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GETTING STARTED – GETTING YOUR LAPTOP READY 

On Orientation day all eligible students will receive a laptop. 

To get started you must be ready on your first scheduled theory day of your time table. 

“Getting your Laptop Ready”: 

1. After removing your laptop from the packaging ensure that your laptop is fully 
charged, you will need to set up your lap top for the first time 

2. Once your laptop is charged commence installation of your laptop. Going through 
the prompts ensure:  

• Switch on your laptop 
• The laptop will go through natural performance set up (you will not 

need to do anything at this stage) 
• The setting remains in English 
• The setting must be in Australia 
• Click Next to proceed to the following screens  
• Complete the windows set up clicking Next to proceed and finalise 

Note: Under no circumstance should you install other applications/programs 

Setting up you laptop is now complete. 

When you attend you first Theory Class a member for IT support will be made 
available to assist you with set up of: 

• Office 365 

LOGINS 

Username 

In most cases your username is comprised your Student ID Number. 

For example: Bin Tan Student ID Number is: 3504715  
 

Passwords 

Whilst you will only have one username – you may be allocated more than one 
password. 

Your password will be used for the following Login Portals: 

1. Student Portal 
2. Moodle 
3. WIFI 
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HINTS AND TIPS  

New Student - After orientation you will be advised of your log in details 

Existing student – You will need to contact IT Support to advise you of your log in 
details 

You will  

Change of Password 

You will need to contact IT Support. 

If you need IT Support be aware that for security reasons, IT will only provide a new 
Password to: 

1. A student in person with photo ID (EHI Student ID) 
2. The student will send email to IT Support  

URL’s 

Student may be access the following URL/s: 

  

Evolution Hospitality Institute Website http://www.evolution.edu.au 

 

Moodle http://evolution.pageculinaire.com.au 

Student Portal https://admin.axcelerate.com.au 

 

Your Evolution Email (external access) http://outlook.office365.com 

 

Sending a Message/ Feedback to Student 
support  

studentsupport@evolution.edu.au 

 

Sending a Email to IT Support ithelpdesk@evolution.edu.au 

 

TIPS AND HINTS: Note: It is recommended that you save the above URL’s in your 
favorites for easy access.  

  

http://www.evolution.edu.au/
http://evolution.pageculinaire.com.au/
https://admin.axcelerate.com.au/
http://outlook.office365.com/
mailto:studentsupport@evolution.edu.au
mailto:ithelpdesk@evolution.edu.au
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STUDENT PORTEL 

AXcelerate is the student management system at EHI. It holds all your academic 
information and history. Your Student Portal gives you a direct view of: 

1. Your academic achievements 
2. Your personal details 
3. Your enrolments 
4. Any resources, documents and forms and 
5. and access to units Moodle 

The screen shots below show your Student Portal interface for: 

1. Sign On  

URL : https://admin.axcelerate.com.au 

 

2. Personal Details – you will need to click on the My Details TAB where changes are 
required. You will need to go to the Evolution Hospitality Institute website: 
www.evolution.edu.au and go to the online form located under the TAB Forms and 
Policies. You may also send an email to Student Support (Refer to the Communication – 
Student Support section of this document) 

3. Academic Achievements once you have been enrolled you will be able to view your 
achievements, the student portal will indicate where you completed a unit of competency 
and awarded Competent or Not Yet Competent (for more information this area should be 
read in conjunction with the Student Handbook) 

  

https://admin.axcelerate.com.au/
http://www.evolution.edu.au/
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E- LEARNING MOODLE 

Moodle is the learning management system that contains all your course notes, 
materials and assessment components. 

You will able to access Moodle three different ways: 

1. From the EHI website: http://www.evolution.edu.au/ then click the link “Student E-
Campus Login” 
 

2. Direct Access http://evolution.pageculinaire.com.au/login/index.php  
 

3. From Your Student Portal 

Once you have logged into Moodle you will first see the Moodle Home Page; 

“Moodle Home Page” 

This page will over the time of your enrolment have special announcements that will 
affect you so keep your attention on this page when first logging onto Moodle. 

The following screen shot is an example of the Moodle Home Page 

Click on “My Home” icon to view course and units assigned to you. 

 

  

http://www.evolution.edu.au/
http://evolution.pageculinaire.com.au/login/index.php
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TIPS and HINTS 

1.Before commencing activities and assessments in Moodle make sure you 
complete the self-assessment for each unit of competency (subject)  

2.After completing all activities ensure you complete the unit pf competency 
(subject) feedback 

Note: If you do not complete steps one and two your subject will remain 
incomplete even though you have completed all activities. 

Failure to complete this will result in you being deemed not yet competent (NYC) 

EMAIL 

Now that you have commenced your enrolment at EHI all formal correspondence will be 
sent to your unique EHI email address. Your EHI email address is comprised of; 

<Your student ID number>@ students@evolution.edu.au 

Example:  

3504715@students.evolution.edu.au 

How can I access emails sent from EHI? 

You may access emails the following ways: 

1. From you your phone or mobile device (ie: laptop) 
2. From your outlook account on your  laptop 
3. via URL:http://outlook.ofice365.com or http://portal.office365.com 

ACCESS EVOLUTION EMAIL IN OUTLOOK 2016 

The following screen shots below will guide you on how to access your emails from your 
Evolution Email Account. 

Open Outlook 2016 

Click Next 

  

mailto:studentsevolution.edu.au
http://outlook.ofice365.com/
http://portal.office365.com/
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In Add an Email Account window select Yes and click Next 

 

In Auto Account Setup window select E-Mail Account and fill the information required 
then click Next 

                 

Click Finish to complete the setup then Outlook 2016 application will be open 
successfully 

 

ACCESS EVOLUTION EMAIL USING WEB BROWSER 

 

Open a web browser (IE, Firefox, Chrome, Safari, etc.)  

