
  
 

  
 

Guidelines to Update Corporate Communications / Corporate Contact in 
MyRSPO 

 
1.​ Login to the MyRSPO portal  https://rspo.my.site.com/memberships/s/ 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

2.​ To access your account view, hover over the Membership tab in the top navigation menu and click 
on Membership List from the dropdown. 
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3.​ You will see the Your Applications list, which includes details of your past and ongoing 
membership applications. Click on the Application ID number to proceed.​
 

 
 
 
 

4.​ After clicking the Application ID, you will be directed to the account details page. Here, you can 
view and edit the relevant information associated with your membership application.​
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5.​ Click on Contacts. 
 

 
 

 
6.​ Scroll down until you see the section labeled Corporate Comms / Marketing Contact. Complete 

this field with the appropriate contact details. 
​
Once you’ve entered the information, click Save at the bottom of the page to ensure your changes 
are recorded. 

 
 
 

 
7.​ You will then see a confirmation view indicating that your changes have been successfully saved — 

and you’re all set! 
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