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Tutorial: Inbox

OVERVIEW

In this section, you can:

View received messages
View sent messages

View your Ad postings

Reply to a message

Write a message

Forward a Message

Save received/sent messages
Search in your messages
Sort your messages

Description:

LN UL R WNE

support@polygon.net
1-800-221-4435 (select ‘3’ for Support in the menu options)

Need Help:

Polygon’s Direct Message (DM) system is similar to other email systems you have used. Your Polygon account has an
Inbox. To ensure a secure messaging system, you cannot receive email outside the Polygon Network in your Inbox and you
cannot send Direct Messages (DMs) outside the Polygon Network. However, you can set an Email Alert that will notify you
each time you receive a DM under the Preferences tab. The alert will be sent to the email address you provide.

1- HOWTO

1. View Received Messages

Useful tips
e Messages in your inbox will expire after 9 months after which they will automatically be deleted unless you have
saved them.

e Viewing preferences for how you view your messages can be set under the ‘Preferences’ tab.

e If you are reading a reply to you, the original message will appear at the top and the reply to you will appear on
the bottom.

e To find out more information about the sender, click on the company name in the ‘From’.

e To print a mail message, click on the print icon at the far right of the opened message.

e Go to the “My Account” tab

[————]
- My Account () Community Ads

Find 5 member B

I?lii!ml:lm:l!i_:EE Jewelm.:ii Colored Sll:lne!i_:EE Waiches

Compose Message
Inbox {0) Profile Connections (0) Feedback Imvoicing (0) Preferences r g

Sort by: O Ascending () Descending

Results Per Page: 25 40 100 500

Meszages:MNone

|Search Subject and Message | |Search From |

e Your Inbox will automatically show up displaying all your received messages

o New messages will be in bold font
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e You can sort your messages by date, subject or who it’s from

- My Account ([} Community Ads Diamonds . Jewelry . Colored Stones . Watches |F."na'a member B

Compose Message

Inbox (D) Imventory Profile Connections (D) Feedback Imvwoicing (D) Preferences
— : ; .
e e e i | Sort by: | Date v p Ascending ® Descending
Results Per Page: 25 a0 100 a00 Id or company nams |

Messages MNaneg ¥
Search Subject and Message | |Search From

Subject Fram Date Received - ¥

e You can also access your inbox by clicking on the messages icon from your chat bar

@ M234 : |

2. View sent messages

Useful tip
e Messages in your ‘Sent’” will expire after 30 days after which they will automatically be deleted unless you have saved
them.

e Go to the “My Account” tab
e Goto “Inbox”
o Choose “Sent” from the drop down list

e You can sort these messages as well by date, subject, or who it’s from

Community Ads Diamonds JBWB"}'_:EE Colored Stones Waiches Find & rember B

Compose Message

Feedback Preferences

Imvoicing (0)

Sort by: O Ascending ® Cescending

Inbox (0) Profile Connections (0)

Messages:Hone

Search Subject and Message Search From
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3. View your Ad postings

e Go to the “My Account” tab
e Go to “Inbox”
e Choose “Sent” from the drop down list

e Ad postings will be in the same sent folder as your messages to other members

My Account Community Ads

Find & member B

Diamonds . Jewelry . Colored Stones . Watches

Compose Message

Inbox {0) Profile Connections (0) Feedback Imvoicing [0) Preferences

Sart by: O Ascending & Descending

Messages 1-1 of 1 {upto 9:54 Akl)

| All e | |Search Subject and Message Search To

Criginating )
Channel Status Subject To Date Posted » [F
DB 1.00- Round - D-E - FL-IF - GlA - ~ Fublic Posting 050511 9:54 am [

Shows the channel the
meszage was sent to

Messages1-1of

4. Reply to a message

e Click on the message Subject to open a Reply message

3 My Account (3) Community Ads Diamonds . Jewelry . Colored Stones . Watches .

|Find a member B

Compose Message

Profile Feedback Preferences

Sart by: O Ascending ® Descending

Inbox (3) Connections {0} Imvicing {0}

Results Per Page: 25 50 100 500
Messanes 1 -7 of 7 {upto 10:11 Abf)

