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Processing Closeout Orders 

 

Description: 

Closeout orders represent the Used and Aged product that we have in inventory at the DC’s and 

regional warehouses. By listing this product on eBay, we have an opportunity to recover cost on 

aged product and create revenue on used product. 

 

Guidelines: 

Follow the steps below carefully. You will need the following systems: 

• FSA (Manage Orders tile) 

• SAP (with access to ‘VA02’) 

• Closeout order list 

• eBay Closeout Orders  

Process: 
STEP ACTION 

1 

Open FSA and the Closeout Orders list on eBay 

 
 

2 

Open SAP (va02) and the Closeout order list as well 

 
  

https://discounttire-my.sharepoint.com/:x:/p/addam_templeton/ES6JHhZBJ8ZDma0ISpRmLGwBfW-qJ4-KN-O7vfn8MsF2Tw?e=CXe7fY
https://www.ebay.com/sh/ord/?filter=status%3AALL_ORDERS&search=itemtitle%3ACloseout
https://www.ebay.com/sh/ord/?filter=status%3AALL_ORDERS&search=itemtitle%3ACloseout
https://discounttire-my.sharepoint.com/:x:/p/addam_templeton/ES6JHhZBJ8ZDma0ISpRmLGwBfW-qJ4-KN-O7vfn8MsF2Tw?e=CXe7fY
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3 

Search the order in FSA using the eBay order #, or “Purchase Order 
Number” as FSA calls it 

 

 

4 

Check the status of the order. If it says Being Processed, then you will 
need to process the order 

 

5 

Check stock in the Closeout Order list. Use the article number, 
warehouse, and quantity from FSA to do this 

 

6 

First, choose the necessary warehouse tab at the bottom of the list. 
Then click on any cell and press CTRL+F so the ‘find’ box pops up. Search 
the article number, and it will highlight what you are looking for  
in green 
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7 

Change the quantity in the Closeout order list to what will be left in 
stock after you take what you need for the order you are working on  

 

8 

Use the ‘order number’ in the Closeout order list, to look up the order in 
SAP where you will need to take the stock from as well 

 

 
 

9 

Find the article number in the SAP order & change the quantity to what 
is left after you take what you need for your order. To do this, click on 
the order quantity box and then change it manually 
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Note: 

If the qty will be 0, then you need to delete the article altogether from the 
order. To do this, click on the gray square to the left of the article 
number, until it highlights the line. Then right click and select delete item 

 
 

10 

Save your work by selecting the blue floppy disc at the top of the SAP 
screen 

 

11 

Now that we have changed the stock, go back to the FSA order. Click Edit 
in the top right corner 
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12 

Here we need to override the DC & the Requested Delivery Date. To do 
this click on the pencil

 
 

13 

DC override - Make sure to choose the correct warehouse where the 
product is coming from 

 
 

14 

Requested Delivery Date – Change the date to today’s date.  
Click the Submit button at the bottom

 

15 

Select Yes when the warning box pops up
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16 

Check the Ship To address to make sure it is not a PO box, then click Next 

 

17 

Click Next again 

 

18 

Under ‘Agent Notes’ type Processed – DATE. Then click Next  

 

19 

Click Make Payment 

 

20 

Click Update Order 

 

21 

Click the order number to take you back inside the order 

 

22 

Lastly, leave a note on the order in eBay. To do this, select the drop-
down arrow and click Add/edit notes 

 
The note should say Processed - DATE - **ORDER #** 



 
 

 
 

Designed by: Sales Support 

Written by: Kate Heward 

Published on: 8/21/2023 

Updated on: 8/21/2023 

23 

Click Save  

 
 

24 

Your note will then be saved on the order & you are done! 

 

Note: 

If you look up the order in FSA and the status shows Completed, just skip 
it as FSA processed it automatically.  
 
After that, you will still need to update the stock on the Closeout order 
list and in SAP. When you leave your note on eBay, write  
Processed - DATE - **ORDER #** 

 

Contact: 
James Gelowitz - james.gelowitz@discounttire.com 

Alisha Barton - alisha.barton@discounttire.com 

 

 


