
Luma Navigation Helps
A. Click in numerical sequence ie 1, 2 ,3… to complete the page
B. Fill in or click fields that have a           around it or highlighted in yellow
C. If you make changes to a page, ensure you save it before moving on
D. Use the webpage back arrow to go to previous page.
E. Refresh webpage if change/item can’t be seen 
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Create PO from Request



Removes Request from this listAnd populates back to the “Create Purchase Orders…List”

NOTE: Double Click Line Item to View
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“Created Purchase Orders” move to the “Recently Created Purchase Orders”2
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• This Step releases the PO
• Need to Issue PO to order

Create PO from Request



Create PO from Request



NOTE: Refresh Screen to update any changes

Double Click PO to View/Release

Create PO from Request
PO Status
• Unreleased – In System but no PO created
• Issued for EDI - Punchout PO that has been issued and is waiting to be sent to the vendor (automatically sends)
• Transmitted via EDI Successful - Punchout PO that has been issued and successfully sent to the vendor



• Verify all information is correct
• 1  Select “Release” when done
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Create PO from Request

Current Status



• Once Released the PO goes for approval
• Takes just a few minutes to get the following email

Create PO from Request



• Status changes from “Unreleased” to “Released. Not Issued”
• Right click on PO or Double Click PO to issue it

Create PO from Request



• Right Click Option

• Double Click Option

Create PO from Request

Current Status



1  Status Changes to Issued
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Create PO from Request



Print/Save PO Document

1  Double Click the PO needed

1



Print/Save PO Document



Print/Save PO Document
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