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One Card Voucher Update
Robert Ramirez

Credit Card Program Manager
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UTSA Citibank One Card FY 24 - 25

666 Cardholders $ 7,407,475 Spend 2,580 Vouchers

Cards contain entitlements
allowing purchasing, travel,
and special events charges

Average monthly spend of
$1972 per card.

Amazon spend of $511,877

24,000 transactions 
reviewed from Sept 2024 

to Feb 2025
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 Employees pull and reconcile Citibank statements

 Employees manually create payment vouchers

 Cost Center approvers review and approve

 DTS reviews and transmits payment

Current Credit Card Payment Process
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One Card Voucher Build

Citibank file with 
credit card 

activity sent to UTSA

Credit Card Admin 
downloads file

to Peoplesoft and will 
run voucher build

Automated voucher 
build and

cardholder notification

Vouchers recoded 
by cardholders, 

BSCs, dept admins 

DTS review and 
payment to Citibank
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Improvements from One Card Voucher Build



Voucher Rows Created Automatically
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 Elimination of manual voucher entry



Card Account Information Auto-Populated
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 Resolved misapplied payments by ensuring accurate card information 
and improving data integrity



Email Notification
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Reduction in Non-Compliance Issues
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 Default vouchers attributable to lack of a voucher will be reduced
 Default vouchers automatically created for DTS



23

Questions?
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