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ASN Tracker 

 

Description: 

This process is to track special orders going to the DC, to make sure they deliver and ship 

correctly. 

 

Guidelines: 

We must wait 48hours from the time a PO is made, to follow up with the vendors for tracking. 

In FSA, Delivery tracking = the DC Tracking # & PO tracking = the vendor’s tracking # going to 

the DC. You will need the following systems: 

• FSA 

• FedEx – logged in 

• Vendors excel sheet 

• ASN Tracker excel sheet 

Process: 
STEP ACTION 

Begin by Following up on orders already added to the sheet: 

1 
Open the ASN Tracker excel sheet & check column E “Follow-Up Date” to 
see if there are any orders you need to follow up on today 

2 

If there are – search the tracking number to check the shipment status 
and make sure it delivered, or will deliver to the DC on time 
  
If there are any delays – update the sheet notes & follow up date 
accordingly 

Adding new orders to the sheet: 

3 

Open the ASN Tracker tile in FSA. Under “Sales Order Creation Date” set 
the time period to “DATE”. Then click the calendar icon and select the 
date from 3 days ago (accounting for the weekend if it’s a Monday) 
Click Go  

 

file://///corpfiles/Corporate/DTD/Tires/Purchasing/Vendors.xlsx
https://discounttire-my.sharepoint.com/:x:/r/personal/courtney_deinzer_discounttire_com/Documents/ASN%20Tracker.xlsx?d=wb838d0e58b6049b585fcf3a96447ad0e&csf=1&web=1&e=q49n5A
https://discounttire-my.sharepoint.com/:x:/r/personal/courtney_deinzer_discounttire_com/Documents/ASN%20Tracker.xlsx?d=wb838d0e58b6049b585fcf3a96447ad0e&csf=1&web=1&e=wIFjg5
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4 
A list of PO’s will populate. We do NOT need to do any MGP orders, or 
other accessories, so you can skip over those 

Note: 
To the far left of this list in FSA, there will be orders marked blue & red.  
Blue = Special Orders (these will be the orders you need) 
Red = Drop Ship Orders (skip these) 

5 

Picking up from the last date in the “Orig. order Date” column on the 
sheet, add any new applicable orders from the FSA list by entering the 
FSA order # and PO # to the log  

 

6 

Search each order in the FSA Manage Orders tile & go to the Notes tab 
to look for any ordering notes indicating potential backorders or delays 
 
If there are – leave a detailed note on the sheet and set the follow up 
date accordingly 

7 

For any orders that don’t have a tracking number yet – Log into FedEx 
and go to Tracking at the top > All Tracking Services > Track by 
Reference 
 
Enter the PO# in the “Reference Number” field, select United States for 
the “Country” field, and enter the DC zip code that the order is sourced 
from for the “Postal Code” field 
 
GA = 30213 
IL = 60124 
TX = 75241 
CA = 92570 

8 

If tracking is available for the PO: copy & paste it into column D on the 
ASN Tracker sheet, leave a note with the ETA-to-DC, and enter our follow 
up date. This will be 1 day after the ETA date 
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You will also need to paste the tracking # into the ASN tracker list on FSA 

 
Click the Save icon to the far right  

 

9 

If there is NOT tracking available yet: call the vendor, provide the PO# 
and ask them for tracking OR send them the following email:  
**Be sure to CC DTD_Followup** 

 

Notes: 

Vendor phone # & email addresses can be found in the ‘Vendors’  
excel sheet 
 
You can check for Konig tracking on their website here 

 

Contact: 
Courtney Deinzer - courtney.deinzer@discounttire.com 

Jim Gelowitz - james.gelowitz@discounttire.com 

 

 

https://konigwheels.com/dtc/

