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Topic DO NOT Clear System Messages 
Document 
Types Involved 

Bid☒           Requisition ☒           PO☒                Receipt ☐     Invoice ☒    Credit Memo ☒ 
Report ☐           Vendor ☐       User Profile ☐     Agency Setup ☐       Other ☐ 

Reason for 
Publication 

The System Messages tab is available to all Accounts Payable, Department Access and Basic Purchasing ProcureAZ users. This tab displays key 
messages generated when documents move through ProcureAZ.  The types of messages noted are errors, warnings and successful creation 
of POs and Clones. These messages are the same messages that are seen on ProcureAZ Documents.  
 
The messages displayed on this tab are not limited to documents created by the user.  The user can see all messages for documents that 
were created in the departments/locations that are included on the user’s profile.  For Basic Purchasing users, that will be all locations within 
the Organization.   
 
The user can clear any/all of the displayed messages – they are not limited to their own documents.   
• This may remove error messages that would help another user identify what needs to be corrected on their document. 
•  

Steps 
Resulting in 
Scenario 

1. A user clicks on the System Messages tab to view the messages. 
2. The user checks the Select box on one or more displayed messages 
3. The above user scrolls down to the bottom of the page and clicks the Clear Messages button. 

 The selected messages will be cleared from the tab 
• Those messages will no longer be available on the documents either. 

 
 
1. A user clicks on the System Messages tab to view the messages. 
2. The above user scrolls down to the bottom of the page and clicks the Clear All Messages button. 

 All messages will be cleared from the tab 
• Those messages will no longer be available on the documents either 

 
 
 
 

 4.  
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Recommended 
Strategy 

Inform users NOT TO CLICK the Clear Messages or Clear All Messages button 
o We are working with Periscope to set development priority for a way to limit access to clear messages to specific users. 

Screenshots 

1. ProcureAZ Home Page showing location of System Messages tab 
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Screenshots 
Continued 

2. Selecting individual messages and clicking Clear Messages REMOVES those messages from the tab and 
also from the documents 

 
OR 

 
2. Scrolling to the bottom of the page and clicking Clear Messages REMOVES those messages from tab and 

the documents 
 

 
 


