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eBay Communications Inbox 

 

Description: 

This inbox allows Customer Care Agents, WISMO and other departments to communicate with 

eBay customers, regarding their eBay orders. 

 

 

Guidelines: 

eBay customers are best contacted through an eBay message, instead of an email or phone call.  

 

 

Process: 
STEP ACTION 

1 

Most of the emails this inbox receives are things we need to communicate to eBay 
customers. The emails can be forwarded to the customer by simply copy & pasting the 
text into an eBay message 

2 

Here is an example of an email from a Customer Care agent: 
 

 
3 Look up the associated order in FSA  
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4 

Use the FSA “Purchase Order Number” to search for the customer’s order on eBay  
 

 

 

5 

Click the down arrow next to their eBay order number, press Ctrl and select “Contact 
Buyer” from that drop down. The message box page should open in a new tab 
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6 
Highlight the message section addressed to the customer in the agent’s email, and 
copy it 

7 Paste that into the eBay message box, and click “Send message” 

8 
Reply to the agent’s email, and let them know the message has been sent to the 

customer 

9 Move the email to the “Messages Sent” folder 

9 
You’re done! That is how we forward email communications to an eBay customer, 
via eBay messages 

10 To forward the WISMO emails, refer to the “WISMO eBay updates” task best practice 
 

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

Alisha Barton - alisha.barton@discounttire.com 
 


