 of Physicians

"T"{ Royal College Joint Advisory Group
on Gl Endoscopy

JAG Subscription — ‘How to guide’

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

Royal College Joint Advisory Group
of Physicians l A on Gl Endoscopy

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

About What we do Get involved Meet the team Support My Tasks

Assessment Dashboard SUbscr'pt'on page.
accounts support

RCP Test Service (RCP Test Organisation) ¥ This page Wi” display your
Invoicing information invoicing information, the
Please provide the address of your finance or accounts department. This may be details for NHS SBS if applicable to your organisation. sites that you pay your

subscription for, and it will
display the purchase orders
that you have uploaded.

Name of arganisation

) RCP Test Organisation
to be invoiced

Finance department

% RCPTest@Test.com
email

Billing address RCP Test Org

To change any of the
4/ invoicing information, you
need to click into the box
=S that you wish to change,
make the changes and then
click the green save

Pagchde RCPT3ST

+44 (0)20 3075 1454
www.thejag.org.uk/support



Site

Site type oDs Fee (exc VAT)

RCP Test Site Non-acute / small RCPO1 £3,000.00

For more information on how fees are calculated (for UK and ROI services), please click here. For services in the Republic of Ireland, you can access the VAT exemption
certificate here

Purchase orders

The JAG subscription cycle runs from 1 April to 31 March each year.

Please upload a purchase order for each site, (or one per linked service), before 1 April. Invoices will be available to download in April, after your purchase order
has been received.

No purchase orders have been uploaded

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.

For more information visit our annual subscription page.

If you encounter any issues with uploading your PO please get in touch. upload PO’ butto

<4

To upload a purchase order, you
will need to click on the green

bottom of the screen.

n at the

Upload purchase order

Purchase order number:

Upload file:

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 arecord 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.

+44 (0)20 3075 1454
www.thejag.org.uk/support



For more information visit our annual subscription page.
If you encounter any issues with uploading your PO please get in touch,

You can also access more
information about your annual
subscription and a link to get in
touch with us should you
encounter any issues.

+44 (0)20 3075 1454
www.thejag.org.uk/support




