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JAG Subscription – ‘How to guide’  
 

 

Log into your JAG account and access your assessment dashboard in the ‘My tasks’ 
dropdown menu.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on the ‘Subscription’ tab 
and you will then be 
presented with the 
subscription page. 

This page will display your 
invoicing information, the 
sites that you pay your 
subscription for, and it will 
display the purchase orders 
that you have uploaded.   

To change any of the 
invoicing information, you 
need to click into the box 
that you wish to change, 
make the changes and then 
click the green save 
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Below the invoicing information 
section, you will also see 
information about what site or 
services are currently registered 
under your JAG subscription and 
you will see the price for 
continuing these subscriptions 
excluding VAT.   

To upload a purchase order, you 
will need to click on the green 
‘upload PO’ button at the 
bottom of the screen. 

You will then be presented with 
a window, where you will be 
able to choose which site you 
can upload a PO for, you will be 
asked to enter the PO number 
and upload the PDF file 
containing this information.   
 
By clicking ‘Browse’ you will be 
able to upload this information. 
Once this is complete, click the 
green ‘upload’ button. You will 
then be able to see a record of 
this under the ‘Purchase 
orders’ header. You will see the 
date of upload, who it was 
uploaded by and the status of 
the purchase order.   
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You can also access more 
information about your annual 
subscription and a link to get in 
touch with us should you 
encounter any issues.   
 


