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Purchasing gift cards 

 

Process 

The purchase of gift cards should be completed by submitting a requisition in FMS (Workday).  Appropriate 
spend categories to use include: 

 Incentives and Gift Cards 
 Awards and Incentives 
 Collectibles and Awards 
 Student Support – Non-Scholarships-Prizes 

 
When choosing a supplier, consider using a company that provides gift cards to various merchants, such as 
National Gift Card (NGC) or Tango Card.  

 
A questionnaire has been built into the requisition process to consolidate the collection of information required 
for the purchase of gift cards.  The questionnaire will apply to requisitions submitted through FMS (Workday), 
when a spend category or supplier mentioned above is used. 

 
All gift card purchases must follow what is outlined in FIN-420-04: Approval Matrix. Keep in mind, 
purchasing gift cards with a P-card is restricted. 

Procedure 

To purchase a gift card: 

1. Enter a requisition in FMS 
A. Create a goods requisition in FMS using the NGC supplier catalog in SunRISE: 

 
National Gift Card (NGC) is a gift card supplier that can provide gift cards for many merchants (including 
Amazon).  Ordering from NGC is quick and easy through the catalog in SunRISE.  Additional information 
regarding the use of NGC is included below.   
 

1.1. Go to SunRISE and click on the NGC icon. Shop by adding items to the NGC cart and bring the 
items back into FMS. 

1.2. NGC will default the “Incentives and Gift Cards” spend category in your requisition. If you change 
the spend category due to the nature of the purchase, the requisition will still route appropriately 
because the supplier is NGC. 

1.3. Complete the requisition requirements and click the Submit button. 
 

OR 
 

B. Create a goods requisition in FMS using Non-Catalog (ex: Tango Card): 
 

1. Create the non-catalog order in FMS. 
2. Gift cards always need to be created as a goods line with a quantity and unit cost. Gift card 

purchases should never be created as a services requisition. 
3. Complete the requisition requirements and click the Submit button. 

 
2. Complete Questionnaire 

 
2.1. A popup window will appear with a link to “Complete Questionnaire”. 
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2.2. The Gift Card Questionnaire consists of two parts. Depending on the answer to the first question on 
the questionnaire, another questionnaire will appear. Further information and the questions 
addressed are covered in the FMS Work Instruction, “Gift Card Purchases-Complete 
Questionnaire”. 

2.3. Click the link to the questionnaire and answer questions appropriately. 
2.4. Click Submit. 

 
NGC Sign-up and ordering tips 

When accessing the NGC catalog in SunRISE, the first page you see includes “Information to assist you 
with your gift card purchase.”  Please review this section as it includes important information. 

 

 

The information contained in the Electronic Gift Cards highlighted link above is shown below for your 
reference. 

How to retrieve your digital gift card order 
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What is an EMS: NGC’s eCode Management System (EMS) is an SFTP platform where the digital card orders 
are securely stored. First-time buyers will need to create a login to access the NGC’s EMS. 

The requisitioner placing the order will receive the email order confirmation for the eCode Gift cards with 
instructions on how to access the file.  If another individual is distributing the codes, the requisitioner can 
provide them with the retrieved file.   

For security purposes, we ask that you secure the file and don’t share it with anyone other than the person 
distributing the e-codes.  If you have any questions, please contact NGC at customerservice@ngc-group.com. 

 

How to create your EMS login credential 

 You will receive an email within 2-3 days from receipt of the order from NGC eCodes, prompting you to 
create a username & password to access the EMS. Your user name will be your email address. 

 A PIN number is required to create your login credentials. Once you receive your email, please call our 
Customer Care Team at 888-472-8747 for your PIN number. The PIN will be a one-time entry and is 
only required upon initial activation of your account. Orders cannot be processed until you complete 
this one-time action. 

 Your order will process within 2-3 days, and you will receive an email notifying you that your order is 
“Ready” for download. 

 Visit NGC and log in to retrieve your digital gift card order and download the file. 
 

How to distribute the eCode to the end recipient 

Within the file, there will be a column for the merchant, a column for the denomination, a column for the URL, 
and for a few select merchants, a secret code or challenge key is provided. 

The URL, column E, is what you will distribute to the recipients, along with the “secret Code” or PIN, if one is 
provided. When the end recipient receives the email, they will click on this link to view the merchant approved 
template and follow the instructions. The template contains everything your recipient needs to redeem 
their eCode: 

 The merchant and denomination. 
 The eCode number and pin, if applicable. 
 The redemption instructions.  
 Merchant terms and conditions. 

How to request a refund from Tango 

If you need to request a refund from Tango, please e-mail funding@tangocard.com. You will need to provide a 
bank letter that includes ACH/Wire instructions to return your funds. The letter should include Account Type 
(Checking/Saving), Payment Type (ACH/Wire), Account Number, Routing Number, Account Name, Bank 
Name, and Bank Address. Below is our bank contact that could provide the letter. 

Aletia Ligon 
Vice President 
Sales Support Team Leader 
Municipal Banking and Markets –  
Public Sector Banking 
Bank of America 
AZ3-566-02-200 
14636 N. Scottsdale Road, Suite 200, Scottsdale, AZ 85254 
T 480-624-0561     F 972-728-9189 
Aletia.Ligon@bofa.com 
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Once your request has been approved, Tango will issue a refund payment to the account provided and will 
send you a confirmation. Please note refunds may take up to 30 days to process. 

 

Forgot your password?  

Please visit NGC Login. Click on "Forgot your password?" and enter your username, which is your email 
address. 

  

 

 

 

 

  

 

 

  

 

 

  


