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VUMC purchases for Amazon Gift Cards are purchased through Amazon’s Incentives Program. The guide 

below includes instructions for setting up your Amazon Incentives account as well as how to complete the 

purchase in both Workday and Amazon.  

Set Up Amazon Incentives Account 

Amazon Incentives requires you set up individual Amazon 

Incentive accounts to purchase gift cards.   

Use the Account Registration Link to set up your account. 

 

Accounts should reflect the following organization and  

address information:  

1. Company Name: VUMC 

2. Company website: VUMC.org 

3. Industry: Healthcare 

4. Company Address: 60 Athletes Way N 

     Mt. Juliet, TN 37122 

5. How much spending: select from list 

6. How plan to use: select from list 

7. Check the box to Agree. 

8. Click Continue to create your account.  
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https://amazonincentives.my.salesforce-sites.com/AV2_Register?region=us
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Purchasing Gift Cards 

1. In Workday, select Menu > Requisitions.  

If you do not see Requisitions in your 

Menu, see the guide here to add apps. 

2. If applicable, click Edit Details and update your  

Requisition Details with your Requisition Type, 

Deliver-to address, and worktags (if needed).  

 Note: Requisition type = Blanket for  

Gift card purchases. 

3. Select Request Non-Catalog Items under Ordering 

Methods. If the selection is greyed out, see your  

Requisition Details in step #2. 

4. Choose Service as the Request Type. 

5. Complete the Request Details of the requisition,  

Including: 

 Supplier: AMAZON.COM SALES INC/ACI GIFT 

  CARD LLC 

 Price: Total of all gift cards being ordered.  

This can be for this order, or for the fiscal  

year.  Note, however, this invoice is  

prepaid and creates a balance available  

in your Incentives Program account. 

 Memo: Enter Business Purpose here. 
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https://www.vumc.org/myworkday/sites/default/files/public_files/Training/WDES/Workday%20Apps%20and%20Shortcuts.pdf


 

 

     

Page 3 of 3   5/12/2025 

6. Click Add to Cart. Do not add any additional suppliers to  

this requisition. 

7. Select your cart and click Checkout. 

8. Verify the information is correct and select Submit. 

9. Once the PO is issued (you have a PO number), contact 

jsonhic@amazon.com to request a ‘Pro Forma Invoice’. 

10. Once the invoice is paid and the funds are available, log 

into your Incentives Program to request gift cards for any  

denomination and quantity. Note that physical gift cards  

should only be shipped to VUMC business addresses.   

Electronic gift cards will use the template available when  

ordered, to detail the amount, user, email, and sender for  

each card. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This process is only for the purchase of Amazon Gift Cards.  Further guidance for branded gift cards, such as Door 

Dash, Starbucks, etc. is pending. 
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