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WISMO eBay updates 

 

Description: 

How to forward WISMO emails to eBay customers 

 

Guidelines: 

Most eBay customers only communicate with us via eBay messages, which usually is attached to 

the corresponding order. Because of this, our message communication is slightly different than 

it is in a traditional email.   

 

Process: 
STEP ACTION 

1 

When WISMO emails come into the eBaycommunications inbox, they should always 
include the FSA order # and the eBay order # as shown below  

 

Note: 

The eBay order # is also known as the “Purchase Order Number” and can be found in 
FSA if the WISMO email didn’t include it. 
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Note: 

There are various message templates that are sent depending on the shipment 
status. The templates that the WISMO team uses are not always suitable for eBay 

customers, so we send alternative templates that pertain to them better. These 
templates can be found in the Master Messages Index under the WISMO tab.  
 

  
 
You will need to use these templates instead. Notice the “eBay Rewrite” column to 

the left of the “WISMO version” column. This will help you determine which 
template to send based on what the WISMO email says.  

3 

Copy the eBay order# from the email or FSA, and run a search for it under the 
“Manage all orders” page on eBay. Be sure to change the “Search by” field to “Order 

number” 
 

 

4 

Once the order appears, click the down arrow to the left of the blue order number 
and select Contact buyer from the drop down. (TIP: Open this page in a new tab by 
pressing/holding the Ctrl key before clicking on contact buyer)  

 

https://discounttire-my.sharepoint.com/:x:/p/katelyn_heward/EeV3HZtfyGRIsc21u4nLKUkBoPx9RJO8JHG3gyRC-PfLWA?e=UcBsTh
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5 
The message box will appear on this page. From here, find the eBay template that 
correlates with the WISMO email in the message index, and copy the text 

6 

Paste the template into the message box page, and fill in any blanks such as ETA 
dates or tracking numbers 

 

Note: 

If you have the time, double check the tracking numbers to ensure they are correct 

for that customer/order, and verify the update we are sending is still relevant  
(TIP: Sometimes the shipment status will have changed since the WISMO email was 
sent or FedEx progress will not reflect immediately) 

7 
Review the message one last time for grammar, spelling, typos, etc. before sending 
to ensure it is accurate and professional 

9 
Once everything looks correct, click Send message and close the tab  
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10 
Move the WISMO email to the “WISMO Sent” folder in the eBaycommunications 

inbox 
 

Contact: 
Kate Heward - katelyn.heward@discounttire.com 

Alisha Barton - alisha.barton@discounttire.com 
 

 


