
Placing Orders/ 
Obtaining Quotes: 
Phoenix Graphics 

Election Portal 
 
 



1. Once your election is created, click ‘Order Now’ to proceed with placing your order. 
  



2. 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 once each Product is completed and in your cart.  

  



3. Enter the Quantities of: ‘Ballots’, ‘Sample Ballots’, and ‘Test Ballots’ you would like to receive. 
See “How to view previous orders” instructions to learn how to view recent order specifications and quantities.  

  



4. Review your Stub. Check for misspellings and other errors. 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.  

  



5. (SKIP TO STEP 7: 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 

  



6. IF you clicked on the box to upload a file from your computer: Select the Ballot File, click ‘open’. 
Skip this step if you used the drag & drop feature) 



  
 

7. Once the file is uploaded, 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 
 

  



8. At this time, if you have other Election Ballot types or Election Materials to order, please add them to your cart by repeating 
steps 1-7.  

 
  



9. Once all the items you wish to order are in your cart, click the Cart Icon on the top right of your dashboard.  
 

  



10. Please do a quick review to ensure the items in your cart are correct. Click ‘Checkout’ to proceed with placing your order.  
  



11. Verify/update that your billing address is correct and click ‘Next’. 
PLEASE click ‘Use default billing address’ to verify the billing address we have on file is the correct address. If it is not, type in 
the correct address. see ‘Setting a default billing address’ instructions to adjust your billing information for your next order. 

  



12. Verify/update that your shipping address(es) are correct and click ‘Next’. 
NOTE: Most Tests go to your County Board of Elections unless your school owns the voting machine and/or is doing 
testing/programming on-site.  

  



On this Summary screen you can: Review your order and submit AND/OR print a quote for your order.  
13. To print a quote for your order: click the Printer Icon. 
14. To submit your order: click ‘Submit Order’.  
(We recommend that you submit your order at this time even if you do not have your ballot files) 

 
  



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


