
     

   
 

 
 

  
   

 
 

 
   

 
  

 
  

 
 

 
   

   
 

   
  

   
 

 
  

   
  

     
 

    
  

  
  

  
   

  
  
      

 
 

 
 

  
 

COM’s Tango E-Gift card Procedures 

Tango: 
Tango is a web-based platform that simplifies the administration and disbursement of incentives 
to study participants. Tango allows researchers to present diverse gift cards from different 
merchants to participants. Because of this leeway, people can choose incentives that matter to 
them, boosting their incentive to participate. Tango gift cards are sent digitally, so it’s easy and 
fast. With the ability to Bulk Upload to numerous participants in a single purchase, researchers 
can quickly and conveniently send gift cards to participants by email, which reduces 
administrative work and allows for quick reward distribution. 

To acquire gift cards via Tango using a Pcard, participants are required to have fulfilled all 
necessary requirements of the study prior to receiving the gift cards. The Request to Use the 
Pcard for Participant Incentives Form must be completed. This can be completed as soon as 
the award is setup. User accounts that fail to adhere to this stipulation will be promptly disabled. 
The PI/Project Manager who authorizes payment of participant incentives should, whenever 
possible, not also possess the Pcard or proxy. 
Requesting/Submission: 

1. The PI will identify the award utilized for the order, including the authorized quantity and 
the vendor selected. 

2. A Pcard Request form will be entered by the PI/Program Manager/Departmental staff 
with the option of submitting a coversheet for up to month or for a single order, listing 
Tango as the vendor. 

a. Monthly: In this coversheet, estimate the amount of gift cards you will distribute 
within the month time frame. Please note in the justification field that this 
coversheet is going to be used for the month. Ensure that all required fields are 
completed prior to submission. 
Note: If the monthly order exceeds the original Pcard coversheet, a new 
coversheet is necessary, regardless of whether the month has ended. 

b. Single: Create a coversheet for the exact amount of gift cards that will be 
distributed. Please ensure that all the fields on the coversheet are completed with 
a justification for the purchase. Once everything is complete, please proceed with 
the submission of the coversheet. 

3. Via Smartsheet (COM Participant Payment Request Form), the PI/Program 
Manager/Departmental staff will complete the Gift Card Request Form, which requires 
the completion of all mandatory fields including attaching the approved IRB protocol and 
completed participant list with email addresses that will be password protected with the 
nomenclature used. The required template can be found here. 

4. The amount requested cannot exceed the amount budgeted and authorized for research 
participants on the award. 

5. The amount distributed cannot exceed the amount approved on the form. 
6. If/when the additional funds that are budgeted for participants incentives are needed a 

new request with all documentation will be required, 

Research Accounting: 
1. An initial review of the request for correctness occurs upon receipt of the submission. 

The Grants Administrator will inform the PI/Program Manager of missing components 
and request the necessary information. 
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https://fsu.sharepoint.com/sites/ResearchAccounting770/Shared%20Documents/General/Forms/Request%20to%20Use%20the%20PCard%20Form%20v2.pdf
https://fsu.sharepoint.com/sites/ResearchAccounting770/Shared%20Documents/General/Forms/Request%20to%20Use%20the%20PCard%20Form%20v2.pdf
https://app.smartsheet.com/b/form/fc6a2cd2ce3b40dda7529e202bd33e57


     

   
 

   
  

    
 

 
 

  
 

 

COM’s Tango E-Gift card Procedures 

2. When the request is complete, the Grants Administrator will approve the Pcard 
coversheet and a notification through the Pcard module will be sent to the requestor and 
PCard holder to complete the purchase through the Tango system. Tango will 
automatically charge a 3.5% fee for eGift cards. 

Pcard Holder 

1. The Pcard holder will need to log into Tango and place the order. 
Tango System steps: 
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COM’s Tango E-Gift card Procedures 

2. After submission has been processed by the requestor/PCard holder, Tango will provide 
the pcard holder with a funding history report that will serve as the P-Card transaction 
receipt. 

3. The Pcard holder will snip the details of the P-Card receipt for their records and upload 
into the Pcard coversheet so proxying can be completed by the COM Accounting 
Division. 

a. Attachment of each receipt to the coversheet is mandatory. 
b. For month-long coversheets multiple receipts will be uploaded to the same pcard 

coversheet. 
4. The PI/Program Manager/Departmental support staff will send confirmation that the 

cards have been distributed to the PI and their Grants Administrator in Research 
Accounting 

5. The completed participant logs must be submitted to the Research Accounting office on 
a monthly basis. 

Reconciliation 
To reconcile the P-Card transaction once the funds have been distributed, obtain the Order-
History Report. 

1. The Department will kindly verify that the amount charged to your card exactly matches 
the amount that Tango has dispersed, minus their credit card processing fee. 

a. The undistributed amount must be charged to a non-sponsored project if an 
unforeseen condition, such as an incorrect email address, prevents the whole 
amount from being distributed. 

2. Upon the completion of the award, SRA/FSURF will conduct a compliance audit of all 
transactions. Be sure to move any transactions that don’t follow the grant guidelines to a 
separate account in the PI’s department before the closeout. 

3. To generate the report: 
a. Select Reports 
b. Select Account 
c. Select the respective Group Name, Account Name and Data Range for the 

distribution. 
d. Select Generate Report 

4. If any errors are noted on report, document and resolve the issues prior to proceeding. 
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