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Student Quick Guide –  
Access Excelsia Systems and 
Emails 

  

Microsoft Office 365 Account for Students 

As a student of Excelsia College, you will utilise Microsoft Office 365 to empower your study with 
the College.  Besides accessing the Office applications online, you can also download and install the 
desktop versions on your computers. 
 

Username is YourStudentNumber@student.excelsia.edu.au 
The default password is Exc# and followed by the last four digits of your student number. 

 
Example: 

If your Student Number is 2123456789 Default password will be Exc#6789 
 
You will use the same Office 365 password to access the following: 

(1) Office 365 applications and emails 
(2) Student Learning Portal (ExO) 
(3) My Enrolment Portal (Paradigm) 
(4) Student Placement System (inPlace) [selected course units only] 
(5) Summon for library electronic resources and eBooks 
(6) Printing and photocopying in the library 
(7) WiFi access on campus 

 

IMPORTANT – Activate Your Office 365 Account 

1. On your computer sign in at Microsoft Office Portal at https://www.office.com to register 
verification details for a future password reset and multi-factor authentication. 

2. Change your password.  The new password must be at least 8 characters long and must contain 
upper and lower case letters and numbers. 
 

Click here to view the quick guide – Activate Microsoft Office 365 Account. 
 
 
 
Having any login issues? Send email to IT@EXCELSIA.EDU.AU with your names and student number. 

  

https://www.office.com/
https://excelsia.edu.au/student-quick-guide-activate-microsoft-office-365-account/
mailto:IT@EXCELSIA.EDU.AU
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System Access Details 

(1) Office 365 applications & emails https://www.office.com 

Username YourStudentNumber@student.excelsia.edu.au 

User Guide https://excelsia.edu.au/student-quick-guide-activate-microsoft-office-365-
account/ 

 

(2) Student Learning Portal (ExO) https://learn.excelsia.edu.au 

Username YourStudentNumber@student.excelsia.edu.au 

User Guide https://excelsia.edu.au/exo-login-instructions/ 

 

(3) Enrolment (Paradigm) https://exc.edu.net.au/ 

Username YourStudentNumber@student.excelsia.edu.au 

User Guide https://excelsia.edu.au/paradigm-login-instructions/ 

 

(4) Student Placement (inPlace) https://placement.excelsia.edu.au/ 

Username YourStudentNumber@student.excelsia.edu.au 

User Guide Access the Help in inPlace 

 

(5) Library Summon 
Click the text link in Summon section under the big search box on the Library 
portal at https://excelsia.softlinkhosting.com.au/  
Do not use the Login button at the top right corner. 

Username YourStudentNumber@student.excelsia.edu.au 

Password Your Office 365 password 
User Guide https://excelsia.edu.au/student-quick-guide-access-excelsia-library-database-off-

campus/ 
 

(6) Printing in Library 
You are required to add credits (money) to use the printer/photocopier. To ease 
your use of printers, please pair up your Student ID card with the printer in the 
library. 

Username Your Student ID only 

Password Your Office 365 password 
User Guide https://excelsia.edu.au/printing-in-the-library/ 
 

(7) WiFi on Campus SSID is Excelsia_Student_Wifi 

Username Your Student ID only 

Password Your Office 365 password 
Alternate WiFi  If you have issue on connecting the student WiFi on your phone, contact 

it@excelsia.edu.au.  It could be your Office 365 password had expired. 
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