	What is on the form
	What is generated for info on Connect Ticket

	Central Receiving Problem
	

	
	

	Quantity Problem
	Ticket Short Description: Central Receiving: Quantity Problem PO ##########

	<dropdown> Short Ship
	Longer text: Your order was delivered to UW Central Receiving. UW Central Receiving has received the quantity delivered but it is less than what is listed on the purchase order. We will deliver items to your location, but you will need to work with the supplier to resolve this short shipment. 

(the following lines should only be included if the Receiver has filled them out)
Line item #
Quantity Ordered on PO
Quantity Received This Shipment
Quantity Received To-Date
Quantity Discrepancy

	
	

	If Receiver picks Short Ship:
	

	Additional fields to fill out (not required):
	

	Line Item #
	

	Quantity Ordered on PO
	

	Quantity Received This Shipment
	

	Quantity Received To-Date
	

	Quantity Discrepancy
	

	
	

	<dropdown> Overshipment
	Longer text: Your order was delivered to UW Central Receiving. UW Central Receiving has received the quantity on the purchase order but more items were shipped than what is listed on the purchase order. We will deliver the items to your location, but you will need to work with the supplier to resolve this overshipment. 

(the following lines should only be included if the Receiver has filled them out)
Line item #
Quantity Ordered on PO
Quantity Received This Shipment
Quantity Received To-Date
Quantity Discrepancy

	
	

	If Receiver picks Overshipment:
	

	Additional fields to fill out (not required):
	

	Line Item #
	

	Quantity Ordered on PO
	

	Quantity Received This Shipment
	

	Quantity Received To-Date
	

	Quantity Discrepancy
	

	<dropdown> Other
	<open field for notes from Central Receiving Specialist>

	Receiving Problem
	Ticket Short Description: Central Receiving: Receiving Problem PO #XXXXXXXXXX

	 <dropdown> Contents do not match packing slip                                                                                                                                                                                                                                                                                                                                                                                
	Longer text: Your order was delivered to UW Central Receiving. The package cannot be received because the contents do not match the packing slip. We will not deliver this package to your deliver-to address but will hold the package awaiting further instructions from you. It is the purchaser’s responsibility to contact the supplier for this order if a return needs to be made. If you want us to receive the order in Workday and/or deliver it to you as is, please respond to this email with that information.

	<dropdown> Contents have been damaged
	Longer text: Your order was delivered to UW Central Receiving. The package cannot be received because the contents are damaged. We will not deliver this package to your deliver-to address but will hold the package awaiting further instructions from you. It is the purchaser’s responsibility to contact the supplier if a return or credit needs to be made. If you want us to receive the order in Workday and/or deliver it to you as is, please respond to this email with that information.

	<dropdown> Purchase Order Number is not valid and/or is closed
	Longer text: Your order was delivered to UW Central Receiving. The package cannot be received because the purchase order number is either not valid and/or closed. We will not deliver this package to your deliver-to address but will hold the package awaiting further instructions from you. It is the purchaser’s responsibility to contact the supplier to correct the purchase order number issue. If you want us to receive the order in Workday and/or deliver it to you as is, please respond to this email with a valid purchase order number.

	<dropdown> Packaging indicates hazardous material or is non-standard protective packaging
	Longer text: Your order was delivered to UW Central Receiving. The package cannot be received because the packaging indicates hazardous material or is a non-standard protective packaging. We will not deliver this package to your deliver-to address but will hold the package awaiting further instructions from you.

	<dropdown> Other
	<open field for notes from Central Receiving Specialist>

	Delivery Problem
	Ticket Short Description: Central Receiving: Delivery Problem PO #XXXXXXXXXX

	<dropdown> Deliver-To Address is wrong or incomplete
	Your order was delivered to UW Central Receiving. The package cannot be delivered because the deliver-to address is wrong or incomplete. Please respond to this email to let us know how you would like to proceed or to provide us additional delivery information.

	<dropdown> We do not have access to your location
	Your order was delivered to UW Central Receiving. The package cannot be delivered because we do not have access to the location. Please respond to this email to let us know how you would like to proceed.

	<dropdown> The order is large and will need planning and scheduling for delivery
	Your order was delivered to UW Central Receiving. Because the order is large and will need planning and scheduling for delivery, we are not able to deliver it without your help. Please respond to this email to let us know how you would like to proceed.

	<dropdown> Other
	<open field for notes from Central Receiving Specialist>

	Will Call
	Ticket Short Description: Central Receiving: Your Order is ready to pick-up PO #XXXXXXXXXX

	<dropdown>UW Tacoma – Mattress Factory, 1900 S Commerce St
	Your order was delivered to UW Central Receiving and has been received into Workday. Please come to the Central Receiving station by the loading dock in the Mattress Factory building to pick-up your order.

	<dropdown>UW Seattle – Publications Services Building, 3900 7th Ave NE
	Your order was delivered to UW Central Receiving and has been received into Workday. Please come to the Central Receiving station in the Publications Services Building, 3900 7th Ave NE to pick-up your order.



