Placing Orders
Phoenix Graphics
Election Portal



1. Onyour Dashboard, in the top left under Upcoming Elections: prior to submitting all the necessary information for your
upcoming election, you will see ‘Pending District Data’. BEFORE your portal will allow you to place on order, Phoenix
Graphics requires you submit: your list of offices, candidate’s list, election district break down, and consolidation if
applicable.
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Ballots and Materials

Last Order - by Product
Order #51739 / General Election - November 2, 2021

Upcoming Elections

Description Election Date

Primary Election - June 28,
Pending District Data

2022 06/28/2022

@ Election Day Ballots

@ Election Day Ballots - Samples
@ Election Day Ballots - Tests

@ Absentee Ballots

@ Absentee Ballots - Tests

@ Affidavit Ballots

Create Election

Recent Orders

Recent Activity

New Election Created
Primary Election - June 23, 2020
04/25/2022

New Election Created
General Election - November 3, 2020
04/25/2022

New Election Created
Primary Election - June 22, 2021
04/25/2022

New Election Created
General Election - November 2, 2021

Status

Order # Election Ordered Date

51739 General Election - November 2, 2021 10/23/2021 ®
50889 Primary Election - June 22, 2021 06/12/2021 ©®
49036 General Election - November 3, 2020 10/24/2020 ®
48731 Primary Election - June 23, 2020 06/13/2020 ©®

Upcoming Events

Last day

To designate Early Voting sites for the general election and file
Early Voting Communication Plan with SBOE.
9NYCRR6211.1(a).7(c)

05/01/2022

Certification

Certification of primary ballot by SBOE of designations filed in
its office.

Sec. 4-110

05/04/2022

Certification

Certification of primary ballot by CBOE of designations filed in
its office.

Sec. 4-114

05/05/2022

Deadline

Deadline to transmit ballots to eligible Military/Special
Federal/UOCAVA Voters.

Sec. 10-108(1), 11-204(4)

05/13/2022

Last day
To designate Early Voting sites for primaries and special

elections. 05/13/2022



2. Once all District Data has been submitted ‘Order now’ will appear. Click ‘Order now’ to begin your ordering process
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Configurations

New Election Created
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[3)  Election Calendar Upcoming Events

2 User Manager Recent Orders Last day

To designate Early Voting sites for the general election and file

Early Voting Communication Plan with SBOE.
Order # Election Ordered Date Status 9NYCRR6211.1(a).7(c)

05/01/2022

Certification

Certification of primary ballot by SBOE of designations filed in
its office.

Sec.4-110

No data available
05/04/2022

Certification

Certification of primary ballot by CBOE of designations filed in
its office.

Sec. 4-114

05/05/2022

Deadline

Deadline to transmit ballots to eligible Military/Special
Federal/UOCAVA Voters.

Sec. 10-108(1), 11-204(4)

05/13/2022

3 Last day
N\ To designate Early Voting sites for primaries and special
PHOENIX j

. 05/13/2022
elections.

Graphics, Inc. 9NYCRR6211.1(a)

*_ +1(585) 232-4040
*_ +1(800) 262-3202
elections@phoenix-graphics.com




3. Select the Product you would like to order, click ‘Continue’.
NOTE: You are only able to select ONE PRODUCT at a time to add to your cart. You will be able to repeat the ordering process

to add more items to your cart before checking out.
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Primary Election - June 28, 2022

() }F’I’O‘dl‘lct. ; © order Quantity

Filters Product Type
All Products v Ballots
Absentee Ballots Affidavit Ballots Election Day Balldgs
Scannable Scannable Scannable

Spanish Absentee Ballots Spanish Affidavit Ballots Spanish Election Day
Scannable Scannable Ballots
Scannable

If you require changes to an previously ordered product, please reach out to us directly via phone or email.

Cancel

Select a Product

e
v Scannal

@

Election Day Ballots
Scannable
w/ Stub

Spanish Election Day
Ballots
Scannable
w/ Stub

© swo

Ballot Options

v Any

Ballots
cannable

Special Federal Ballots
Scannable

Mail-In Absentee Ballots
Scannable

Test Decks - Premarked
Scannable

ot % O@ :

Military Ballots
Scannable

Test Decks - Unmarked
Scannable



First you must select the party you will be placing an order for.

