
Tutorial // Uploading your Jewelry Inventory Page 1 of 22

Tutorial: Uploading Your Jewelry Inventory 

OVERVIEW 

Description: 

In this section, you can: 
1. Add a single item to your inventory
2. Upload your inventory using an excel file
3. Upload via FTP Transfer
4. Edit or delete existing inventory
5. Add pictures to your uploaded inventory
6. Create a zip file for your images
7. Learn about jewelry file upload formats and requirements

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

Useful Tips:     
o Add pictures to your inventory, making the item more attractive to potential buyers

o Add the location of your items to ensure your item will not be missed in a customer’s search

o Keep your inventory up to date; make sure you have correct pricing and delete items that have been sold

o Put in as much information as you have to avoid answering the same questions time after time

HOW TO 

1. Add  a single item to your inventory

• Go to “My Account”

• Go to “Inventory”

• In the jewelry section, click on “Add Single Item”

mailto:support@polygon.net
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• Fill in the template with as much information as you can

o You must fill in the required information section
o When adding prices do not include the $ or commas, these will be added for you. You can use up to 2 decimal

points in the price. 
o Add pictures if possible, including certificate images when possible
o Weight must include a decimal point and can take up to four (4) decimal places. Don't use the word "carat" or

any abbreviation, just a number including a decimal point (Examples: .45, 0.93, 1.29, 2.0103). 

• Click “Add Item” and your item will be available to members in 1-3 minutes
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2.  Upload your inventory using an excel file

Useful Tip:   
o In order to successfully upload inventory, you must first create a file that respects the Polygon format. Please refer to section

7 in this document for information on accepted formats. 

• Go to “My Account”

• Go to “Inventory”

• In the jewelry section, click on “Upload from File”

• Step 1: Select your Inventory File

o Click on the <Browse> button to select your inventory file.
o 

• Step 2: Choose the type of Update
o The <Delete> option will delete all jewelry in your inventory and add the ones from the selected file.
o The <Update> option will update your jewelry inventory and add the ones from the selected file.
o 

• Step 3: Select your certificates and image file (optional)

o Click on the <Browse> button to select the zip file containing your certificates and images.
o Please refer to the Add Images to Uploaded Jewelry section below to find out more.

Please note that you only need to upload an image file once. All images are kept in the My Images section whether they are 
used by an inventory Item or not. This means once an image is uploaded it can be used at any time in the future by simply 
specifying the certificate or image filename in the inventory upload file. You can also find and use any previously uploaded 
image when you add jewelry online. 

Step 4: Upload your Inventory File 
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o Lastly, click on the <Upload> button.

Please note it could take between 10-15 minutes for the upload to go through. Once the inventory has been uploaded, you 
will receive a direct message within your inbox advising you that the transfer has been completed successfully. Should any 
errors occur within the upload process, it will be specified within the direct message.  
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3. Upload via FTP Transfer

• FTP uploads can be done through Polygon’s FTP server instead of through the website. This works best for member who

have large inventory files and large attachments. This information can also be provided to inventory software 

management tools for automatic uploads. 

• Rename your file

o Examples:
▪ Inventory File:  92258_20210311_prod_c._JW.csv
▪ Image Zip File: 92258_20210311_prod_c_JW.zip

o Please not for reoccuring uploads the date does not need to change each time

• FTP Details:
▪ ftp://jewelryinv@ftp.polygon.net/
▪ Login Details

• User Name: jewelryinv

• Password: p8IZ2EHd

• FTP Transfers can be done directly through your computer if you are not using an inventory manage software.

▪ In the address bar of the new window type in: ftp://diamondinv@ftp.polygon.net/

ftp://diamondinv@ftp.polygon.net/
ftp://diamondinv@ftp.polygon.net/
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• You will be prompted for a User Name and Password
o Enter User Name: jewleryinv
o Enter Password = p8IZ2EHd

o Check the Box <Save Password>
o Click on the button <Log On>

• Drage and drop your file into the window

o This process could take awhile, you will receive a message in your inbox when upload is complete
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4. Edit or delete existing inventory

• Go to  “My Account”

• Go to “Inventory”

• Click on “Manage/Edit” in the Jewelry section

To Delete: 

• Your Entire Inventory - “Actions on All Inventory”, click on “Delete All” link

• Selected Items - “Action on Checked Items, check the box next to the items to delete and click on the “Delete” button
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To Edit: 

• Click on the “Edit” link on the right hand side

• Changed the information you want to update and click “Save”
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5. Add pictures or certificates to uploaded inventory

• Go to “My Account”

• Go to “Inventory”

• In the “Selling Tool’s” box click on “My Images”

• Go to “Upload Images”

• You can add your pictures one by one or upload a zip file

o Choose the correct folder using the drop down arrow (diamonds, jewelry, colored stones, watches)
o Click Browse to find the image or zip file on your computer
o Click “Upload”
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• You will receive a message in your inbox letting you know if the images were successfully upload or if any errors occurred

• After the images are upload you must connect your inventory file with the images

▪ To link a photo with an inventory item you will need to enter the image name in the Image column of your
inventory file. 

