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This user guide will take you through the steps 
to create teachers for your organisation and 
manage those teachers users. 
 

1) Go to the APPA wellbeing portal, 
https://portal.appawellbeing.com/.  
If you have just created your 
organisation there is a link provided at 
the end of the process. 

https://portal.appawellbeing.com/
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2) Login using your administrator account created 
when you signed up your organisation. 

3) On the left-hand side of the screen, 
underneath teachers, go to the add page.  
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4)  Press the next button if you’re ready to create 
a teacher.  

5)  Input the teachers email address, and click 
the check username button to check the 
email isn’t already in use. 

6)  If the email isn’t in use then click the next 
button. If it is in use then you’ll need to use 
another email address. 
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7)  Next fill in your teachers information. The 
fields marked with a red *, e.g. password 
and first name, are required. Last name 
and phone number are optional. Once 
you’re happy with the information press 
the next button. 

8) Check the details on the next page 
carefully, then press the create button to 
create a teacher. 
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9) To edit any of 
the teachers 
details click the 
edit button. 

10) To view which users are assigned to each teacher, click the users button. 
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If you have any questions 
please contact us at 

info@appawellbeing.com. 


