
Blackhawk Business Process Overview 
Purchasing Gift Cards 
Navigate to SpearMart via the myFSU home page and initiate a punch-out catalog order from 
BlackHawk. For instructions on how to shop using the Punch-Out Catalog in SpearMart, please refer to 
the Shopping from a Punch-Out Catalog job aid. 

Punch-Out Order Process: 
• Requestor places order through SpearMart 
• Requestor receives an “Order Ready” email from BlackHawk for digital gift card orders 

o Digital card orders are invoiced upon receipt of PO 
• Requestor receives shipping confirmation email for physical cards 

o Order ships within 1-3 business days 
o Physical card orders are invoiced upon shipping 

• Once an order has been placed and a correct invoice is received by FSU from BlackHawk, 
customers only have ten (10) business days to “receive” on the PO in OMNI so that payment can 
be made to BlackHawk.  

 

Purchase Options 
The University recommends you only purchase Visa Reward Cards when the research population 
deems it necessary due to the additional activation fees, expiration date, and, for digital cards, the 
need for the participant to create an additional account to retrieve the incentive.  

Visa Cards (both physical and digital) 

• Visa cards are valid for 12 months from the date of purchase. 

• The expiration date is printed on the front of the cards. 

o Cards expire the last day of the expiration month.  

o There are no reissues or refunds on expired cards.  

• Digital Visa Cards can only be redeemed online. 

Merchant Cards (both physical and digital) 

• Merchant cards do not expire. 

• Merchant cards are redeemable only at the selected merchant locations. 

Separate purchase orders are required for each card type (Physical Visa, Digital Visa, Physical Merchant 
and Digital Merchant)  

Once an order is submitted, BHN is not able to cancel it or make any adjustments to shipping choice, 
card quantity, denominations, etc. BHN is not able to accept any returns for orders. All sales are final. 

Shipping Information  

https://procurement.fsu.edu/training#Job%20Aids


• Shipping directly to recipients is allowed (with prior approval per FSU Policy) 

o Gift cards cannot be shipped to PO Boxes 

o If shipping to a residential address, must choose the “Signature Required” option. 

Retrieving All Digital Cards  
Step 1: Create a Hawk Marketplace User Account 

1. You will be sent a registration email when you place your first digital order. 

2. Choose a password. 

3. Set up a multi factor authentication. 

Step 2: You will receive an email when the order is ready to retrieve. 

Step 3: Log in to https://hawkmarketplace.com/login 

Step 4: Click on ‘Order History’ on the left-hand navigation. 

Step 5: Select order # and click on ‘View Details’ 

Step 6: Click ‘Details’ in black navigation bar and click ‘Download.’ 

Step 7: You will be emailed a security code to gain access to the zip file. 

Step 8: Once you enter that security code, you can successfully download the digital card codes. 

Step 9: Purchaser is responsible for the safe keeping of the digital card codes until the reconciliation 
process is complete. Although the purchaser cannot assign retrieval of digital card codes to someone 
else within the order submission process, upon retrieval, digital card codes may be shared with the 
individual responsible for distribution  

Additional steps to retrieve Visa digital card codes. 

1. Email your recipients the following instructions for retrieving their digital card code: 

1. Go to https://myprepaidcenter.com/ to register your digital card code. 

2. On the Homepage, they click ENTER CODE in the “I Have a Code” section. 

1. Include the digital card code from column A of the downloaded file 

2. Include the amount of the digital card code 

3. Follow the online steps to register for an account. 

1. Additional instructions are provided on the site for redeeming the digital card 
code. 

https://hawkmarketplace.com/login
https://blackhawknetwork.salesloftlinks.com/t/101250/sc/9f2e45c2-76cf-4b87-9d36-50a218f5f0b0/NB2HI4DTHIXS63LZOBZGK4DBNFSGGZLOORSXELTDN5WS6P3ON5KHEYLDNM6XI4TVMU======/MFRWGY3EGRSTCYTFMY4DIZLCGA3TEMTGGM2TMOLFG4ZTKZRVMZSWEMDFGA4GCZLF/myprepaidcenter-com


Reconciling Gift Cards 
Overview 
Gift cards are initially purchased on a pre-paid item account code (191000), which does not post to the 
sponsored or non-sponsored funds as an expense. Once the gift cards have been distributed to the 
research participants, the respective gift card(s) will need to be expensed against sponsored or non-
sponsored funds.  To expense the gift card(s), the department should prepare a Departmental Online 
Journal Entry (DOL) as follows. Note: Even if the gift cards were purchased on the same funding source 
they benefited, you must submit a DOL to transfer the cards from the pre-paid account code to the 
expense account code.  
 

