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1. Login

Access to aspire is via the Internet, the web address is:
https://aspire.eastsussex-brighton.org.uk/wexpupilchoiceslogin.aspx?aspirenetview=student
Once the address is typed in you will be presented with the following log in screen.

/= aspire.net - Windows Internet Explorer provided by ESCC — =1 x|

Fie Edit Wew Favorites Tools  Help

@_\‘,‘/ o I ort] =1 & |2 ]] % | [tive Search P~
o - >

Ue 4 6D aspire.net | | - B - o= - :hPage - () Tools -

placement search

This program helps you to search and select your preferred choice of work experience placement. Use the instructions on the left to work through your selections.
Your selections will be reviewed by the school work experience co-ordinator. Begin your selection process by entering your userid and password, and clicking on
the continue button.

—

© Aspire Business Solutions Ltd 2010

To be able to log in two pieces of information are required;
User ID and Password - These will be provided by your Work Experience Co-ordinator within school.
Click on continue to proceed

NB: Your school work experience co-ordinator sets up the system as to how they want to
manage it, this means some sections of this manual may not apply.
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2. Choosing placements

The following screen will then appear:

placement search

Search and view placement details

Build up a list of placements that interest you using the 'Add to List' button

You must select 4 placements and no more than 4 placements

When finished review selection and delete any not required

Click 'Submit' button and complete the form

Click 'Submit' again to save your choices

Your Work Experience Co-ordinator will get back in touch with you about the next step

You must select 4 placements 2nd no more
thzn 4 plscements

No Placements Selected

Job Number

Select type of work

# Animals (inc Vets)
# Building and Construction
@ Education and Training

# Catering/Hospitality
® Design Arts and Crafts
# Engineering

# Farming

@ Hair and Beauty

#® Computers and IT

® Marketing and Advertising

# Admin Business and Office Work

# Performing Arts

® Security and Armed Forces

® Social Work and Counselling Services
® Transport and Logistics

#® Vehicle Trade

Geographical Area

# Financial Legal and Political Sevices
® Health Care Work

® Manufacturing and Production

# Media Print and Advertising

® Parks Gardens and Tree Surgery

#® Science Mathamatics and Statistics
® Retail Sales and Customer Service
® | eisure Sports and Tourism

® Unknown

Ml Battle B Bexhill on Sea M Brighton
Ml Burgess Hill Ml Cranbrook M Crawley

Done . i . ,_ EEEEE |§ Internet

\/9'|'§‘1m% >

e Read through the instructions at the top of the page which are indicated by the bullet points.
e You can now search for opportunities related to areas of work, or by job number if your work
experience co-ordinator has already shown you the opportunities and you know the ones you want to

choose.

1. If searching by job number, enter the number in the job number field and click continue

You must select 4 placements 2nd na more
than 4 placemants

No Placements Selected

Version 1.0

u must select 4 placements and no
- When finished review selection and delete any not required
» Click 'Submit’ button and complete the form
¢ Click 'Submit' again to save your choices

- Your Work Experience Co-ordinator will get back in touch with you about the next step

Job Number

Select type of work

# Animals (inc Vets)
® Building and Construction
® Education and Training
® Farming
® Hair and Beauty
# Computers and IT

Marketing and Advertising

dmin Business and Office Work

# performing Arts
® Security and Armed Forces
# Social work and Counselling Services
® Transport and Logistics
® vehicle Trade

Geographical Area
M Battle Ml Bexhill on Sea
Ml Burgess Hill 1l Cranbrook

# Catering/Hospitality

# Design Arts and Crafts

#® Engineering

# Financial Legal and Political Sevices
#® Health Care Work

# Manufacturing and Production

#® Media Print and Advertising

#®Parks Gardens and Tree Surgery

# Science Mathamatics and Statistics
# Retail Sales and Customer Service
# Leisure Sports and Tourism

#® Unknown

M| Brighton
ml crawley
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2. If choosing by ‘type of work’ select the area of work (only one can be selected at a time) and then
the geographical areas you would like the placement to be based in (more than one area can be

selected at a time).

