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Applies to 
 Placing Coordinators (PCs) 
 Receiving Coordinator (RCs) 

Task Correct a user’s email address in the HSPnet database. 

Before starting 
 Verify user is a Student or Staff member of your post-secondary 

institution (PSI) or health care organization (HCO). 
 Obtain correct spelling of email address. 

 
Steps 

1. Launch HSPnet. 

2. In the left nav, click Maintenance. 

 The Maintenance sub-menu opens. 

3. Click Staff/Users. 

 The Staff & User Maintenance screen opens. 

4. In the Agency drop-down menu, select <Your Agency>. 

5. In the Last (name) field, type the requestor’s last name and click Search. 

 Search results appear. 

6. In the search results, Dept column of the row containing the user’s last name, click 

the Department Filter Button. 

 The user’s Agency and Department open. 

7. In the Role(s) column of the row containing the user’s last name, click the Edit icon. 

 The Edit entry record for the user opens. 

8. In the Email field, type the user’s revised email address. 
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Figure 1. Top of Edit entry pop-up window showing location of Email field. 

  
 
9. Click Save (green check mark in the bottom left corner of the screen). 

 Changes made are saved to HSPnet. 

 

Figure 2. Bottom of Edit entry pop-up window showing location of Save button. 

 

More Info  HSPnet Knowledge Base 
 Glossary 
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