
How to Purchase Gift Cards in the Tango 
Portal in BearBUY 
View most recent version on Tango.ai 
​​ 

📢 NEW: Required - Complete and Attach Approval 
Documentation 
To ensure compliance with Approval Documentation Required for All BearBUY Carts, gift card 
orders must include a list of recipients and a completed Purchase Request form with approval 
signatures BEFORE placing a Tango Gift Card order in BearBUY. 

# Part 1: Complete Required Documentation 

1. Visit www.ce3.berkeley.edu/admin 

Click on CE3 Admin Forms 

 

# SES/CE3 Admin Forms Google Drive 

https://app.tango.us/app/workflow/15c0eba9-710d-4a24-81a8-b70174d386ca?utm_source=magicCopy&utm_medium=magicCopy&utm_campaign=workflow%20export%20links
https://app.tango.us/app/workflow/15c0eba9-710d-4a24-81a8-b70174d386ca?utm_source=magicCopy&utm_medium=magicCopy&utm_campaign=workflow%20export%20links
https://app.tango.us/app/workflow/15c0eba9-710d-4a24-81a8-b70174d386ca?utm_source=magicCopy&utm_medium=magicCopy&utm_campaign=workflow%20export%20links
https://ce3.berkeley.edu/admin
https://drive.google.com/drive/u/3/folders/1TpQtKlzxeESnuCva9xAnsi0mKY0Aa1be


2. Click on Gift Cards… 

 

3. Complete Required Forms for Gift Cards 

To support both purchasing and audit requirements, departments must complete three separate 
documents when issuing gift cards. 

1.​ Purchase Request Form (Approval Requirement)​
This form is required to obtain the appropriate approvals. It documents the funding 
source, business purpose, and total cost of the request, and must be signed/approved 
by your supervisor before any gift cards are purchased. 

2.​ List of Recipients (Recipient List)​
This list is used solely to upload the Tango gift card punchout in BearBUY. It 
includes recipient names and email addresses. 

3.​ Gift Card Tracker (Audit & Compliance Requirement)​
This tracker is required for audit and compliance purposes and must be completed for all 
gift cards. It documents the business purpose, recipient details, purchase date, and 
delivery confirmation. 



 
 

⚠️ Once you have received your proper approvals, you can continue to place your order on 
Amazon. 

 

# Part 2: Place Tango Gift Card order in BearBUY 

4. Log into BearBUY 

Visit https://bearbuy.is.berkeley.edu/ and log into BearBUY 

# Guided Dashboard Homepage 

5. Click on Catering, Meetings & Events 

https://solutions.sciquest.com/apps/Router/ShoppingDashboardUserDetails?tmstmp=1760686022176
https://bearbuy.is.berkeley.edu/
https://solutions.sciquest.com/apps/Router/ShoppingDashboardUserDetails?tmstmp=1765355655246


 

6. Click on Digital Gift Cards 

 

# Gift Card Rewards and Services | Tango 

7. Select Recognition 

https://tangocard.eprohub.net/landing.php?buyerCookie=18008&buyerID=1&punchoutEmail=&usersName=Acosta&phone=&companyCode=


 

8. Click on Submit 



 

9. Click on Gift Cards 



 

10. Select your gift card amounts & add to cart. 



Gift Card Policy 
Gift card policy differs depending on whether or not the recipient is a university employee. 
Please check with students prior to awarding them gift cards to confirm which category applies 
to them based on their UC employment status. This will determine the amount they are eligible 
for. 

Non-UC employees 

●​ Can receive gift cards up to $600 (total) per calendar year.  
●​ Students who are not employees fit in this category and may be given a gift card only as 

an incentive, recognition, or appreciation.  
●​ When awarding a student a gift card as an incentive/appreciation for attending an event, 

please include that in your business purpose. 
●​ Students may also be given promotional items as gifts with the limit being <$75 

Employees 

●​ Can receive up to three gift cards per calendar year of up to $75.  
●​ These gifts should be occasional and infrequent and should only be awarded as special 

recognition/appreciation for work-related accomplishments 

https://policy.ucop.edu/doc/3420354/BFB-G-42
https://policy.ucop.edu/doc/3420353/BFB-G-41


 

11. Enter the number of gift cards you want to purchase 



 

12. Click on Now enter or upload your recipients 



 

13. Upload a List of Recipients 

Reminder: This list is used solely to populate gift card recipient names in Tango. 



Click Here to access a sample file. 

 

14. Click on Upload Name File 



 

15. Review recipients and Click on Add To Cart 



 

16. Add message for recipients 



 

17. Click on Proceed to Checkout 



 

18. Click on CHECKOUT 



 

# PunchOut to be redirected to BearBUY 

https://solutions.sciquest.com/apps/Router/ReceivePunchoutOrder?supplierId=126526&punchoutOperation=create


19. Create a Cart Name 

Create a cart name so you can easily identify your order later on. 

Example: Program - Tango Gift Cards - Date 

You can also add a description to provide more information for your reference, but it is not 
required. 

 

20. Click on View Cart Details 

 



21. Required: Org Node 

 

22. Type "ZCEEE" 



 

23. Click on ZCEEE - Ctr for Ed EquityandExcellence 



 

24. Click on Save 



 



25. Click on Edit Shipping Section 



 



26. Select your campus office address & click Save 

Since the gift cards are delivered electronically, select your campus office address. 

 

27. Required: Chartstring 

Click on the pencil icon to fill out the chartstring details 



 



28. Required: Account Code 

Account Codes: 

57350 - Non-student Award (For staff and faculty, the maximum amount is $75) 

57450 - Student Appreciation (you MUST use Function Code 78) 

 

29. Required: Fund Code 

You will need to contact your department supervisor to obtain the correct fund that will be used 
for the order. 



 



30. Required: Department ID 



 



31. Required: Function Code 

Type "68" 

NOTE: If the gift cards are for student apreciation, you must use function code 78 



 



32. Click on Save 



 



33. Required: Attach approved Purchase Request & List of Recipients 

Click on Attachments 

 

34. Click on Add Internal Attachment 

Upload the approved Purchase Request & List of Recipients 

Important Reminder: Purchase Request Forms must be signed by your supervisor. 



 

35. Click on Save Changes 



 

36. Click on Submit 



 

37. Save the Requisition Number 

Your requisition number will help you easily locate your cart as your request is processed. 



 

# Gift Card Tracking 
After completing your request, make sure to fill out the CE3 Gift Card Tracking spreadsheet. 

38. Visit SES/CE3 Admin Forms & Protocol drive 

 

https://drive.google.com/drive/u/0/folders/19wVJsUlVzFDEBZjiUvsohO-tuqZXi-9S


39. Click on 1) Required Forms… 

 

40. Click on Gift Cards… 



 

41. Click on 3- Gift Card Tracking- (Required)… 

 



42. Fill out the Gift Card Tracking sheet. 

Important Reminder: Receipt confirmation ensures gift cards reached the intended recipients. 
This helps us catch issues early (wrong email addresses, unclaimed cards, delivery problems) 
and avoid reissuing cards later. 

From a compliance standpoint, confirmation of receipt is what closes the loop on a gift card 
request. This tracker sheet provides the documentation we need for future audits. 

Click Here to access the Gift Card Tracking Sheet 

 
 

 
Created with Tango.ai      
 

https://docs.google.com/spreadsheets/d/1aPY2nVg3u1_UiyiS0GzIECn-mbfvoBDr3Uted66jqwc/edit?usp=drive_link
https://tango.ai?utm_source=magicCopy&utm_medium=magicCopy&utm_campaign=workflow%20export%20links
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