▪ Do not include spaces or symbols in the image name. Make sure that what is entered in the data file exactly
matches the image name that you have included in your image zip file.  For example, to make it easy use your 
stock number, such as HM1302.  Once you have filled in your data file you can now re-upload this file and your 
images will attach. 

• Jewelry:
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6. Create a zip file for your diamond images & certificates

• Open the file on your computer that contains all your images

▪ We recommend naming your images by the stock number or certificate name

▪ We also recommend reducing your images to 300 pixels wide by 300 pixels high with a medium to semi-excellent

resolution rating. 

• Select All
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• Right click on your selected images and choose “Send to” “Compressed (zipped) Folder”

• Name your new zip file
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7.     Jewelry File Upload Formats & Requirements

The Jewelry file format can either be a CSV (comma separated values) or an Excel spreadsheet. If you wish to use the Excel 
format, you can download our Diamond Excel Template as a starting point. 

The Jewelry format allows you to send columns of information in any order as long as the column names are correctly 
specified in the first row. This is already done in our Excel template but if you are creating a file from scratch, please refer 
to the table below for the correct names for each column. 

Mandatory fields are the following: 

• SKU

• Keywords

• Availability

• Wholesale Price

• Product Type

• Description

• Metal Type

All other fields are optional but we encourage you to send as much information as possible in order to give your inventory 
the most visibility possible. For any field you do not wish send us, simply leave the column blank or remove the column 
entirely. 

For numbers, be sure to use the number zero, not the text letter "O". Do not enter any symbols such as percent signs (%) 
or dollar signs ($). 

Column Position Column Name Accepted Values 
1 A SKU 
2 B Keywords 120 Characters including spaces 
3 C Availability 1 - 2 Weeks Delivery 

2 - 4 Weeks Delivery 
4 + Weeks Delivery 
Designer Closeout 
In Stock 

4 D Wholesale Price Any positive number with up to two decimal 
places. 

5 E Suggested Retail Price Any positive number with up to two decimal 
places. 

6 F Product Type Anklet 

Bracelet 

Cameo 

Charms 

Cuff Links 

Earrings 

Enhancers 

Locket 

Necklace 

Pearl Shortener 

Pendant 
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Column Position Column Name Accepted Values 

Piercing (Body) 

Pin/Brooch 

Ring 

Stud Sets 

Tiaras 

Tie Tacs / Tie Bars 

Other 
7 G Description 4,000 Characters including spaces 
8 H Gender Female 

Male 
Child 

9 I Target Databases (Pavilions) As permission allows 
10 J Metal Type 14K:White 

14K:Yellow 
Platinum 
8K:Yellow 
9K:Yellow 
10K:Yellow 
10K: Yellow Filled 
10K:White 
10K:Rose 
10K:Green 
10K:Tri-Color 
10K:Two Tone 
14K:Yellow Filled 
14K:Rodium 
14K:Rose 
14K:Green 
14K:Tr-Color 
14K:Two Tone 
18K:Yellow 
18K:Rose 
18K:Tri-Color 
18K:Two Tone 
18K:Two Tone Platinum 
18K:White 
22K:Yellow 
23K:Yellow 
24K:Yellow 
Aluminum 
Base Metal 
Brass 
Cobalt 
Copper 
Enamel  
Gold Plated 
Gold Overlay 
Pewter 
Rhodium 
Silver 
Stainless Steel 
Titanium 
Tungsten 
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Column Position Column Name Accepted Values 
Vermeil 
None 
Other 

11 K File Image Name 1 
12 L File image Name 2 
13 M File Image Name 3 
14 N Brand 
15 O Style Ring:3 Stone 

Ring:Anniversary 

Ring:Anniversary Band 

Ring:Cluster 

Ring:Cocktail 

Ring:Engagement 

Ring:Fashion 

Ring:Hinged 

Ring:Motion 

Ring:Puzzle 

Ring:Right Hand Ring 

Ring:Semi-Mount 

Ring:Signet 

Ring:Solitaire 

Ring:Stackable 

Ring:Wedding Band 

Ring:Wedding Trios 

Ring:other 

Bracelet:Ankle 

Bracelet:Chain 

Bracelet:Bangle 

Bracelet:Charm 

Bracelet:Cuff 

Bracelet:Link 

Bracelet:Multi-Row 

Bracelet:Slide 

Bracelet:Straight 

Bracelet:Tennis/Straight Line 

Bracelet:Other 

Earring:3 Stone 

Earring:Button 

Earring:Chandelier 

Earring:Dangle 

Earring:Drop 

Earring:Heart 

Earring:Hoop 

Earring:Huggy 

Earring:Jacket 

Earring:Studs 

Earring:Other 

Necklace:3 Stone 

Necklace:Chain 

Necklace:Choker 

Necklace:Chord 
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Column Position Column Name Accepted Values 

