
Getting Started with the Hello Bear App
Before we get started we would like to thank you for choosing to use the Hello Bear App in your 
classroom and sending it home with your students. Thank you! We at Hello Bear Publishing built the 
app with the goal of helping all students succeed with and support each other. It is our hope that the 
ability to use the app to assist students with study at home coupled with the class community page 
where students can share and support their accomplishments will give each student the confidence 
and motivation to become even better English speakers than ever before.  
If at anytime you experience any problems with the app please contact us 
customercare@hellobearpublishing.com and we will do what it takes to resolve the problem.

School Owner/School Admin Account Setup 

1. The first step is to contact Hello Bear Publishing at https://www.hellobearpublishing.com/contact 
and let us know you want to setup a school owner account. We will add you to the app and send 
you an email from no_reply@hellobearpublishing.com ASAP.  

2. Open the email and follow the link to setup the password for your Owner/School Admin 
Account. If you don’t receive an email please check your spam or junk folders to make sure it 
didn’t get rerouted there. If you still did not receive the email contact us at 
customercare@hellobearpublishing.com and we will help get you setup. 

3. Once you follow the instructions in the email and set your password you will be presented with a 
link to go to the admin login page. You will also receive an email with a link to the admin login page. 
Follow the link and sign in to get started. (If you forget your password we cannot recover it for 
you. Please use the Forgot Password link on the login page and follow the steps to create a new 
password for your account.)

Types of Accounts 
There are two types of accounts. School Owner/School Admin and Teacher accounts.  
The School Owner/School Admin account that you receive in an email from us and set up the 
password for in steps 1 and 2 can create, edit and delete teacher accounts, create and edit classes, as 
well as view and edit all of the community pages for all classes. You might want to use a password 
for the School Owner/School Admin that you don’t mind sharing with staff members that you 
want to give access to help manage classes and teachers assigned to those classes. 
Teacher accounts can only view class pages that they are assigned to. They cannot edit the class 
pages. Teacher accounts can download the Class Code and Game List QR codes on the class page to 
print out and prepare for the students to paste into their books for easy access at home. They can 
also access the community page for each of classes they are assigned to. Here they have the power 
to delete posts when necessary. As well as the ability to add unlimited thumbs up and stars to 
students posts. (Students can only give one thumbs up and one star to each post on their classes 
community page.)
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On the Create User Page fill out the information about the teacher. (Required fields are indicated by 
a red asterisk.) 
First name, last name, Email, phone number and Role. Role should be set to “Teacher.” Finally click 
save. This will trigger an email being sent to the teacher’s email address where they can follow the 
steps to set a password then log in. If your teacher did not receive the email to setup their  
password please check your spam or junk folders to make sure it didn’t get rerouted there. If you 
still did not receive the email contact us at customercare@hellobearpublishing.com and we help get you 
setup.

Teacher Account Setup

To add your teacher accounts first click on the User Management icon on the left side. Next, click on 
the + New User button. 
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It is possible to resend the invitation email from the User List on the User Management Page.  
First, locate the user in the list. Next, click the 3 dots on the right and click resend invitation. 
After the teacher has successfully setup their account password this option changes to Reset 
Password. The Reset Password sends an email to the user to go through the password reset process. 
This same password reset process can also be accessed on the login page with the Forgot Password 
link. 

Add Classes

Classes can only be created by a School Owner/School Admin account.  
After setting up at least 1 teacher account a class can be added.  
To start adding classes click on Class Management on the left side of the page.  
Next, click on the + New Class button.



On the Create Class Page fill out the information about the class. (Required fields are indicated by a 
red asterisk.) 
Set Class Status to Active.  
Add or remove teachers assigned to the class.  
Give the class a name that makes it easy to identify and makes sense to your school and schedule.  
Assign the class a Textbook.  
Set the school year start and end date.  
(When a class passes its end date or the class is deactivated in the class status field. It turns off the 
ability for students to access the community page. Other content from the book such as games, push 
and listen activities, videos and reading remain accessible. ) 
Click save.

After the class is saved. The Game List QR code and Class QR Code becomes available to download 
and print out. Have your students paste the Class QR code in the front of their books for easy 
access at home. Keep a Class QR code in the teacher’s class folder for easy access. 



Delete a Teacher Account

Only School Owner/School Admin accounts have the ability to delete a teacher account. 

Before deleting a teacher please navigate to the Class Management page and remove the teacher 
from any class they are associated with.



Next, navigate to the User Management page. Find the teacher you would like to delete in the list or 
use the search function to located them. on the right side of the page click on the 3 dots. Select 
delete. If the teacher is associated with a class you will not be able to delete them until the teacher 
is removed from all classes.
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