
 

How to book Open Doors visits using eProspectus 

 

Step #1: Log in to your eProspectus account at https://admin.eprospectus.co.uk/ 

 

If you do not have an eProspectus account, please contact the Careers Hub at 

Careers.Hub@eastsussex.gov.uk and the team will arrange one for you. 

 

Step #2: In the menu on the left-hand side, find ‘Employers’ and then click on 

‘Opportunities’. 

 

 

 

You will then see a list of all the Open Doors opportunities currently available. Please 

note that only opportunities that are currently live will be shown here. 

 

 

 

You can filter and search by the name of the employer, town, sector, group size and 

age group using the arrows and search bars at the top of the page. 

 

To find out more about the opportunity, either click on the name of the employer or 

the pencil icon on the right. Here you will find an overview of the visit along with any 

specific details and the dates when the opportunity is available. 
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Step #3: To request a visit, click the green ‘Request visit’ button at the top of the page 

and it will take you to a short form to complete. Please ensure you give as much detail 

as possible here as it allows the team to ensure the opportunity is suitable for you. 

 

- Target Dates: These are a list dates you’d like to be considered for a visit. You 

can add multiple dates and we’d suggest using the format ‘22.09.26, 12.10.26…’ 

 

- Comments: Please use this to add as much detail about the group of students 

who you’d like to take including any SEND or medical needs. This is so the team 

can inform the employer to ensure the safety and welfare of your students. 

 

If your contact name isn’t showing on the drop-down list, then you will either need to 

add yourself to the contacts tab in ‘Schools – Details’ (If you have these permissions) 

or speak to the member of staff who has admin permissions for your school. 

 

Once you have filled in the form, click ‘Create’. This then sends your request to the 

Open Doors team who will deal with your request. 

 

Step #4: Once you’ve requested your visits, you can view them all in the ‘Visits’ 

section using the menu on the left-hand side. 

 

 



 
 

If your visit is showing as ‘School Requested’ in the status column, this means that 

it’s currently being reviewed by the Open Doors team. ‘Confirmed’ means that the 

Open Doors team have approved your request. You will also be notified via email if  

your request has been approved. 

 

Step #5: Once your visit has taken place, yourself and the employer will be asked to 

complete a short feedback form. You can either do this via the email you will receive 

or by clicking on the speech bubble icon next to your visit which will then open up 

the form for you to complete. Once you’re done, click submit. 

 

 
 

I need to cancel my visit 

If you need to cancel your visit, then please click on the visit you need to cancel and 

go to the ‘Activity Log’ tab.  

 

 

 

Click on the ‘+ Add Activity Log’ button and complete the information boxes, making 

sure to tick the ‘Cancellation Request’ box and also change the Activity Type to 

‘Cancel Request’ in the drop-down box, and then save. This will then notify the team 

of your request. 

 



 

 

If you have any questions, please contact the Open Doors team at 

OpenDoors@eastsussex.gov.uk  
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