Enter the URL https://outlook.offce365.com in address bar 

  

Note: 
The only email address you can enter here is 
the email address allocated by Evolution. 
e.g: <your 
studentID>@students.evolution.edu.au 

https://outlook.offce365.com/
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Enter the given Evolution email and password then click Sign in 

              

Select the Language and Time zone then click Save 

                  

 

You have successfully logged into your email 

 

C   il 
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TIPS and HINTS 

From orientation day no Email correspondence will be sent to your personnel 
email collected from you when you enrolled with EHI. All emails will go to your 
Evolution email address. 

WIFI and INTERNET 

Student can connect to “Evolution Student” Wi-Fi by simply login to network using their 
Student ID (as username) and given password. 

The following screen shots below will guide you through this process: 

1.Click (left click on your mouse) on Network as shown 
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2.Select Evolution Student Wi-Fi and tick Connect automatically then click Connect 

 

 

 

It will prompt to enter User name and Password then provide the details and click OK 

User name: Student ID 
Password : same as your evolution email password 



PAGE 10 

                   

3.It will again prompt to install security certificate to continue connecting? Click 
Connect 

 

***You are now successfully connected to Evolution Student Wi-Fi*** 

 

If you have any further clarification or face any issues, feel free to contact IT Support 
(Level 3 – Trainer’s Office)  



PAGE 11 

STUDENT LAPTOPS 

On Orientation day all eligible students will receive a laptop. 

Your laptop set up includes: 

Microsoft Programs: OFFICE 365 

TIPS and HINTS 

When first starting to use your laptop, launch Internet Browser “CHROME “this is 
best for the Student Portal and Moodle. 

Launch into the student portal from your email box or pasting the URL to the 
search area of CHROME. Once you have done this save this as a favorite for easy 
access on or off campus. 

Students are to bring the issued laptop to campus every day of class. Students 
are not permitted to use mobile phone or other IT device. 

You will be advised on Setting Up Office 365 Account 

Note: Your Laptop must remain in English and cannot be converted to your native 
tongue. DO NOT upload or down load additional programs. 

CONTACT IT 

If you have a technical problem, send an email to: ithelpdesk@evolution.edu.au 

IT Support 

Opening Hours: Monday to Friday 9am – 12pm and 1.30pm -4.30pm 

Location: Level 3 – EHI Trainers Room 

TIPS and HINTS 

When sending an email please include: 

 Your full name 
 Username 
 Student ID 
 Contact details 
 Detailed explanation of the issue 

 
  

mailto:ithelpdesk@evolution.edu.au
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COMUNICATION- STUDENT SUPPORT 

As an International Student enrolled under a VISA you have several responsibilities 
relating to obligations as a student: 

1. You must report to EHI any personal changes within 7 days of the change 
relating to your visa and personal details which include change of address or 
contact details. 

2. You must attend all scheduled classes relating to you course and subjects 
3. Non-attendance may result in poor academic progression which will result into 

repeat of subject (fees and charges will apply) 
4. Academic Fees and Charges resulting to NON-Financial. 

To contact student support, send an email to studentsupport@evolution.edu.au 

TIPS and HINTS 
1. Where required to do so EHI will contact you. 
2. All correspondence WILL ONLY BE SENT TO YOUR EVOLUTION EMAIL 
ACCOUNT. 
3. When sending an email please include: 

 Your full name 
 Username 
 Student ID 
 Contact details 
 Detailed explanation of issue 

Alternately you can access Online Forms from the Evolution Website . Complete 
this form and a team member from Student Support will contact you. 

Enquiries may also be sent via the Student Portal. By submitting you enquiry via 
the Submit Feedback 

USING THE ONLINE FORMS 

You are able to send messages to the Student Support Team by using the Online 
Forms. 

The Online Forms available for you to use are: 

1. Unique Student Identifier 
2. Personal Information 
3. Evolution Hospitality Institute – Release & Declarations 

To access the Online Forms: 

1. Go to the Evolution Hospitality Institute website www.evolution.edu.au 
2. From the TABs Click on “Forms and Policies” 
3. Under the heading International Student click on the form you would like to 

access 
4. You will need to enter your Evolution email address then your password  

mailto:studentsupport@evolution.edu.au
http://www.evolution.edu.au/
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For example: enter your Evolution email address then your password

 

The screen to follow will be the form: 

 

 

 

Once you have completed you must Click “Submit” 

Note: Once Completed this form and a team member from Student Support will 
contact you. 
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STUDENT RULES AND RESPONSIBILITIES 

1. It is the student’s responsibility to keep their passwords private. EHI will not take 
any responsibility for this. 

2. All students who hold a Student Visa or equivalent must report change of 
personal details within 7 days of the change 

3. Correspondence of personal detail changes may be sent to 
studentsupport@evolution.edu.au or by use of online forms 

4.  Students are prohibited from searching or accessing prohibited sites whilst on 
CAMPUS 

5. Students are prohibited in copying content from any internet site to support 
assessments without declaiming use of. This is called plagiarism if students are 
found doing so this can result in disciplinary action 

6. Students must only submit authentic information of his or her own work.  
7. Students are required to complete all activities relating to units of competency 

and Industry Workplace Log books via Moodle as per the instructions from 
Trainers and Assessors of EHI 

8. For further information relating to the students Enrolment and Assessments 
students should also read his document in conjunction with the EHI Student 
Handbook. 

 

FOR FAQs relating to your Enrolment, Communication, IT and your Privacy 

VISIT  WWW.Evolution.edu.au and Evolution Student Handbook 

mailto:studentsupport@evolution.edu.au
http://www.evolution.edu.au/
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