
 

 

 

 

 

 

 

 

aXcelerate 
Student Portal  

Instruction Manual



 

2 | P a g e  
aXcelerate Student Portal Instruction Manual V1 

Modification History  
April 2025 Original Document developed 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 



 

3 | P a g e  
aXcelerate Student Portal Instruction Manual V1 

Contents 
Modification History ............................................................................................................... 2 
Accessing aXcelerate .............................................................................................................. 4 

Step 1: Access the Integrity Business College Website .......................................................... 4 

Step 2: Login to aXcelerate .................................................................................................. 5 

Navigating the Home Page in aXcelerate .................................................................................. 5 
Return to the Home page. .................................................................................................... 6 

Important Information........................................................................................................ 6 

Joining Your Class .................................................................................................................. 6 
Opening Your Assessments ..................................................................................................... 7 
Working through your unit ..................................................................................................... 9 

Part 1 – Question and Answers ............................................................................................ 9 

Part 2 – Practical Assessments .......................................................................................... 10 

Coversheet and submitting your Assessment ......................................................................... 10 
 

 

  

 



 

4 | P a g e  
aXcelerate Student Portal Instruction Manual V1 

Accessing aXcelerate 

Step 1: Access the Integrity Business College Website 
Firstly, head to the Integrity Business College Website https://www.integritybusinesscollege.au/  

  

Once at the home page click on the ‘Student Portal’ button on the top right corner of the site

https://www.integritybusinesscollege.au/
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Step 2: Login to aXcelerate 

You will be redirected to a login page, you can favourite/bookmark this page for future access. 

On this page enter the email address and password you have used to sign up to aXcelerate and click 

sign in.  

If you do not know the email address or are unsure if you have an account, please contact Integrity 

Customer Service on 1300 731 451. 

If password is forgotten, use the ‘Forgot Password?’ button and follow the prompts to reset – 

Integrity is not able to reset student passwords. 

Navigating the Home Page in aXcelerate 
You should be redirected to a page that looks like this once you have signed in. 

 

 

 

 

 

 

 

 

 

 

Here you will find units you 
have opened, that are 
currently in progress. 

This is the pane to 
access you class 
and trainer’s email. 

This is the pane is 
to access your 
coursework. 

Important information we 
want you to keep in mind. 
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Return to the Home page. 

To return to the home page from anywhere in aXcelerate head to 
the top left of the page and click on ‘Home’. 

 

Important Information 

On the right-hand side of your home page, you will find the 

‘Activity Announcements’ section. Please ensure you read all 

posts in this section as this covers things such as student 

support and different processes students will need to follow. 

If you cannot make class for whatever reason or will be late, 

please contact the customer service team to inform them prior 

to your class.  

For Trainee / Non-Trainee please email: 

customerservice@integritybusinesscollege.com 

For VET in school students please email: 

vetdss@integritybusinesscollege.com 

Joining Your Class 
Click on the second pane from the home page that has your class details. This should take you to a 

screen like this. 

 

To join your class, click the ‘Join Virtual Classroom’ button. 
Note: This button will turn purple once your class is able to be joined. 

If you need to email your trainer for help, right click the envelope next to their name and copy their 

email. 

mailto:customerservice@integritybusinesscollege.com
mailto:vetdss@integritybusinesscollege.com
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Opening Your Assessments 
To open the units your trainer has assigned to you. From the Home page, click the assessments 

button that is positioned on the pane. Alternatively, you can also access this if you click onto the 

pane itself and click assessments on the left-hand side. 

 

 

 

 

 

 

Once here, your unit(s) will be listed. Click on your assessment in the ‘To Do’ list to open it up. 

Note: You may not yet have a unit visible; your trainer will be able to assign the unit to you once in class. 
 

The ‘Submitted’ tab will show any units you have submitted for marking and the ‘Results’ tab will 

show all completed units where you can go back in to read your answers and trainer feedback. 
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After opening the unit, you will be greeted with an overview page. 

This page will explain information about the specific unit, how many questions there are and how 

many attempts you have remaining. 

Note: One attempt is not counted until you get to the final page of the assessment and press the Submit button. 

To open your unit, press the purple button that says, “Start Attempt 1 of 5”. 
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Working through your unit 

Once you have opened your unit, you will be taken to the Section Overview page which will have 

resources relevant to the unit you are in. Take the time to read the resources on this page before you 

start your unit. 

To open your unit textbook, click on the large red text at the top of the page. This will open a new tab 

on your browser which you can read online or download to your device. 

Any blue underlined text are additional resources you can use. You are welcome to use the internet 

but please keep in mind to put your assessment answers into your own words. DO NOT COPY AND 

PASTE 

Part 1 – Question and Answers 

Start Part 1 selecting the questions listed on the left-hand side and enter your answer into the field 

provided for each question on the right.  

Please keep in mind that if you do not click save on your progress at the bottom right-hand corner, 

your answers will not be saved. We recommend that you do this after every question.  
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Part 2 – Practical Assessments 

Once completed Part 1, move onto Part 2 

The Practical Assessments section requires you to now create a document. You may be asked to 

create a word document, video recording, PowerPoint Presentation, etc. 

Clicking onto the exercises in part two - you will be given a brief overview and video of what you will 

need to complete and upload.  

Once you have completed this. Scroll down to the bottom of this section and upload your file onto 

aXcelerate. You can drag and drop this file into the site or click on the highlighted “click to browse” 

to search for the file in your computer’s file management system. 

 

 

 

  

 

 

 

 

 

 

 

 

Coversheet and submitting your Assessment 
Once you have completed all your questions in both Part 1 and Part 2. You will need to complete a 

coversheet before you submit your unit for review. Open the coversheet by clicking on the red 

underlined text.  
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The coversheet requires you to sign in the 

‘Student’ section and have your Employer or 

Supervisor at work sign off as well. 

When signing the coversheet ensure to type in 

your full name in the top section. Then 

digitally sign this document. Do not type a 

signature in this field. 

Then finally, enter the date you signed the 

coversheet. 

Ensure your Employer or Supervisor does the 

same in their section of the coversheet. 

Alternatively, you can print this document, 

sign it physically then scan the document to 

your device. 

Beyond this, the rest of the document is for 

your trainer to complete. 

 

 

Once done, scroll to the bottom of the coversheet page and upload the signed document into there. 

This is where you will now complete your first attempt.  

When clicking the purple ‘Submit’ button you will send your work off ready for your trainer to mark. 

Before this, ensure you have completed all your work and are ready to submit as you will not be able 

to change your work unless your trainer returns it 


