
Tango Reward Link Order Instructions 

Tango Cards will be delivered to the requested email address – they will no longer be delivered in the 
code and PIN format. Instead, you will receive a list of Reward Links. The Reward Link is a URL that you 
will send to the recipient, they then simply click the link and choose the gift card(s) they would like to 
redeem.  

1. Log in to ARIBA and create a requisition by choosing “Create” then “Requisition” 

 
2. Click the button in the upper right hand corner that says “Create Non-Catalog Item” 

 
3. Enter a description for the line item – the words “Reward Link” must be in your line item 

descriptions 

 
4. Choose a Commodity Code 
5. Account code must be 02-08 (Research subjects) 
6. The Supplier is “Tango Card Inc.” 
7. The supplier part number is the denomination of the Reward Link(s): 

  
8. Enter the quantity of Reward Links to be ordered in this denomination 



9. Unit of Measure should be “each” 
10. Update price to the denomination of the Reward Links 
11. Click “Update Total,” the amount should update to the number of Reward Links times the 

denomination of the Reward Links. Click “Ok” 
12. Check the box next to the line item and click “Edit” 
13. You must input the budget number to charge, the “Ship to” and “Deliver to” information on this 

page. You may also utilize Task/Option/Project codes and Split Accounting on this page if your 
order requires it. Click “Ok” 

14. Each Reward Link denomination should be input as a separate line item with the quantity 
requested and the department budget(s) to be charged. For example, if I am ordering 10 $50 
Reward Links and 10 $25 Reward Links the line items will look like this: 

 

15. IMPORTANT: You must include an email address in the requisition comments for delivery and 
check the box that says “visible to supplier”. Tango Reward Links will be delivered via secure 
email delivery to the email address specified in the requisition comments. 

 
16. Budget approver(s) approve request; request is sent to Tango 
17. Tango will send a secure link to the email listed in the comments when they complete the 

invoice in ARIBA 
18. Campus retrieves attachment and distributes the Reward Links to participants 

Resources: 
 
Training on ARIBA? https://finance.uw.edu/ps/resources/training/tutorials 
Troubleshooting in ARIBA? pcshelp@uw.edu 
Tango Card customer service? cs@tangocard.com 
Escalations? revfund@uw.edu 
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