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Find a family and learner
Find it again: People > Family & learner lookup

Fictional local training example.

Your checklist

Confirm the person first. Learner corrections need a reason. Do not copy sensitive documents

into a general note.

Pause the video and complete one step at a time. US English | USD

Choose People and find Family & learner lookup.1

Set Type to Families, enter a name or email, and click the Search button.2

Open the correct family and verify the name and email.3

Check the learner in Learners in this family before editing.4

Write a short factual Note and click Save note.5