Necklace:Collar 

Necklace:Lariat 

Necklace:Slide 

Necklace:Solitaire 

Necklace:Other 

Pin/Brooch:Cluster 

Pin/Brooch:Collar 

Pin/Brooch:Lapel 

Pin/Brooch:Plique de Jour 

Pin/Brooch:Stick 

Pin/Brooch:Other 
16 P Occasion Anniversary 

Birth of a Child 

Bridal 

Engagement 

Graduation 

Mother’s Day 

Graduation 

Valentine’s Day 

17 Q Theme Animal 

Baby/Children 

Celtic 

Coin 

Collegiate/School 

Culinary 

Equestrian 

Floral 

Fraternal 

Holiday 

Masonic 

Mourning/Memorial 

Musical 

Nautical 

Patriotic 

Religious 
Sea Life 

Sports 

Zodiac 

Other 

18 R Center Stone Type  Precious:Diamond 

Precious:Emerald 

Precious:Ruby 

Precious:Sapphire 

Precious:Fancy Colored Diamond 

Semi-Precious:Agate 

Semi-Precious:Alexandrite 

Semi-Precious:Amber 
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Column Position Column Name Accepted Values 

Semi-Precious:Amethyst 

Semi-Precious:Ametrine 

Semi-Precious:Andalusite 

Semi-Precious:Apatite 

Semi-Precious:Aquamarine 

Semi-Precious:Aventurine 

Semi-Precious:Benitoit 

Semi-Precious:Beryl 

Semi-Precious:Blood Stone 

Semi-Precious:Blue Topaz 

Semi-Precious:Carnelian 

Semi-Precious:Cats Eye 

Semi-Precious:Chalcedony 

Semi-Precious:Chrome Diopside 

Semi-Precious:Chrysoberyl 

Semi-Precious:Chyrsocholla 

Semi-Precious:Citrine 

Semi-Precious:Coral 

Semi-Precious:Cubic Zirconia 

Semi-Precious:Fluorite 

Semi-Precious:Garnet 

Semi-Precious:Iolite 

Semi-Precious:Jade 

Semi-Precious:Jasper 

Semi-Precious:Kunzite 

Semi-Precious:Lapis Lazuli 

Semi-Precious:Malachite 

Semi-Precious:Marcasite 

Semi-Precious:Moissanite 

Semi-Precious:Moldavite 

Semi-Precious:Moonstone 

Semi-Precious:Morganite 

Semi-Precious:Onyx 

Semi-Precious:Opal 

Semi-Precious:Other 

Semi-Precious:Peridot 

Semi-Precious:Prehenite 

Semi-Precious:Quartz 

Semi-Precious:Rubelite 

Semi-Precious:Sardonyx 

Semi-Precious:Scapolite 

Semi-Precious:Serpentine 

Semi-Precious:Spectrolite 

Semi-Precious:Sphalerite 

Semi-Precious:Sphene 

Semi-Precious:Spinel 

Semi-Precious:Sunstone 

Semi-Precious:Tanzanite 

Semi-Precious:Tiger Eye 

Semi-Precious:Topaz 

Semi-Precious:Tourmaline (Paraiba) 
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Column Position Column Name Accepted Values 

Semi-Precious:Tsavorite 

Semi-Precious:Turquoise 

Semi-Precious:Zircon 
Semi-Precious:Zoizite 

Pearl:Australian South Sea 

Pearl:Baroque 

Pearl:Biwa 

Pearl:Black Tahitian 

Pearl:Blister 

Pearl:Champagne 

Pearl:Cultured Akoya 

Pearl:Cultured Black Thahitian 

Pearl:Cultured Keshi South Sea 

Pearl:Cultured White South Sea 

Peal:Cultured/Freshwater 

Pearl:Cultured/Saltwater 

Pearl:Pink 

Pearl:Pistachio 

Pearl:South Seas 

Pearl:Tahitian 

Pearl:Other 

19 S Center Stone Shape Antique Cushion 

Asscher 

Baguette 

Briolette 

Bullets 

Cushion 

Emerald 

Faceted Bullet 

Fan Shape 

Half Marquise 

Half Moon 

Heart 

Kite 

Leaf 

Lozenge 

Marquise 

Octagon 

Modified Trillion 

Old European 

Old Miner 

Oval 

Pear 

Princess 

Radiant 

Rose Cut 

Round 
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Column Position Column Name Accepted Values 

