University of Montana Participant Support
Virtual Incentives Project Setup Form 

Please start this process at least 30 days before your anticipated first payment date. 

Instructions:
1. Please fill out the below information as it pertains to your study. 
2. Email this form to VI Support (support@virtualincentives.com) and Ryan Burns (rburns@virtualincentives.com) at Virtual Incentives. Please copy your UM Grant and Contract Officer (GCO) on that email. 
3. Virtual Incentives will set up your participant support project in their system. This can take up to 3 business days. Virtual Incentives will send you an email notification when your project has been set up. They will also send you an invoice that you will need to submit to OSP or your DRA/Budget Analyst (for non-sponsored projects), along with the Participant Support Payment Form. 
4. After your project is set up, please reach out to the UM GCO to get a VI NOW account set up. This is a one-time only step. All team members who are handling participant payments should request their own VI account. You will receive an activation email prompt from VI once this step is complete. This may take up to 5 business days.
5. After your project is set up, please proceed with submitting the Participant Support Form and the VI invoice to your OSP GCO (for sponsored research) or your DRA/Budget Analyst (for non-sponsored research). 

For international participants (excluding Canada): VI does not currently offer VISA (digital or physical) for international studies. International participants will only have the option of a merchant gift card. For studies that have participants in the U.S. and internationally, you have the option of a Global Gift Card Pass. Please reach out to rburns@virtualincentives.com for questions about this option.  
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	UM GIFTCARDPASS 

	Program/Project Name and Index: 
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