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Tutorial: Jewelry 
 

OVERVIEW 
 

Description: 

In this section, you can: 
1. Search for finished and semi-finished jewelry 
2. View Product Details 
3. Add a mark up so customers can view the search with you 
4. Save to an excel file 
5. Set up / Use a saved search and set up alerts 
6. Create filters to exclude certain members’ jewelry from your search results 

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

 

Useful Tips:    
o Save the search for your most commonly searched items to save you time 

o Use the access code feature to apply your mark up directly to the search results and search with your customers 

o Build your connections and filter your search results to show only their inventory 

 

1- HOW TO 
 

1. Search for finished and semi-finished jewelry 
 

 Go to the “Jewelry” tab in the top menu 

 Search by Keyword: 

i. Type in a keyword in the search box based on what you are looking for, such as “ring,” “emerald,” etc.  
NOTE: You cannot search for price or seller in the keyword search.  

 To refine your keyword search by price, specify a price range in the “Price Range” field in the left 
handside menu. 

 To refine your keyword search to include only results from specific members, include the Poly ID(s) of 
the member(s) in the “Seller Information” field in the left handside menu. 
 

AND/OR 
 

 Browse and narrow your search results by category, product features, and/or price range: 

i. Select “All,” “Finished” or “Semi-Finished” pieces depending on what you are looking for. 
 

ii. Narrow your search by product category by clicking on a specific category in the left handside menu. Only the 
categories with the most results are displayed; to view more, click “View More.” 
 

iii. Once you select a category, drill down by product features (ie. type, metal type, metal weight, stone type, 
stone weight, etc). Click on the specific product feature that matches what you’re looking for. 
To choose more than one sub-category, click “Choose More” and select from the list. 
NOTE: 

 Search results are automatically updated when you click on product categories and features. 

 Your selected search criteria appear as breadcrumbs above the search results. These breadcrumbs are 
clickable, so you can go back or remove a specific field as needed. 
 

mailto:support@polygon.net
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iv. Narrow search results by price, include the minimum and maximum price in the “Price Range” fields in the left 
handside menu. Click the blue arrow to apply this to your search results. 
 

v. Enter an access code to show prices with your mark-up (see section 3 of this document for details). 
 

vi. Results are automatically displayed in the currency which the seller has specified, however, to show results in 
another currency, select your desired currency from the drop down menu on in the left handside menu.  
Item details will display both the original listing price in the currency specified by the seller as well as your 
selected currency. Currencies are updated several times a day. 
 

vii. To search for items from a specific member, enter their Poly ID in the “Seller Information” field. You can enter 
up to 20 characters in this field. To search for more than one member, separate the Poly ID by a comma. 
 

viii. To view results only from your connections, select the check box next to “Connections Only.” 
 

ix. Search for items from members in specific countries and regions by clicking on a country in the left handside 
menu. To search a specific city, enter the city name in the “City” field. 

 

x. Choose to show either Company Names or Poly ID in your search results with the radio button in the left 
handside menu. 
 

 To remove selected criteria from your  search results, click the red x next to the category and/or product details you 
have selected (in the left handside menu or in the breadcrumbs at the top of the page). 

 

Useful Tips:    
 Only results with images are displayed by default - uncheck this box in the left handside menu to view all results. 

 Show more or less search results per page from the drop down at the top of the page. 

 Use the “Advanced Search” to narrow search results and select several categories. 
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2. View Product Details 
 

 Quick View (from the Search Results page): 

i. Click on “Quick View” to view basic informaiton about the item and seller 
ii. To send the seller a Direct Message about the item, or start an instant chat, click on “Send Message” or “Start 

Chat” 

           

 

 Product Details: 

i. Click on “Details’ for the item 
ii. View product details as listed by the seller 

iii. Click on the Seller Name/Poly ID to view the seller’s full profile 
iv. Click on Send Message to send a Direct Message to the seller about this item 
v. Click on Start Chat to message this member 

NOTE: Start Chat button will only be active if the member is online. 
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3. Add a mark up so customers can view the search with you 
 
Use this feature to view prices with your mark-up included – show your customers search results without showing 
wholesale prices. 
 

 Go to “Jewelry” 

 Under the access code in the left handside menu, apply your mark up - Any 3 letters, the number 1 and your mark up 

 Example: 20% mark-up= ABC120 
 Example: 05% mark-up= ABC105 

 

 Click “Search” the mark-up will be applied in your search results 
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4. Save to an excel file 
 

 Enter in your search criteria and click search 

 Click on the “Save to Excel File” link 

 Excel will save with images 

 

 

Useful Tip:    
 Use this feature to print your search results 

 
 

5. Set up / Use a saved search and set up alerts 
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Use this feature to save searches that you frequently need and set them as your default searches. Set up alerts to receive 
notifications in your Polygon inbox each time an item is added that matches your search criteria. 
 

 Select your search criteria 

 Click “Save Search” 

 

 

 Enter a name for the search 

 Select “Make it my default search” if you want to use the same search criteria for all subsequent searches 

 By selecting “Send me an alert” you will receive a message directly in your Polygon inbox each time there is an item 

added to the database that matches your search criteria 

 Click “Save Search” 

 

 

6. Create filters to exclude certain members’ jewelry from your search results 
 

 Go to “Jewelry” 

 Go to “Search Options” 
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 Click on “Filters” 

 Add the member’s Poly ID # 

 If you not have the member’s Poly ID #, click on “Find Member” to search by company name 
 

 Click “Create” 

 