4. On the Order Quantity page, In the top left-hand corner, Click, ‘CSV Template’ to Download the CVS file with all your Election
Districts. Once you have populated all necessary fields of the CVS template save it to your computer. Click ‘Data Import’ to
upload your ballot IDs and quantities from your CSV. Click ‘Continue’

NOTE: You are only able to order each product once per party, If you would like to make adjustments to the original quantity
you ordered, please contact us to make this change.
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0 Pro_ducl.r‘ ‘ A Order Quantity o Stu o w ot

Party Group By
¥ CSV Template £ Data Import Set Quantities 2\ Working Families - [= None - ‘ Q, Search

Sub Division Election District BallotiD

VIS Ballots Sample Ballots Test Ballots

Town of: Phoenix ED1 1 1004 4 1250 5 5
Town of: Phoenix ED2 1 1005 3 1250 5 5
Town of: Phoenix ED4 12 1007 1 1250 5 5
Town of: Phoenix ED5 1 1008 1 1250 5 5
Town of: Phoenix ED6 1 1009 3 1250 5 5
Town of: Phoenix ED7 1 1010 1 1250 5 5
Town of: Phoenix ED8 1 1011 1 1250 5 5
Town of: Phoenix ED 11 12 1014 7 1250 5 5
Town of: Phoenix ED13 1 1016 4 1250 5 5
Town of: Phoenix ED 14 1 1017 1 1250 5 5
Town of: Phoenix ED15 1 1018 5 1250 5 5
Town of: Phoenix ED 16 1 1019 1 1250 5 5
Town of: Phoenix ED17 1 1020 1 1250 5 5
Town of: Phoenix ED18 1 1021 3 1250 5 5
Town of: Phoenix ED19 1 1022 2 1250 5 5
Rows per page: Al 1-150f 15

Gancel



4a. If you do not wish to use our CSV template, there is an option to set quantities based on a percentage.
Click ‘Set Quantities’, Select the Check Boxes on the left, enter the quantity as a percentage of voter total or a set quantity for
each Election district. Click ‘Update’. Verify your information, click ‘Continue’
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Review your Stub. Select ‘I approve stub content’ then click ‘Continue’

NOTE: IF you choose to edit your Stub, when edited, each box under ‘Stub Information’ directly affects the ‘Stub Preview’.
NOTE: The Stub you see on this page was created as an exact copy of your previous order.
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Primary Election - June 28, 2022

Q Product

Q Order Quantity o Stub 4
0
Stub Information

Checkbox 1

AFFIDAVIT X -

Checkbox 2

EMERGENCY X -

Stub Preview
d i Numbering S 1-50)

3 PHOENIX fo ot Phoenix e e Ne: 1 011
@ WORKING FAMILIES

June 28, 2022 JAFFIDAVIT [JEMERGENCY

Town of: Phoenix ED 1 )
* This preview is for content only. Due to discrepancies in
typefaces and browser setting we cannot guarantee the
information will print in the same style as shown here. The
quantity is for visual purposes only. The actual order
guan hegtub

| approve stub content

Back Cancel



7. (SKIP TO STEP 9: IF your Ballot File is not ready at this time or you would only like to obtain a quote.)

Click the box to select a file from your computer.
NOTE: Afterwards, see “How to upload your Ballot File for an order in process” to learn how to upload your ballot file from

the dashboard
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Q Order Quantity 0 Stub

Files Uploads

*
Drag and drop to upload!
...or click to select a file from your computer

*If uploading more than 4 files, please upload a .zip file instead

o Options

\_1{ Add To Cart



8. Select the Ballot File, click ‘open’.

@ Phoenix Graphics Election Por X 4 <|> = i Ballot uplaods < Q s -
@ elections.phoenix-graphi Favorites Name v Size Kind oo & °
A\ Applications sample ballot.pdf at 2:10 PM PDF Document

[ Documents

© Downloads
Product [ Desktop ° Options
lection Day Ballots
@) Pictures
1 @tsom L
E6rAD

£33 OneDrive - Ph...

D HelloFresh S...
ﬂ Music

iCloud
& iCloud Drive

Options Cancel

...or click to select a file from your computer

* File types supported: .csv / .xIsx / .pdf / .doc /.doex / .txt / .zip



9. Click ‘Add to Cart’ and you will be directed back to the dashboard.
NOTE: See “How to upload your ballot file for an order in process” to learn how to upload your ballot file from the dashboard
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Primary Election - June 28, 2022

oo Soy st @ order Quantity @ sw O o

Files Uploads

1001.pdf

* If uploading more than 4 files, please upload a .zip file instead
Note: Ballot files are not required to submit an order and can be updated at a later time
Limit: 25Mb/file - .csv / .xIsx / .pdf / .doc /.docx / .txt / .zip Supported

Cancel Order Now ‘ \_E{AddToCart '



10. At this time, if you have other Election Ballot types or Election Materials to order, please add them to your cart by repeating

steps 1-9.
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Upcoming Elections

Description Election Date

Primary Election - June 28,

2022 06/28/2022

Create Election

Ballots and Materials
Last Order - by Product

No Data

Recent Orders

Order # Election

Ordered Date Status

No data available

|5

o % 0@

2 A _!.o Sam DeBiase

Recent Activity

Upcoming Events

)

Last day

To designate Early Voting sites for the general election and file
Early Voting Communication Plan with SBOE.
9NYCRR6211.1(a).7(c)

Certification

Certification of primary ballot by SBOE of designations filed in
its office.

Sec.4-110

Certification

Certification of primary ballot by CBOE of designations filed in
its office.

Sec. 4-114

Deadline

Deadline to transmit ballots to eligible Military/Special
Federal/UOCAVA Voters.