[Search Subject and Messac| [Search From |
O

Subject From Date Received +

Click on the Polygon HO (911)

Gl test subject to open a = - (800) 221-4435 @ , Longueuil, 05/17/11 12:54 PM
Reply Message Qc, cA
Polygon HO (911}
M test &S|~ (800} 221-4435 & . Longueuil, 05/18/118:38 PM O
QC,CA

Note: If you are replying to a reply to you, the history of the DM conversation will display at the top of the screen.
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e  Write your message and hit the ‘Reply DM’ button

Polygon - Direct Message Reply

TRAINING MATERIAL

5. Write a message

e Go to the “My Account” tab

e Go to “Compose Message”

|-
& My Account (0}

Profile

Inbox {0)

Fesults Fer Page: 25 50 100 500
Messages 1-1 of 1 {upto 9:54 Ab)

Community

Connections (0)

Diamonds

Feedback

Al v

|Search Subject andd Message
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Jewelry

Colore

Imvoicing (D)

d Stones

Preferences

Watches

Catenories Subject From Posted
. Palygan HZ (911) )
Dhd - Direct Mezsaoe test E= . (800} 221-4435 @ , Longueuil, G, G4 0311811 .38 PM
&
Frint
Forward
Save
Subject *
RE: test
Reply *
B 7 U A | == — | Styles + Paragraph - Font size - |&v ?v
A a@A|EE|=E]| | L F@wm @O G
| |73 = "m o ¥ | | — Q| * x| |
e write your message here

Find & mermber

| Compose Messngel

Sart by O Ascending & Descending

Search Ta

Last Updated: May 26, 2011
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e Enter one or more Polygon member Id numbers in the ‘Select Member(s)’ field. If you do not know the Poly ID#, click
‘Find a Member’ to search for their name or Company. You can also browse through your connections to send a
message to all of your connections. Up to 10 Poly IDs can be entered at once (unless they are from your connections,
whereas there is no limit). To write to more than one member at a time, enter the Poly IDs with a comma between
and no spaces.

e Enterin subject and compose your message

e |f needed you can add up to 5 pictures at the bottom of the screen

e Click send preview to view the message before sending or click send to send the message

Enter the member
Poly ID #

Separate multiple Paly 1Ds with comma " " or semi-colon ™"

f you do not know the
Poly ID#, click here to
search by name

Compose Message

| == Find & Member

Select Member(s) | == Browse Connection:

(* required information)

lick here to browse

Subject * | | through Polygon
member connections
Message '
B 7 U 2 |=E = = = | Gtvles ~ Paragraph = Font size - |£- E-
e == | G F@m |FHo K
| | | — e @ |* x|Q |

Compose your message here

ou can add your
website here

Path: p —

Hyperlink{s): | | The length for the hyperlinks cannot exceed S00
characters.

Attachment(sk | (Click Browse to choose a file to attach and then click Open.)

| |[ Browse.. | Thetotal sttachment size cannot excesd 2
MB.

T ¥ il
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e Spellcheck is now available when writing a message. If you are using the Internet Explorer browser, you will be

prompted to download the spellchecker. If you are using Firefox, you automatically have a spellchecker and will

not be prompted to download one.

A
ay

the jewelry industry’s largest & 'nnrkulplm:a_"

Compose Message

13

Polygon  jyyl g mcasmineingor L

Click here to close this window.

haf hdfgh grfh dfhgfd h

m

Select Memberis) (* required information ) II
Separate multiple Poly IDs with comma *” or semi-colon ™"
Subject*
1 p—
S
Message *
B I gm|§§§§|5tﬂes ~ Paragraph = Fant size vlival’_?v E
AR@ANEE|=FE|9 ¢ bI@m| @O

1
4

- | | |—Q|x, x |2 ¥ Message from webpage - @Ju

pr—

i &
ie5Spell not detected. Do you want to install it now?
[ ok || cancl
javascript:; [@ & Internet | Protected Mode: Off da3 v HI10% -
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e Download the Spell Checker by selecting the ‘download now’ link

ieSpell - A Spell Checker for Internet Explorer

b Inteoduction — [Download

R e Important - ieSpell is free for personal use only. Commercial use requires a separate license. See Licensing for more information.

