Registering in Bonfire

Job Aid
Fort Bend Independent School District

Step 1
Go to the FBISD website:
https://www.fortbendisd.com /.

Step 2
Click Departments in the menu bar.

Step 3
On the Departments page, scroll down to the "P"

section.

Click "Purchasing".
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Step 4
\When you land on the Purchasing home page, scroll to
the bottom of the page.

Click on the maroon “Vendor Registration” button.

v
DEPARTMENTS

Updating Bonfire Profiles

In order to ensure that you are receiving the appropriate information, please make certain

PARENTS & STUDENTS COMMUNITY  STAFF  EDUCATION FOUNDATION

CAREERS

CALENDAR

your existing Bonfire vendor record has been filled out completely. As a vendor, you are
responsible for maintaining an accurate Bonfire vendor record. Please click here WA for

directions on updating your Bonfire Profile.

Current Solicitation Opportunities

Please select the icon below for current FBISD solicitation opportunities

dditional Purchasing information please click on the icons below.

WOl

Step 5
This button will take you to Bonfire.

Click on “Create your free Bonfire account.”

i
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& Log in with your Bonfire Account

Email

Password

Login | Forgot your password?

New Vendor Registration
Create your free Bonfire actount »

© Need Help?
Contact Bonfire Support here »

Step 6
Complete the demographic information, provide a
current email address and enter it again.

Press “Create Account.”

N
INSPIRE-EQUIP-IMAGINE
&4 Register as a Vendor

Organization Name

The Composer's Hut

First Name Last Name
Gustav Mahler

Email Email (Again)
Dire i au Direktor@Wi

& Log in with your Bonfire Account

Show account login screen »

© Need Help?
Contact Bonfire Support here »

Step 7
You will receive this message when you’ve created an
account.

Go to your email application and look for the Bonfire.
email.

FBISD

Success!

You'll receive an email with further instructions.

Have a question or need help using Bonfire? Email us at

Support@GoBonfire.com

« Backtologin Confact tech support »




Step 8
In the Bonfire email, click on “Complete your
registration.”

This will open a new window in your browser to
complete your Bonfire registration.

i
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Hello,

You've signed up to be a Bonfire Vendor
and need to finish registering

Suppori@GoBonfire com

Step 9

In your browser window, come up with a password for
Bonfire. Write it down.

Enter your password the same way twice.

Click, “Create Account.”

The registration page will appear!

Create Account
Fort Bend Independent School District

First Name:

Gustav

Last Name:
Mahler

Email:

ain 10-72 characters)

Step 10
Click on the box next to “I accept the Privacy Policy and
Vendor and Submission Portal Terms of Service.”

Then, click on “Save and continue to Step 11a: Account
Information.”

Registration

In addition to creating your account, you need to provide the following information. Please complete all of the steps below.

B Your account with the email address admin@jamesdrew net has been confirmed!
© Step 1: Account Confirmation

© Step 2: Account |,ﬂ°rm"on\ Bonfire's Privacy Policy and Terms of Service were updated on Sep 8, 2020
I accept the Privacy Policy and Vendor and Submission Portal Terms of Service
© Step 3: Documentation

© Step 4: Commodiity Codes - Save and continue to Step 2: Account Information »

© Registration Complete

Step 11a

Profile Information: Your Vendor Name, Contact First
Name, Contact Last Name, and Contact Email will be
populated.

You must enter:

e Address Line 1

e City

e State / Province

¢ Phone Number

e Postal / Zip Code

e Country

Answer YES that your business is in Texas

Answer Certification Questions Step 11b.

© step 2: Account Information profile Additional Information

© Step 3: Documentation Vendor Name' Address Line 2

The Composer's Hut
© Step 4: Commodity Codes

Contact First Name  Contact Last Name Address Line 3 Address Line 4
Custav Makis
© Registration Complete e fiah
Contact Email City’ State / Province’

Direktor@WienStatsoper.au

Phone Number

Are you certified by FBISD Board  Vendor's P
Approved Certifying Agency?

