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Once a cardholder creates a P-Card Envelope the approval process begins. 

 

After logging into the CASHet portal, mouse over the left margin of the window and 

click PCE Approval. 

 

.  

 

The below screen will appear listing the P-Card Envelopes that are pending approval.  

 

 

 

Click the row of the P-Card Envelope you are approving. 
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The P-Card Envelope Cover sheet will popup. 

 

 

There are four action buttons at the bottom of the screen.  

• Approve and Close: Only approve this envelope 
 

• Approve and Continue to Next PCE: Once this envelope is approved, the next 

envelope to approve will be displayed 
 

• Edit Envelope: Allows changes to coding, descriptions, split lines, add or remove 

transactions 
 

 

NOTE: If you do not have the ability to edit envelopes, please contact your 

accounting department. 
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The “Edit Envelope” allows coding to be changed, comments added, and the ability to 

delete or add transactions. 

 

 

 

Coding and the description can be modified in the appropriate fields. 

 

 

 

Comments can be added in the “Approval Comment” field. This field will print on the P-

Card cover sheet. 

 

 

 

A transaction can be deleted from the envelope by clicking the “X in a Blue Circle” 

located at the end of the transaction. 
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To add a transaction to an envelope, locate the transaction to be added. Tick “ADD TO 

PCE” box to the far right of the transaction line.  

 

 

 

Click “Add To PCE” button at the bottom of the screen. 

 

 

After editing the envelope click “Save All”  

 

 

 

Next click “Close” 
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The P-Card Envelope cover sheet will popup. 

Edits will be reflected on the cover sheet. 

 

 

 

You can now “Approve and Close” or “Approve and Continue to Next PCE”. 

 

Congratulations! You have successfully approved your P-Card Envelope as a 

Department Head. 

 

If you have any questions about these instructions please email renee@cashet.com 

or jens@cashet.com and copy PCEDA@cashet.com. 
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