&5 Bonfire

Account Settings

Overview & Highlights

Account Settings Sections:

e Organization Vendor Record: The copy of your information held by the Organization that you
are currently logged into

e Global Vendor Record: The master record that you can maintain and that persists through all

of Bonfire's portals. This record is solely controlled and edited by you

Name: Edit your name here

Email and Password: Edit your login email or change your password

Profile Picture: You can upload a profile picture to associate with your account in this area

Preferred Language: You can change your portal language to our five options of English,

French, Russian, Spanish or Portuguese

e Timezone: All dates in the app will be displayed relative to your chosen timezone

Quick Resources

Video Walkthrough

Detailed training: Check out our full training video on Account Settings.

Quick Video: Check out our high-level overview video, which contains a walkthrough of the Vendor Registration
and Submission process

Bonfire Resources/Articles:

e Account Setting Overview (for Vendors)
e Updating Profile Documents After Registration
e How do | edit my Vendor Type(s)?
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https://attendee.gotowebinar.com/recording/905884755660635138
https://vendorsupport.gobonfire.com/hc/en-us/articles/6796500613655-Vendor-Registration-and-Submission-VIDEO-
https://vendorsupport.gobonfire.com/hc/en-us/articles/6796500613655-Vendor-Registration-and-Submission-VIDEO-
https://vendorsupport.gobonfire.com/hc/en-us/articles/6831760914583-Account-Settings-Overview-for-Vendors-
https://vendorsupport.gobonfire.com/hc/en-us/articles/6831643773847-How-do-I-update-the-documents-on-my-vendor-profile-after-registration-
https://vendorsupport.gobonfire.com/hc/en-us/articles/6831802802839-How-do-I-edit-my-Vendor-Type-s-
http://www.gobonfire.com/training

Account Settings Overview

Accessing Account Settings

See what information is stored by a specific

organization

1 Log into the portal

(If you do not have an account please

Register for one).
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 Enter Account Settings

Once you have logged into your account via any organization's portal, you will see your name and an arrow

in the top right corner. Click the arrow, and click Settings to begin.
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Organization Vendor Record

See what information is stored by a specific organization

J What is an Organization Vendor Record?

Your Organization Vendor Record is the copy of your information held by the Organization that you are

currently logged into. Changes here will only be reflected in the institution that is hosting the opportunity.

The institution hosting the opportunity may edit this record as well.

Profile

Enter and edit any personal or company
information. Custom registration fields
created by the organization you're logged

in to will appear here.
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Name

Timezone

Custom

Email and Pa:

Preforred Language Havier

Registration|Fields
Registration Fields,

Company B

Global Vendor Record @

Vendor Name'
ssword

Company B

Profile Picture

Contact Email

kshantz+companyb@gabonfire.com

Phone Number

janization Vendor Record is the record that Katelyn Shantz has on file and m:
ted for Katelyn Shantz. Additionally, Katelyn Shantz may edit this re ell.

Documents

ternally. You may edit this record. Changes here, however,

Address Line 1° Address Line 2

456 St

Address Line 3 Address Line 4

City" State / Province®
Guelph ON

Postal/Zip Code’ Country

B7h8bo. Canada

Tax Identification Number’

100000

jour company certified?

What agency(es) is your company a member of?
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https://vendorsupport.gobonfire.com/hc/en-us/articles/6830871161239-Vendor-Registration
https://vendorsupport.gobonfire.com/hc/en-us

O Profile - Vendor Types

The bottom of the Profile tab is where you can
select your Vendor Type if options are listed. These
are created by the organization and let them know
what you specialize in and then require documents

or other information accordingly.

Select Your Vendor Types

= Construction
For Vendors submitting to construction and general contracting projects.

Next 3 Save

Additional Information

The Additional Information tab houses any
additional information requirements
specific to the Vendor Type you selected. If

this tab does not appear in an Organization

L ] Construction (For Vendors to

s : r B

Based on your selected Vendor Type, please complete the following sections

and general projects.)

You are editing the Construction section

Have you been audited in 20197°

Vendor Record, that means that no further -
Vendor Type-specific information is
required by that Organization. =
Documents

Settings

Keep track of any documents requested by

the Organization affiliated with your vendor

Name

registration. This is also where you can

Profile Picture

update any Expired documents.

Organization Vendor Record

Email and Password

Company B

Your Organization Vendor Record is the record that Katelyn Shantz has on file and maintains internally. You may edit this record. Changes here, however,

will only be reflected for Katelyn Shantz. Additionally, Katelyn Shantz may edit this record as well,

LLST Certification

Global Vendor Record @

) Upload File.

