
 

Guide to recording a past activity (STEM Ambassador) 

Login at https://www.stem.org.uk  

From your dashboard, click on the 

activities heading on the left menu to 

expand it, then click ‘Add a past 

activity’.  

Only STEM Ambassadors with an 

approved DBS/PVG will be able to 

add a completed activity. If this 

option is missing from your menu, 

please contact your local STEM 

Ambassador hub in the first 

instance. 

 

 

Fill out the past activity creation form: 

1. Provide an informative title and brief description of the activity that you carried out. 
Try to capture the activity type as closely as possible so your record is accurate  

 

 

 

 

 

 

 

 

2. Use the address lookup to add the venue for the activity. Once you have found the 
address, click ‘Select Address’ to populate the details. If the postcode is not picking 
up any addresses, please fill it in manually and select the relevant local authority from 
the presented list 
 

 

 

 

 

https://www.stem.org.uk/


 

 

 
3. If you know which organisation(s) participated, add them here. Start typing the name 

and then click on the relevant details to add them. 
 
 
 
 
 
 
 
 
 
 
 
 

4. Tell us when the activity took place, how many hours it was and how long you spent 
preparing for the activity. 
 
 
 
 
 
 
 
 
 
 
 

5. Tell us about the activity audience; who they were and the number of participants. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once you’re happy with the details, click ‘Add this activity’. This will be added on your 
record, and your delivery hours will be counted. 
To see a list of your completed activities, click on the ‘Completed activities’ section on 
your menu. You can also add a completed activity from this area 