& NO SPYWARE

LICENSING Latest version - v2.6.4 (build 573) - 1. 99MB - released 20th February 2010 |
£ Buy Now!  NOVIRUSES

+*
To download, simply click on any one of the download icons =3 in the table below. SOFTPEDIA

- Please see the Installation mnstructions and Usage instructions for help. - .
b ieS) APL certified by www.softpedia.com |

Download Server provided by (click to visit site)

(Primary Mirror) CNET Download.com

+
= _download now!

é download now! (Secondary Mirror) SnapFiles

| |
| |
| download now! | (Secondary Mirror) Major Geeks
| |
| |

é download now! (US Mirror) hostultra
report a broken mirror!
AWARDS
ﬁ Minimum system requirements:
wea@ + Windows 9x/ME/NT/2000/XP/Vista/7
+ Internet Explorer 5.0 or higher
— + 7 MB of free disk space (More if you install the optional langnage packs)

e Once downloaded, you can use the spell checker

Click here to close this window.

Compose Messag“g ieSpell - English tLU.Si_LldEJ

o Mok Far cammercial use
Select Member(s) Mot in Dictionary: . {* required informaticn}
I utyru Ignore | Ignore Al |

Replace with: Change I Change All |

Subject * 1 =

Add
Suggestions: Look up meaning
Message *
B I U0 ABG|§ Options... | Cancel |
A GBa@ |40k

= | ERE" o 8 | — & ||| x x |2 ¥ |
I rtyutry urty urt
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e From your opened message, click on the ‘Forward’ link
e  Write your message (same as Write a message)

e C(lick ‘Forward’

7. Save received/sent messages

e Go to the “My Account” tab
e Click the check box to the right of the message
e Choose “Save” on the bottom right hand corner

[
My Account (1)

& Community | Ads

Inbox {1) Inventory Profile Connections (0)

Results PerPage: 25 a0 100 500
Messanges 1-10f 1 (upto 10:23 A}

Diamonds

Jelmelr!.t.:EE Colored Stones Waiches

|."-'."na' & membsr

Feedback Preferences

Imwoicing (0)

Compose Message

Sort by: O Ascending & Descending

|Search Subject and Message |

Search From

Subject
B4

Great doing business with you

Messages 1-1of 1 upto 10:23 Al

Resultz Per Page: 25 50 100 500
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Fram Date Received «

—

Polygon Customer Service (148967)

{450) 463.8926, Longueuil, oc,cA 020311 10:23 AN

Last Updated: May 26, 2011

Check the box next
to the message you
wigh to save

Delete

Save
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8. Search in your messages

You can search for a message by author or subject from your inbox, saved and sent messages
e Go tothe “My Account” tab
e Enter the subject and/or company name or Polygon ID of the member whose message you want to search for

e Click “search”

|Find a member B

Compose Message

Diamonds . Jewelry . Colored Stones . Watches

3 My Account () Community Ads

Use the member's company name or
Polygon id to search for their
messages to you

Results Per Pageaﬁ 50 100 500 ‘
Messages:Mone

Search Subject and Messac Search Fram

Preferences

b\,r: O Ascending @ Descending

Search by the "Subject” of the
message

Subject Fram Date Received + |

9. Sort your messages
You can sort your messages by date, subject or from.

e Go to the “My Account” tab
e Next to sort by, use the drop down arrow to choose “Date”, “Subject” or “Member”

e (Click “Search”

3 My Account (0) Community Ads Diamonds . Jewelry . Colored Stones . Watches |Find a rmernhber B

Compose Message

Inbox (0) Immentory Profile Connections {0) Feedback Imvoicing (D) Preferences

Sort h\,r: D Ascending & Descending

Results Per Page: 25 &0 100 A00 Subject
Member
Meszanes:MNone

Search Subject and Messac Search From Search Clear

Subject From Date Received » Ll
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