Job Number

Select type of work

® Animals (inc Vets)

#¥ Building and Construction

® Education and Training

# Farming

® Hair and Beauty

# Computers and IT

#® Marketing and Advertising

@ Admin Business and Office Work
® Performing Arts

# Security and Armed Forces

# Social work and Counselling Services
# Transport and Logistics

# Vehicle Trade

Geographical Area
mBattle

M| Burgess Hil

Bl Crowborough
Ml Edenbridge
HlHastings

Ml Horsham
HlLydd and Tenterden
Bl Other Areas
Hlpolegate

Hl Robertsbridge
M| Seaford

M| Tonbridge

il wadhurst

Hl Bexhill on Sea
M Cranbrook

M East Grinstead
M Forest Row

Bl Haywards Heath
Ml Hove
Hmayfield
Hpeacehaven

M portslade

M Rother

M Shoreham By Sea
M Tunbridge wells
Ml wealden

® Catering/Hospitality

¥ Design Arts and Crafts

® Engineering

#¥ Financial Legal and Political Sevices
® Health Care Work

# Manufacturing and Production

# Media Print and Advertising

# Parks Gardens and Tree Surgery

# Science Mathamatics and Statistics
# Retail Sales and Customer Service
# | eisure Sports and Tourism

# Unknown

M Brighton

M Crawley

@ Eastbourne
B Hailsham
Bl Heathfield
Ml Lewes

W Newhaven
M Pevensey
M Ringmer

Ml Rye

M St Leonards on Sea
B Uckfield

Ml worthing

3. Your search results will then appear as follows:

tete e soccet
Hasangs and Rothe
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4. Click on the employer name/placement title coloured in the purple text to open up the job
description for the placement.

placement search

Chase Veterinary Group - Practice Assistant
Location Eastbourne Referonce: 11071

Transport MTAQementy
Meal Breaks: 1y Sceak
Working Days and Times: )
Budent BCEAIDES ¥
sy
Additional information; £
w27 M 1222 69 M

Intervaw regured: Yer
Risk Assensment. Dawest Ca

Nms: Togn
Clothing: <
Flat foatwear

Rogquvements: Tha |
Merpes Dre st

0 students appled

5. This gives you details of the placement so you can make a decision as to whether or not you want
this to be one of your choices. At the bottom of the information you can also see how many other
students have chosen this as a choice too.

You then click on the relevant button depending on your choice:

[ New Search — this will take you back to the original search page so you can re-choose the type of

work and geographical area.

[ Back — this will take you back to 2.3 based upon your search options you have just chosen.

—» Add to list — this will add this placement to your list of chosen placements in the top left box under
your name.

placement search

Chase Veterinary Group - Practice Assistant

Location:

Transport: Own arangements
Meal Broaks: 1he break
Working Days and Times: Mond
Tosks: Student actvit

KrgCal peo

NG the vet in Consuitatinns, obierving the vet durng
g the v FiF bierving vet dur

Feedng and watenng the anmals, there wil 250 be some

ganerdl claanng of ¢ T
Additional Information: 21 placements are to be aranged with Chnstina Farel at B9-91 Seande, Eastbourne, East Sussex

BN22 ™AL, 0132) 629
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6. Repeat point 5 to either undertake a new search or click on back — follow this process through until
the required number of placements has been made.

7. Once your required number of placements has been chosen, click submit.

attery attery S5 tant
ydrotherapy Centre General Assistant
Grooming Assistant
Practice Assistant
~table Mangd
ur r Al st
Vatannary ASsistant

8. You will then be taken on to the following screen. *This will depend on the system administration
that has been set by the work experience co-ordinator within school.

Click "new search’ to changs
your chaices

Chase Veterinary Group - Practice Assistant

0 students applied
Please give this placement a priority order:

How do you plan to travel to work: |(None) 'I

Please tell us why you are interested in this placement:

B

=

Southwinds Boarding Cattery - Cattery Assistant Location: , Eastbourne

0 students applied
Please give this placement a priority order:

How do you plan to travel to work: |(None) 'I

Please tell us why you are interested in this placement:

B
[ |

Ability Hound Canine Hydrotherapy Centre) - General Assistant Location: . Ezstbeurns

0 students applied
Please give this placement a priority order:

How do you plan to travel to work: |(None) :I'

Please tell us why you are interested in this placement:

[
[

Jevington Place Stables - Stable Hand Location: , Esst Dezn

0 ctudantc annliad =

[pone T T T T T € mtenet [a - [®wew -~ 4
/start| @ [ [T ? - Inbox - Microsoft Outlook | 5 aspire | [52] aspire - Student Manual .. | | 5] pocument1 - Micrasoft ... || & https://aspire.eastsw... | 1 untiied PG - Paint <[ [M] 10:04
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9. Here you will have to complete the following information:

o Priority order of placement — which is your first choice, second choice etc
¢ How do you plan on getting to the placement
e Why you are interested in this placement?

placement search

© students applied

pa0e Pyw the placerment 2 practy orde

R L3}

Lriaten

© students agplicd

(U U

O students applied

" e & place

Once you have done so click on submit.

10. Once you have clicked submit you will get the following screen to say your choices have been saved
and they have been sent through to the work experience co-ordinator within school.

»

ahttps:Hasp\re.eastsussex-br\ghton.org.uk‘iwexpupi\c.‘. | | f - F) - ) v Page~ Safety - Took - 'g"

opportunity search

Click 'back’ to start
again Your choices have been saved successfully.

11. If you have an own placement click on ‘back’ if you do not click logout.
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3. Own placements

An own placement is one that has been arranged by yourself with an employer that is not already on
the system (usually this is through a connection with an employer such a family or friend.

1. Click on own placement.

placement searc

-:--——7!’1""—3_

Sawch and view plaCemont Sotals
coments that nbetest you utng 1Hhe A o Lt Dutton
placemarts mnd rn more than 4 plac evnesty
Ml ements Selecied
(X

20 Ny

Select type of mork

@ Arwraiy (we Vaty @ Calarng Moagelanty

P 0ukdng and Cormruc bon 0 Dwnegn Arts and Cralts

P Cducation snd Trarwy O [rgrwerry

OF sy O Fnancud Lagal and Pokte & Sovcen
O Mar ancdt Deauty ® Huatth Carn Work

P Computers and I @ Manudacturyg and Produc tion

P Maketng and Advertung 0 Macdka Pree and Advertinng

2. This will take you to the following screen to complete the details of the placement.

aspire.net | | 5 - - o - Page

Samuel Alff

Provider Name

Town/Partial Post Code:

Click on an address in the list to select.

If the address cannot be found then enter the full details.
Addresses found:

(none)

(none)

Post Code:

Contact Details
o Miss * Mr & Mrs

Forename: Surname: Position:

Phone 1 Code: Mumber: Extra Information:

Opportunity Details
Title

Description
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3. Fill in all the details and then click on submit

) aspire.net | | ﬁ - £ @ ~ Page~ Safety = T

Samuel Alff
Provider Name

Testing Ltd

Address

Town/Partial Post Code:

on an address in the list to select. Street:

If the address cannot be found then enter the full details.

- 1 Test Drive
Addresses found:
(none)

Area:

Post Town:

County:

Post Code:

NE1 |3DR

Contact Details
® Miss
Forename: : Paosition:

=]
Terry Tester Managing Director

Phone 1 C Number: Extra Information:

Opportunity Details
Title
Description

Learning about how a business operates which will include time spent within the following departments: Design,
finance, 1T support and purchasing.

4. This will take you back to the main page, your own placement details will have been submitted to the
school work experience co-ordinator. Click logout if you have finished to take you out of the system.
If you want a record of your choices, click print (see below)

Samuel Alff [ iogout b ] Search and view placement details
Build up a list of placements that interest you using the 'Add to List' button
You must zzlect 4 plzcemants 2nd ne more You must select 4 placements and no more than 4 placements
than 4 placements When finished review selection and delete any not required
Placements Selected Click 'Submit’ button and complete the form

Click 'Submit’ again to save your choices

Practics Your Work Experience Co-ordinator will get back in touch with you about the next step

D>l

Stable Hand

Click on Submit to save your selections

[ submit » Job Number

Select type of work

# Animals (inc Vets) ® Catering/Hospitality
# Building and Construction ® Design Arts and Crafts
® Education and Training ® Engineering

® Farming ® Financial Legal and Political Sevices
#¥ Hair and Beauty #® Health Care Work