Square 

Star 

Trapezoid 

Triangular 

Trillion 

Other 
20 T Center Stone Weight (CT) 

21 U Center Stone Size (MM) 

22 V Chain Width (MM) 

23 W Chain Length (IN) 

24 X Side/Multiple Stone Type Precious:Diamond 

Precious:Emerald 

Precious:Ruby 

Precious:Sapphire 

Precious:Fancy Colored Diamond 

Semi-Precious:Agate 

Semi-Precious:Alexandrite 

Semi-Precious:Amber 

Semi-Precious:Amethyst 

Semi-Precious:Ametrine 

Semi-Precious:Andalusite 

Semi-Precious:Apatite 

Semi-Precious:Aquamarine 

Semi-Precious:Aventurine 

Semi-Precious:Benitoit 

Semi-Precious:Beryl 

Semi-Precious:Blood Stone 

Semi-Precious:Blue Topaz 

Semi-Precious:Carnelian 

Semi-Precious:Cats Eye 

Semi-Precious:Chalcedony 

Semi-Precious:Chrome Diopside 

Semi-Precious:Chrysoberyl 

Semi-Precious:Chyrsocholla 

Semi-Precious:Citrine 

Semi-Precious:Coral 

Semi-Precious:Cubic Zirconia 

Semi-Precious:Fluorite 

Semi-Precious:Garnet 

Semi-Precious:Iolite 

Semi-Precious:Jade 

Semi-Precious:Jasper 

Semi-Precious:Kunzite 

Semi-Precious:Lapis Lazuli 

Semi-Precious:Malachite 

Semi-Precious:Marcasite 

Semi-Precious:Moissanite 

Semi-Precious:Moldavite 

Semi-Precious:Moonstone 

Semi-Precious:Morganite 

Semi-Precious:Onyx 
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Column Position Column Name Accepted Values 

Semi-Precious:Opal 

Semi-Precious:Other 

Semi-Precious:Peridot 

Semi-Precious:Prehenite 

Semi-Precious:Quartz 

Semi-Precious:Rubelite 

Semi-Precious:Sardonyx 

Semi-Precious:Scapolite 

Semi-Precious:Serpentine 

Semi-Precious:Spectrolite 

Semi-Precious:Sphalerite 

Semi-Precious:Sphene 

Semi-Precious:Spinel 

Semi-Precious:Sunstone 

Semi-Precious:Tanzanite 

Semi-Precious:Tiger Eye 

Semi-Precious:Topaz 

Semi-Precious:Tourmaline (Paraiba) 

Semi-Precious:Tsavorite 

Semi-Precious:Turquoise 

Semi-Precious:Zircon 
Semi-Precious:Zoizite 

Pearl:Australian South Sea 

Pearl:Baroque 

Pearl:Biwa 

Pearl:Black Tahitian 

Pearl:Blister 

Pearl:Champagne 

Pearl:Cultured Akoya 

Pearl:Cultured Black Thahitian 

Pearl:Cultured Keshi South Sea 

Pearl:Cultured White South Sea 

Peal:Cultured/Freshwater 

Pearl:Cultured/Saltwater 

Pearl:Pink 

Pearl:Pistachio 

Pearl:South Seas 

Pearl:Tahitian 

Pearl:Other 

25 Y Side/Multiple Stone Shape Antique Cushion 

Asscher 

Baguette 

Briolette 

Bullets 

Cushion 

Emerald 

Faceted Bullet 
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Column Position Column Name Accepted Values 

Fan Shape 

Half Marquise 

Half Moon 

Heart 

Kite 

Leaf 

Lozenge 

Marquise 

Octagon 

Modified Trillion 

Old European 

Old Miner 

Oval 

Pear 

Princess 

Radiant 

Rose Cut 

Round 

Square 

Star 

Trapezoid 

Triangular 

Trillion 

Other 
26 Z Side/Multiple Stone Total Weight (CT) 
27 AA Side/Multiple Stone Size (MM) 
28 AB Total Weight all Stones 
29 AC Stone Setting/Fabrication Channel 

Prong 
Bezel 
Bright Cut 
Burnished 
Fishtail 
Gypsy 
Handmade 
Illusion 
Inlay 
Invisible 


