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Aged Orders 

 

Description: 

How to process eBay aged orders.   

 

Guidelines: 

You will need the following programs open: 

• FSA 

• eBay - Username: discounttiredirect | Password: *tobethebest!* 

o Manage All orders 

o Manage Active Listings 

• FedEx - Username: DTDKeith | Password: Support1   

• Aged Database - M:\Tires\eBay_Prod_Maint\DT_AgedTireProgram 

• Email to warehouse template 

• Aged order log 

• Current active regions 

 

Process: 
STEP ACTION 

1 Open aged orders in FSA and work from bottom to top 
2 Open order in eBay (from Manage All Orders)   
3 Make and Save shipping label 
4 Process order in FSA  
5 Added tracking in eBay 
6 Send email to warehouse  
7 Add order to Aged Order Log 
8 End listing in Database  
9 End Listing in eBay (from Manage Active Listings)  

SHIPPING LABEL Choose any of the Aged Tire Project Templates 
1 “From:” Leave 
2 “To:” Use Customers Ship to Information from FSA 

3 

Select number of packages 

• If multiple, don’t forget to select Yes next to “*Are Packages 
Identical” 

• “Weight per package”- Find on eBay listing under Item Specifics 

https://www.ebay.com/sh/ord/?filter=status%3AALL_ORDERS
https://www.ebay.com/sh/lst/active-
https://www.fedex.com/fcl/?appName=fclfsm&locale=us_en&step3URL=https%3A%2F%2Fwww.fedex.com%2Fshipping%2FshipEntryAction.do%3Fmethod%3DdoRegistration%26link%3D1%26locale%3Den_US%26urlparams%3Dus%26sType%3DF&returnurl=https%3A%2F%2Fwww.fedex.com%2Fshipping%2FshipEntryAction.do%3Fmethod%3DdoEntry%26link%3D1%26locale%3Den_US%26urlparams%3Dus%26sType%3DF&programIndicator=0
https://discounttire-my.sharepoint.com/:x:/p/alisha_barton/ETUZ344fC3dNs12HvtsYWegBEtZPy_LRhdeoX42b3Iko6g?e=UHk5Ms
https://discounttire-my.sharepoint.com/:x:/r/personal/addam_templeton_discounttire_com/Documents/Documents/ebay/Aged/current%20active%20regions.xlsx?d=wa1da2f1c9500407b83f83538a8f31821&csf=1&web=1&e=30y1r6
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Order Number = FSA order #  
Invoice # = SKU and can be found under the listing title: 

 
Click Ship > Save Label > Print 
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Save as PDF 

 
 
Save in Mdrive under the file path below.  
*Create a new folder for each order   

  

FSA PROCESS Process order in FSA  

1 

Click the pencil to edit Item Description 
Click the Notes tab & copy description from Article Sales Text 

 
 

2 

Click on the Details tab and paste the description into the Article 
Description box. Then click Go to Checkout 
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Click Yes if this warning pops up 

 
 

4 

Check address for any discrepancies. If none, click Next 

 
 

5 

Make sure the shipping method is set to “Home Delivery”. Then click 
Next 

 
 

6 

Add tracking to Agent Notes and click Next again 

 
 

Note: 

Tracking numbers can be found in purple text on the print label page on 
FedEx. If there are multiple packages you will need to select the number 
form the drop down on the bottom right to get the rest of the tracking 
numbers 
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7 

When the Delivery block pops up you will highlight “Without sourcing” 
and delete it so it is blank. Then click OK  

 

 
 

Click Make Payment 

 

8 

Make sure the Balance is at 0.00 and then click Update Order

 

9 

Click the order number in blue to go back to order 
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EMAIL Open the Aged eBay message template and fill it out 

1 

• Send To = All emails for that warehouse  
(emails can be found in the “Current Active Reasons” excel sheet)  

• Subject line = SKU 

• Body = Customers Name, SKU, and item description (from eBay 
order) 

• Attach labels for the order from Mdrive  
(make sure to open label after attaching it to make sure all labels 
were created, and the name and address match) 

 
 

eBay TRACKING Adding the tracking numbers to the eBay order 

1 

Click Add Tracking on eBay order 

 

2 

Copy and paste each tracking number and select FedEx as the carrier. If 
there is more than one tracking number, click Additional tracking 
number. Then click Save and Continue 
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AGED ORDER 
LOG 

Add order to the Aged Order Log. This can be done when filling out the 
email above, as it requires the same information.  

END LISTING In the Database 

1 

Open the aged database and click on Sold Listings  
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2 

Enter the Item ID (This can be found on eBay, in the light gray numbers 
under or after the listing title)  
Click OK  
 

 
 
 

 

3 

Enter the following information: 

 
Order Number = FSA order #   
Sold Price & Date can be found on eBay 

Status = Change to Sold  
Item Id = Delete   
Stock: Change to 0  
Is Active: Change to 0  
Click Submit then OK  

4 
Exit out of that page by closing it out. This will take you back to the home 
screen 
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END LISTING On eBay 

1 

Open the Manage Active listings page in eBay. Enter the Item ID # in the “Enter 
Value” box. Click Search (this may take time to load) 

 
 

2 

Select the down arrow under the action column, and click End Listing 
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Contact: 
Hope Van Laecken - hope.vanlaecken@discounttire.com 

Alisha Barton - alisha.barton@discounttire.com 

 

 

3 

Click End Listing again 

 
 