OPTIONAL

D (D e e PO

» 1 file uploaded

Preferred Language

Global Vendor Record

(d What is a Global Vendor Record?

Your Global Vendor Record is the master record that you can maintain and that persists through all of

Bonfire's portals. This record is solely controlled and edited by you.

Profile

Enter and edit any personal or company
information. This information is used to create
a new Organization Vendor Record when you
log in at an Organization on Bonfire for the first

time.

Organization Vendor Record

Preferred Language

Settings

Company B

Your Global Vendor Record is the master record that you maintain on Bonfire and is sed to create a new Organization Vendor Record when you log in at

an Organization on Bonfire for the first time. Only you may edit this record. Addiionally, this record can be sed to subscribe 1o opportunity matching
Global Vendor Record @ notifications based on Commody Codes.

Email and Password

Profile Picture

Timezone

Vendor Name' Address Line 1 Address Line 2
Company B

Contact First Name Contact Last Name Address Line 3 Address Line 4
Havier Stronel

Contact Email city State/ Province

kshantz+companyb@gobonfire.com

Phone Number Postal /Zip Code Country
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Q Commodity Codes/Opportunity

Matching Profile | Commadity Codes / Opportunity Matching SearCh
. . . X3 —— Selected|codes
Commodity Codes help to identify your — / \
Code Set: Code: Keyword:
business and match you with related i : 0 f| oo
ey . Code Title Description Add
opportunities. You can subscribe to = T a—— - - = =
1 ive Plant and Animal Material and Accessories an is segment includes live, wild and domesticated
opportu n |ty matCh | ng nOtiﬁcationS WhICh |‘v 1 V\f'leul and 17”“‘“ and n|t4zs ble Plant ,mzl\An mal This segment includes unprocessed materials such +
123 Chemicals including Bio Chemicals and Gas Mater...  This segment includes inorganic and organic chem +
Wi || a IIOW you to be notiﬁed Of future Bonﬁ re 131 Resin and Rosin and Rubber and Foam and Film a. Tmssegmem includes rubber and plastic material, +
141 Paper Matenals and Products This segment includes paper used for commercial +
Opportunities that are aSSOCiated With your 15 1 Fusls and Fusl Additive: s and | ubricants and Antfi o This sanmant incliides natural nooring nasas and +
indicated Commodity Codes and the Service Regions Select Specitic Subregions
All Regions o I "I Notity me of any opportunities thal match my commodity codes

Service Region(s) you selected.

Name Settings

D Edit ﬁrst and Iast name Organization Vendor Record Name
m First Name:

The Name section allows you to input and TS Halor
edit your First Name and Last Name. Once it LastNenes

Stronell

Save +—

you have made your changes, click Save.

Email and Password

Profile Picture

Settings
Em a I I a n d Pa SSWO rd Organization Vendor Record Change Your Email
m Email:
D change yOUl' email kshantz+companyb @ gobonfire.com

Global Vendor Record @
At any time you can go into this section and edit i it
your account login email under the Change Your

W

Email heading. After editing your email, enter Profile Picture Cmnots £bo
your password, select I'm not a robot, and then Pratérrad Langesgs .
click Change. iy

Change Your Password

 Change your password

New Password:

You can change your password if you wish to. Once you
type in your updated password, click the corresponding Contiom New Password:

Change button to save those changes.
o

reCAPTCHA
Privaty - Temns

I'm not a robot
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Profile Picture

O Add or change your profile picture Settings
You can choose to associate a profile picture
. . ) Organization Vendor Record Upload New Profile Picture
with your account. By selecting the Choose File o
button you can upload any photoin a gif, jpg, Grosa vensor recors @ e e e
.jpeg, or .png format. Once you have selected Name m|mn

your file, click the Upload button to finish

Email and Password Upload 4—_

Profile Picture

uploading your profile picture.

Preferred Language

J Set the language you want to use Bonfire in

You can adjust the default language that the Settings

portal is displayed in. From the drop-down menu, DA Vasaer SR Preferred Language \
you can choose between one of five languages :h o .

(English, Russian, French, Portuguese, Spanish). N;: o soe |

Do note that this preferred language setting is s e

strictly for your profile only and will not impact Profile Picture

other users. I Preferred Language ,

Timezone Settings

D Select your timezone Organization Vendor Record Timezone
X America \‘ -

By default, all dates and times on the portal are

Global Vendor Record @
Toronto

displayed using the Organization's timezone.

However you can set your own personal Email and Password s
timezone preference through this section to Profile Picture
display all dates in the app relative to your Preferred Language

chosen timezone.
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