# Computers and IT #® Manufacturing and Production
#®Marketing and Advertising ® Media Print and Advertising

#® Admin Business and Office Work ® Parks Gardens and Tree Surgery

# Performing Arts # Science Mathamatics and Statistics
#¥ Security and Armed Forces #® Retail Sales and Customer Service
#® Social Work and Counselling Services ®Leisure Sports and Tourism

#® Transport and Logistics ® Unknown

#Vehicle Trade

Geographical Area

W Battle M Bexhill on Sea Ml Brighton

Ml Burgess Hill Ml Cranbrook Ml Crawley

[ @ trternet

S - Tevnnen
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4. Printing choice information

1. If you want to print a record of your choices click on print

2. The following pop up screen will appear to ask how you want to export the information *Export to
word is the best option* then click continue.

— aspire.net - Windows Internet Explorer provided by ESCC - EI|1|
File Edt ‘iew Favorites Tools  Help
——
=1 : i i ~| £ L3 ||+ [5) -
o e IQ https:/faspire. eastsussex: hrlghtnn.nrg.uk,l'expﬂrttarrJ ﬁ e A I;—/ Live Search pel
B ) button|
5.¢ Favorites | =)
) aspire.net | | By - B0 - 0 o= o+ Page~ Safety - Toos - d@e 7
-
B Print / Export Report Template —I Jout H
Method
' print Report (POF)
@ Export To Word
o Export To Excel »
pire Business s. All rights re
2ring/H
ign Art;
ineering
ncial L
Ith Car
facty
lia Prin
s Gard
. B |.nce m
[Done € tnternst FREYTTE . saic

3. Click on open for the document to view or save to store on your computer.

placement search

/- aspire.net - Windows Internet Explorer provided by ESCC

File Edi  View Favorites Tools  Help

&) y brightenorg. =18 | &) #) x| [ e search Gl

7 Favarites ‘15
) Connecting... | Tt » Bl - 0 = - Page - Safety - Tooks~ @
1,
B Print / Export Report Template hout the next step

Do you want to open or save this file?

.... Name: exparttemplate2.doc
Type: Microsoft Dffice Word 97 - 2003 Document
From: aspire. eastsussex-brighton. org.uk

Open save || Cancel |

[¥' Always ask before apening this tpe of file

i % “while files from the Intemet can be usehul, some files can potentialy
it your computer. I you do not st the source, do not open o
hi It d e d
save this file. What's the risk?

=ring/Hospitality
ign Arts and Crafts

ineering
incial Legal and Political Sevices
Ith Care Work
ufacturing and Production
lia Print and Advertising
(s Gardens and Tree Surgery
_ [l :nce Mathamatics and Statistics
& Interet SRl Sales and Customer Service

# Social Work and Counseling Services # Leisure Sports and Tourism
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4. By clicking open the following page will appear for you to either print of save.

\ H9-3 )+
Home | Inset  Pagelayout  References  Mailings

exporttemplate2.aspx (Read-Only) [Compatibility Mode] - Microsoft Word

Review View Add-Ins

x

E LR | arial

|l =4[]

"

T ormal | N0 Spaci..

13 Copy
Past
- Format Painter
Clipboard &

o)

COMPANY NAME

Jevington Place Stables

JOBTITLE HOWWILL YOU
TRAVEL

Bicycle

CODE NO

Stable Hand 35818

Heading 1

nasbcenc|| aasbcede AaBb( AaBbCi AaBb( AaBbCcl

Heading 2 Title Subtitle

Styles

REASON

| have my own horseand have it
inastables but would really like
tolearn about the business side
ofrunning your own stables

‘Ability Hound Canine
Hydrotherapy Centre)

General Assistant Bicycle

| have dags atheme and it would
be interesting to see how dogs
can be re-habilitaed as one of our
dogs once had a broken leg

Chase Veterinary Group,

Practice Assistant Bicycle

Iwant to be a vet whenlam older
as | have animals at home and
really like looking ater them

Southwinds Boarding Cattery

Cattery Assistant Bicycle

| have cats at home and enjoy
lookingatter them

A

Change
Styles~

r]

44 Find ~

2 Replace

[3 setect -
Editing

5. Close down the document and from your home page click log out to come out of the system.

NB: If you want to change choices that you have submitted, speak to your school work

experience co-ordinator.
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