1. Run the FSU_DPT_GL_JOURNALS query in OMNI Financials 
a. Enter the fund code, dept ID, date range and project number the gift cards were initially 

purchased on. 
b. Enter “191%” in the account code field to isolate the “Prepaid Items” journal.  

(Note: This account code does not appear on the BI Transaction Detail Report, so the 
OMNI FI query must be used).  

 
 
 
 
 
 
 
 
 
 

 
 

2. Use the query results to complete the DOL as follows. 
 
 
 
 

a. In the description enter the following: 
i. To transfer the cost of the research participant gift cards that were distributed 

for project (NAME or ID#) from the departmental SRAD account to the 
sponsored project.  

b. In the “Transaction(s) As Currently Recorded” section:  
i. Enter the journal ID in the “Original Trnx Document #” field 

ii. Enter the Dept ID, Fund, Account Code and Project number from the original 
journal in their respective fields 

iii. Enter the Activity ID, “1” 
iv. Enter the analysis type, “NCA” 
v. Enter the total amount of the gift cards being transferred in the Amount field  

(NOTE: This is not necessarily the amount of the original journal if only a portion 
of the gift cards were disbursed) 

c. In the “Transaction(s) as Corrected” section: 



i. Enter the same journal ID as the original transaction in the “Original Trnx 
Document #” field 

ii. Enter the Dept ID, Fund and Project number for the sponsored project the gift 
cards were used for 

iii. Enter the Activity ID, “1” 
iv. Enter the Analysis Type, “GLE” for open projects or “CLE” for expired projects 
v. Enter the Account code “740355” for Research Participant payments that are 

included in the MTDC base (Modified Total Direct Cost) OR “741954” for 
Research Participant Payments that are excluded in the MTDC base 
(NOTE: If you are unsure whether the research participant payments are 
included or excluded from the MTDC base contact your SRA Accounting 
Coordinator or FSURF Grants Analyst for assistance) 

vi. Enter the Amount for the value of gift cards that were distributed to the 
research participants for the particular project 
(NOTE: This may not necessarily be the total amount of the original transaction, 
but it cannot be more than the original transaction) 

d. The following backup will be required to be submitted with the DOL 
i. A copy of the FSU_DPT_GL_JOURNALS query results 

ii. A Research Participant log that shows the cards were distributed (de-identified 
if required by the IRB Protocol)  
(NOTE: The SRA Cost Transfer Justification form is not required as a prepaid 
item is being expensed rather than costs being transferred.  However, the 
transfer should occur within 90 days of the date the gift cards are distributed.) 
 
 

Sample DOL 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Customer Support 
Purchasers (Florida State Approved Users) 

Email BHN Customer Service at DL-PunchoutSupport@bhnetwork.com for the following inquiries: 

• Resend Hawk Marketplace registration invite 
• Tracking number request 
• Order status 
• Shipping Issues (Lost package, stolen package, non-delivery) 
• Order not seen in Hawk Marketplace account 
• Hawk Marketplace log in issues 
• Assistance with retrieving eCodes 

 

Email Procurement Services at procurement@fsu.edu  for the following inquiries: 

• New denomination requests 
• New merchant requests 
• Pricing questions 

 

Research Participants   

• For Merchant card issues – Contact the merchant directly. 
• For Visa/MasterCard issues - See https://myprepaidcenter.com/contactus 
• Research Participants should not contact BHN for support. 

 

BHN Customer Service Guidelines   

http://blackhawk.eprohub.net/images/user/BHNPunchOutClientsGuidelines2024.pdf 

 

mailto:DL-PunchoutSupport@bhnetwork.com?noTrack=true
mailto:procurement@fsu.edu
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fblackhawknetwork.salesloftlinks.com%2Ft%2F101250%2Fsc%2F0bbb9608-e9c5-40dd-9575-0c1c292500bnam04-safelinks-protection-outlook-com&data=05%7C02%7CJohn.Gross%40bhn.com%7C0407f7ffc4c743f4606508dc950fee5d%7C09f55992c50c45628657b1bd6acc36c5%7C0%7C0%7C638549142865933924%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=vhk4TneQt5y2nooNbSLNUQTjhFU2E7PLK6XoyDeXzEE%3D&reserved=0
http://blackhawk.eprohub.net/images/user/BHNPunchOutClientsGuidelines2024.pdf
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