| Office of Contracting & Procurement
== Guide: How to Submit an Application

This guide walks you through how to submit a bid application for open solicitations through the City
of Detroit's new Procurement Portal, EUNA Procurement (Bonfire). Whether you're a first-time user or
returning supplier, follow these steps to ensure your submission is complete and received by the
deadline.

Before You Begin, Make Sure You Have:

e Aregistered account on Detroit.bonfire.com (If you need to register, review this video and
guide)

e Time to complete your submission before the opportunity closing date and time (shown on
each solicitation)

Need Help? If you experience technical issues with your application, contact the EUNA Support
Team, click submit a ticket here. Send an email to eprocurement@detroitmi.gov for general user
questions.

What Happens After You Submit? Once you submit your application, you'll receive a confirmation
email and a confirmation code. The City will review all submissions after the opportunity closes, and
you'll be notified of the outcome via email.

Starting Your Submission

Log into the Procurement Portal at Detroit.bonfirehub.com. You will be able to view all available bids
under the Open Public Opportunities tab and opportunities you've been invited to under the My
Opportunities tab.

e Select View Opportunity, to view and download all available information for the bid.
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Read the information under Project Details to learn more about Important Dates, Events, Requested

Information, and Questions & Answers.
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e Selectthe Prepare Your Submission button at the bottom of the page, when you are ready to start

your submission.
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You will be guided through each section of the application where you can review all the provided
information for the bid, upload documents, and respond to any bid specific data fields.

Supplier submissions can be done over time as the portal automatically saves the progress of any
uploaded documents or requested data field inputs.

Green checkmarks show when the section is complete. All sections must have a green check mark to
submit your proposal for the opportunity.

e Select Prerequisites. Review the prepopulated information.
e Make any edits needed (optional).
e Select Save & Continue.
B ~ pirha i
Complete Your Submission - City of Detroit
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Read all the information provided in each section of the bid.

e Select Overview.
e Read the information provided in the Overview.
e Select Continue.

& - pr—

RFP - EXAMPLE PROJECT (Ref # 555565)

Oct9, 2026 12:00 AMEDT > Nov 30, 2025 12:00 AM EST SR
s 1. Overview
i o CITY OF DETROIT
OFFICE OF CONTRACTING & PROCUREMENT
EXAMPLE REQUEST FOR PROPOSAL

2. Request for Proposal o
3. Respondent Detil & _ TheCityof Contracting and ) is providing quest for proposals to
Technica Proposal O allow qualified respondents to familiarize themselves with the new bid submission interface.

Purpose of This Example Opportunity:
4 Pricing © Practice using the new bid submission system

Experience the full submission process in a risk-free environment
5 Required Forms & Provide for supplier bidding on future City of Detroit opportunities
Cortiications °

Important Notes:
6.Conditons of Award ® | | This s a teat opportuntty only

Submissions will NOT be evaluated or considered for award
Review O Suppliers are strongly encouraged to complete a test submission to prepare for actual opportunities

Need Help?
For additional information, guides, videos, and articles on how to submit a bid, visit the Office of Contracting and

plier Supp: :
https:/iwww.detroitmi.govisuppliersupport

I you have any issues with submitting a response, please visit Bonfire/EUNA's Technical Support articles.

For further technical assistance, please send an email to eprocurement@deroitmi.gov or call (313) 670-6604.

— ‘ &

You will see a description of what is included in the section at the top of the page. The purpose and
instructions for all required information are included.

e Follow the instructions to complete and upload the requested documents.
e Dragand drop files or browse from your devices to upload required documents.

Complete Your Submission - City of Detroit

RFP - EXAMPLE PROJECT [Ref # 555555)

Octs. 2025 12:00 AMEDT - Nov 30, 2025 12:00 AM EST 2 02ya et
= 3. Respondent Details & Technical Proposal
Frenqulcies o Thiz section is mandatory and requires the vendor to provide the City with essential background,
organizational, and contact information. These details establish your firm's legal identity, corporate history, and
1. Owarview -1 primary contact for all official communication regarding this proposal.
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- What You Need to Do: Purpose &

1. Click the three dots (z) next to the attachment to download the Respondent Questionnaire form (Word
docurment). i
E.mm?""“ o 2 Complete all sections of the guestionnaire, including: InS rUCtlonS
« Contzct information
» Background information
& Frior experisnce
+ References
« Organizations| capacity and staffing experience
= Bave your completed questionnaire as a POF file.
4 Upload your completed PDF.

4. Priging

8. Condifions of Award [-]

Foviow O

Important All fields in the gquestionnaire must be completed.
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Completing Your Submission

All sections MUST have a green checkmark to show completion before you can submit your application.

e Under Review Project, confirm that you understand that you can’t change any of the submission

details or documents once the project closes.

e Select Submit & Finalize My Submission.

ﬁ Portal

Complete Your Submission - City of Detroit

RFP - EXAMPLE PROJECT (Ref # 555555)
Oct9, 2025 12:00 AMEDT — Nov 30, 2025 12:00 AMEST

= