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Aged Order Log 

 

Description: 

How to manage tracking information for aged orders 

 

Guidelines: 

You will need the following programs open: 

• Aged Order Log 

• FedEx Tracking 
 

Key: When looking at the log:  

Green = Shipping confirmed  
Red = Not shipped (needs follow up)   
White = Tracking not verified   
Orange = Shipping Exception   

 

 

Process: 
STEP ACTION 

1 

Use the order number on log to look up order in FSA 
 

 
 

2 

Go to the notes section in FSA and the tracking numbers will be under the 
“Agent Notes” tab 

 
 

3 
Look up each tracking number in Fed Ex tracking to see of there has been any 
scans 

https://discounttire-my.sharepoint.com/:x:/p/alisha_barton/ETUZ344fC3dNs12HvtsYWegBEtZPy_LRhdeoX42b3Iko6g?e=0ZHGEY
https://www.fedex.com/en-us/tracking.html
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4 

If Tracking shows in transit highlight order in log green 
 

 
 

 

5 

If Tracking shows no scans and still says “Label Created” highlight order in Red 
 

 
 

 
 

Note: 
If order has been at this status for more than 2 days send an email to the 
warehouse asking for update on order 

6 

Sometimes there will be tracking numbers that have an exception. Scroll down 
on tracking to see the “Travel History”. If there hasn’t been any updates in 3 
days, add order to the WISMO log and notes in FSA for CC to contact Fed Ex 



 
 

 
 

Designed by: Sales Support 

Written by: Kate Heward 

Published on: 6/14/2023 

Updated on: 6/14/2023 

 
 

7 

Highlight the order in Orange on the log 

 
 

 

 

Contact: 
Hope Van Laecken - hope.vanlaecken@discounttire.com 

Alisha Barton - alisha.barton@discounttire.com 