Vendor Certification

Certifying Agency
Select Your Vendor Types’

+  Construction

+  Professional Services

‘ Next® | Save

FBISD




Step 11b —rsisD only recognizes the following certifications:

City of Houston SBE MBE WBE PDBE

Are you certified by FBISD Board
Approved Certifying Agency?

Vendor’s Principal place of business is
in the state of Texas, or employs 500

Vendor Certification

Metro SBE Yes people in this state
Port of Houston Authority SBE Yes
US SBA 8A

Step 12 Registration

If you have filled in the profile correctly, next to
"Other" in the center of the page will be green
"Complete" button.

Click "Save." You'll notice that you've got a green
checkmark next to "Step 2: Account Information" in
the menu bar.

Now, click on "Continue to Step 3: Documentation".

Yay! We are moving forward!!

In addition to ¢rasting your accor

Step 1: Account Confirmation

Stap 2: Account Information profie

@ Step 3 Documentation

© Step 4: Commodity Codes

© Registation Complete

Step 13
This is where you need access to that W9 and Provider
Diversity questionnaire you completed and saved in
your desk (I hope). If you have completed and saved
them, you can upload them now.
e WO9:
1. Click "Upload File..."
2. Click "Choose File" and navigate to yourW9
electronic device.
3. Click "Upload".
e Supplier Diversity Questionnaire:
4. Click "Upload File..."
5. Click "Choose File" and navigate to your
Electronic supplier diversity questionnaire.
6. Click "Upload".

When you have uploaded both documents, you will have
a green checkmark next to each one, as well as the
"Step 3: Documentation" menu item.

Upload File

File®

© step 1: Account Conrmation s

& document,

Gilck Uplasd File.. i

© 5tep 2: Account information
at 2 grean Rocu e aron (NN

© Step 3: Documentation

© Step 4: Commedity Codes

O Registration Complete

[&] uposarm.. |
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[a | upoasrin.. |




Step 13a Small Business Program (SBEP)
This is where you need access to upload your file
SBE Capability and Certification Statement. You can
Upload them now.
¢ SBE Certification:

1. Click "Upload File..."

2. Click "Choose File" and navigate to your
SBE electronic certificate.

3. Click "Upload".
¢ Statement of Capability:

4. Click "Upload File..."

5. Click "Choose File" and navigate to your
Declaration of Electronic Capability
Statement.

6. Click "Upload".

@ Step 1: Account Confirmation

@ Step 2: Account Information

§tep 4: Documentation

© Step 4: Commodity Codes

© Registration Complete

Fon Bend Indspendant Schaol Dstic has raquested that you provide a fle for sach ragisration document. I there s 3 Tamplats sssociatsd wi
a dacument, thera wil bé a download con & naxtto th Ugload Flls buton

Click Upload File...'to salect 2 file to upload. You must uplaad at least 1 (one] fls (Maximum fiks size is 1000MB} for each document slot that
has a gresn Roquirad badge [[EEINE

o SEPCenfcaion p

Uplaad File..

OPTIONAL il Type: Ang

Capapility Statement Document
panility 4 UploadFi..

OPTIONAL File Type: Any

Step 14
Click on "Step 4: Commodity Codes" in the menu
bar.

Here you will enter three commodity codes. Click
the "Code:" box and enter the following code:

* 961 96

Click the magnifying glass (search) button. It will
populate the product, "Non-professional services
(not otherwise classified). Click + under "Add" in the
last column.

Repeat the steps above with these two additional
steps Commodity Codes:

* 96173

* 962 05

Click "Notify me of any opportunities that match my
commodity codes."
Click on: "Continue until registration is complete".

© Step 1: Account Confirmation

@ Step 2: Account Information

© Step 3: Decumentation

Step 4: Commedity Codes

O Registration Completa

Code Tine

Deseription agd

+ 66196 1 Non Professianal Sanicss Mol Otharvise Clas

© Step 1! Account Confimation

& Step 2: Account Information

© step 2: Dacumentation

© Step 4: Commodity Codes

© Registration Complete.