Sec. 10-108(1), 11-204(4)

Last day

To designate Early Voting sites for primaries and special
elections.

9NYCRR6211.1(a)

05/01/2022

05/04/2022

05/05/2022

05/13/2022

05/13/2022




11. Once all the items you wish to order are in your cart, click the Cart Icon on the top right of your dashboard.
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12. Please do a quick review to ensure the items in your cart are correct. Click ‘Checkout’ to proceed with placing your order.
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No Data
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Order #
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13. Verify/update that your billing address is correct and click ‘Next’.
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o Billing 0 Shipping

Primary Election - June 28, 2022

Use default billing address

Contact*
Phoenix Graphics, Inc

Address Line 1*
1525 Emerson Street

Address Line 3

(
(
(
(

City* State* Zip*
Rochester (NV v {14606

Cancel




14. Verify/update that your shipping address(es) are correct and click ‘Next’.
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Ballots / Materials

[ Use default shipping address

Primary Election - June 28, 2022

Samples

[0 Use default shipping address

Tests

[ ship tests to same location as ballots

Select an Address v ]

Select an Address

v } Select an Address

Contact*
Phoenix Graphics, Inc X J

Contact*
Phoenix Graphics, Inc

Contact*
Phoenix Graphics, Inc

x]

Address Line 2

Address Line 2

Address Line 2

Address Line 3 ]

Address Line 3

Address Line 3

)
)

Address Line 1*
[ 1525 Emerson Street X ]

City* State* Zip*
Rochester [ NY ~ [ 14606

Address Line 1*
[ 1525 Emerson Street

City* State*
Rochester |:NY v [

=)

Address Line 1*
X } (1525 Emerson Street

City* State* Zip*
Rochester [ NY ~ [14606

Cancel

o ow 0@




On this Summary screen you can: Review your order and submit.

15. To submit your order: click ‘Submit Order’.

@ Phoenix Graphics Election Por X @ Phoenix Graphics Election Port X | +

« > C e g h

& siling

0 Shipping

Bill To
Phoenix Graphics, Inc
1525 Emerson Street
Rochester, NY 14606

Ship To
Ballots / Materials Samples
Phoenix Graphics, Inc Phoenix Graphics, Inc
1525 Emerson Street 1525 Emerson Street
Rochester, NY 14606 Rochester, NY 14606

Cancel

School Election - May 17, 2022

Products Ordered

Election Day Ballots 1,500 Ballots
Scannable 10 Sample Ballots $725.15
w/ Stub 10 Test Ballots
* Please send election details to your Board of Elections for ballot creation.
Tests
Phoenix BOE
424 State St.
Rochester, NY 14606

Absentee Ballots 100 Ballots

Scannable 10 Test Ballots $175.00

* Please send election details to your Board of Elections for ballot creation.

Total Estimated Cost  $900.15

ﬂ Submit Order

o % @




16. Once your order is submitted you will receive a confirmation email with your Products Ordered and Shipping information

lonroe County - School Elect;

Message ©)
E a58e M/ S B-M o

Order #53544 - Phoenix Graphics, Inc - Monroe County - ° i
School Election - May 17, 2022 - Order Confirmation

© noreply Today at 12:59 PM
To: Elections

Elections,

We have received your order and are happy to supply you with all of your NYS- |
compliant election materials. Phoenix Graphics will provide you with the
service and quality needed to perform a successful election. Please do not |
hesitate to call or email us if you have any questions or concerns.

Phoenix Graphics is fully prepared to handle your mailings, applications and
ballots. Our services include envelopes, ballots, inserting, mailing and postal
tracking. We have state-of-the-art equipment with camera checks at every.
station in-house. Please contact us for more information or to request an
estimate.

Your Order Summary

Order #: 53544
Order Date: 3/21/2022, 12:59:05 PM
Customer: Phoenix Graphics, Inc
County: Monroe County
Election Type: School Election
Election Date: May 17, 2022

Phoenix Graphics, Inc
1525 Emerson Street
Rochester, NY 14606

Shipping

samples. Tests Ballots / Materials |
Phoenix Graphics, Inc Phoenix BOE Phoenix Graphics, Inc |
1525 Emerson Street 424 State St. 1525 Emerson Street i
Rochester, NY 14606 Rochester, NY14606 Rochester, NY 14606

Products Ordered
Product Qtys Estimated Cost
Election Day Ballots 1,500 Ballots
- Scannable 10 Sample Ballots $725.15
-w/ Stub 10 Test Ballots |

* Please send election details to your Board of Elections for ballot creation.

Absentee Ballots 100 Ballots
- Scannable 10 Test Ballots $175.00 |

* Please send election details to your Board of Elections for ballot creation.

Total Estimated Cost $900.15

For additional details and order status, visit the Portal.
Thank you!
Team Phoenix

Phoenix Graphics

1525 Emerson Street

Rochester, New York 14606

(585) 232-4040 Fax (585) 232-5642
www.phoenix-graphics.com J




