
 

 

 

Vendor Registration in Bonfire Procurement Portal 

City of Owensboro’s Bonfire Portal: https://owensboro.bonfirehub.com/ 

 

Account Creation 

1. On the Procurement Portal of the organization you'd like to register with, click on 
the Register button in the top right corner:  

 

 

2. Enter your account information: 

 

  

https://owensboro.bonfirehub.com/


3. This will trigger the email verification process, which should be in your email inbox.  NOTE: If you 
don't receive this email in 5 minutes, please see our Why am I not receiving emails? page.  

  

 

 

 Create a Password 

4. After confirming your email, you will be directed to complete your registration by setting a 
password and logging in. 

 

 

 

 

 

https://vendorsupport.gobonfire.com/hc/en-us/articles/6832556621847-Why-am-I-not-receiving-emails-


5. After creating your password, you can join or create an organization. Either search for your 
company or create a new one. If you create a new company, you will get the following prompts:  

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 



Account Confirmation 

After joining or creating your company account you'll continue to the Registration screen and can 
complete Step 1 by accepting the Privacy Policy and Terms of Service. 

 

Account Information 

You can now fill out further information to add to your Vendor Record: 

 

 

 

 



The following items are specific to the City of Owensboro:  

NOTE: Be sure to fill out all the fields marked with a red asterisk otherwise you will not be able to 
complete your registration. 

 

Documentation 

For this step, you will need to upload the following documents: W9, certificate of insurance, vendor 
information sheet, and HUB certificate (if applicable). The vendor information sheet does have a 
template attached, which you can click on the download icon to retrieve and fill out.  

Once you have the correct documentation you'd like to submit, click the Upload File... button in the 
same box as the slot you wish to upload to.  

You will be prompted to choose the file you wish to upload as well as select an expiration date if 
required by the organization. As a vendor, you will receive notifications when the requested 
document is expiring or has expired.  

Once the file has been uploaded, the red status button will turn green, and you will be able to move 
to the final registration step. 

 

 

 

 

 

 

 

 



Commodity Codes 

Commodity Codes are used for classification purposes. Please be sure to select your NIGP 
commodity code associated with your type of business or organization. You can search for codes 
using keywords or browse the table freely. Click Add next to the code you'd like to add. Codes 
added to your profile will appear in blue boxes at the top of the page; you can hover your cursor over 
each to see what the code is for. 

 

 

You do not have to upgrade to premium vendor. Just select the Continue button.  

 

BE SURE TO CHECK THIS BOX.  



Registration Complete 

Once you have completed all of the steps and a green checkmark appears on each step in the 
sidebar, you will see a green Success! message: 

 

 

Congratulations! You have completed the registration process and can now Continue to Bonfire 
to view opportunity documents and create submissions.  

https://vendorsupport.gobonfire.com/hc/en-us/articles/6832352780311-Where-do-I-download-the-documents-for-the-opportunity-
https://vendorsupport.gobonfire.com/hc/en-us/articles/6832869814551-Creating-and-Uploading-a-Submission-

