enrollment is an easy task.  Please follow 
the steps below. 
 
 

Reopening a Program Enrollment  
 
The first step is to go into the closed program enrollment.  Open your client’s record and 
click on the Programs Tab. 
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Hover over the list of programs and edit the 
one that you’d like to reopen.  If you do not 
see the edit button and you work in multiple 
agencies, check to make sure you are in the 
correct agency.   
 
 
Once in the program enrollment, click on “Exit” on the right hand of the screen.  The exit 
screen looks similar to the enrollment screen; it has additional questions related to the 
exit like the client’s destination and the reason you are exiting them from your program.     
 

 
On the top right is a big red bar with the number of days the client has been inactive from 
this program.  If the bar is green, it would indicate that this is still an active enrollment and 
would have the number of days the client had been enrolled. 
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Do I Clear All Exit Data? 
Before we reopen this program enrollment, you first need to know if you need to clear all 
of the exit data.  When you request to reopen the program, you will get this box in the 
middle of the screen and you cannot proceed until you answer this question.  Your answer 
depends on why you are reopening this program enrollment. 

• If you are reopening this enrollment because the client should not have been 
exited, then you would want to clear all exit data as this data is not accurate.  It is 
common to reopen after clients have been auto exited due to lack of activity. 

• If you are reopening the enrollment temporarily to update or add data that was not 
entered during the client’s stay in your program, you do not want to clear all exit 
data as this data is accurate.  In this case, all of the exit data will be saved except 
for the client’s exit date, which you will need to copy so you can re-enter it when 
you have completed your work.  

   

 
 
Now that you know if you want to clear all exit data or not, it is time to reopen the 
enrollment.  Simply scroll down to the bottom of the page and click on the text that reads, 
“Reopen Client Program”.  Choose whether or not to clear the exit data and then hit save.  
The client’s exit date will disappear and the program enrollment becomes active again.  If 
you are opening the enrollment temporarily, remember to exit the client when you finish. 