\ Continue to registration complete

arganizatians You can ahvays 0o back and ehange tham latar You must seloct at loast one Commadity Code.

Code set Code: Keyword:
NioP %2 | 05 Q  Reet

Cade Title Description hdd

1 08205 3 Amusement and Entertainment Servicss, Indlud.

Service Regions
Speciying Senvos Regions (et Bonfe know where you defiver I otity ms of any opportunites that match my cammosiy codes
ssricas. Bonkira Usas tis Inormatisn, in conjun
Eommotly Cades, to malch you o Bid Opporiun
Select Regions

Salact Spacific Subregions
Not all b appear il you have selected the entirs region
shave. heve subregions

Select Senvce Regions

Step 15

Congratulations! You have completed the registration process.
Now, wait for an email when the application opens, complete
the application tasks.

.  Succesat
(EED yaur Vendar aecount for Bend Distict
© stmp - Pa

Conamur s sonas - |
©step3:

© Step 4: Commodity Codes.

© Registration Complete
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Bonfire - Vendor Registration Instructions

The Fort Bend Independent School District is pleased to announce its transition to an electronic bidding system,
Bonfire! Please take a moment to visit the Bonfire portal to register as a supplier and receive bidding
opportunities from FBISD. Bonfire is a strategic sourcing software platform where FBISD procurement professionals
process requests for proposals (RFPs), sealed competitive proposals (CSPs), requests for qualifications (RFQs), and
requests for qualifications (RFQ). The Bonfire platform offers many orientation and training videos that you can
easily access. We've provided just a few to help you get started, as you can see below. Effective July 1, 2020, the
District will no longer notify vendors of bidding opportunities through the current system. All notifications will be
made only through the Bonfire system, starting July 1, 2020. Visit the portal and register as soon as possible.

The District looks forward to your participation in our bidding opportunities!

Director of Materials and Enterprise https://fortbendisd.bonfirehub.com/portal/
Management

Vendor Registration

https://support.gobonfire.com/hc/en-us

*Note: If you are already logged into bonfire, the
user can go to the top right corner and click
LEARN.

Registration Video Assistance

Bonfire: 1-800-354-8010, Ext 2
Monday through Friday, 7 a.m. to 7 p.m. CST
FBISD: (281) 634-1802
purchasing@fortbendisd.com
Bonfire Phone Support Monday through Friday, 7:30 a.m. to 4:00 p.m. CST

FortBendlndependentSchoolDistrict
555 Julie Rivers Drive ¢ Sugar Land, TX. 77478 « 281-634-1071 « Fax 281-327-5568 « www.fortbendisd.com
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List of FBISD Certifying Agencies Certification(s)

SUPPLIER DIVERSITY QUESTIONNAIRE

(For tracking purposes only)

1. Is your business owned (51% or more) by a person or persons designated as minority or women? OTHERWISE
1. If you answered yes to question number (1), please identify all minority- or women-owned business certifications that your business
owns.

City of Houston - SBE, MBE, WBE PDBE: Metro - SBE: Port of Houston - SBE: US SBA-8A

1. Does your business have a small business certification?

1. Ifyou answered yes to question number (3), please identify all small business certifications that your business holds.

|dentify all FBISD recognized small business certifications here:

City of Houston - SBE: Metro - SBE: Port of Houston - SBE

The Fort Bend Independent School District does not give any preference to minority- or women-owned businesses in the awarding of
contracts. For certain construction-related contract awards only, scoring preferences may be granted to small businesses certified under the
District's Small Business Program. This Supplier Diversity Questionnaire is requested for statistical tracking purposes only and is not part
of the District's Small Business Program.

Under the Fort Bend Independent School District's Supplier Diversity Program, the District is committed to making every effort to inform
small, women- and minority-owned businesses about current and future purchasing activities. The district encourages the participation of
these companies in the purchase of all goods and services. More information can be found in Board Policy CH (Local).

Company

Printed name and title

Company Name



	City of Houston - SBE, MBE, WBE PDBE: Metro - SBE: Port of Houston - SBE: US SBA-8A

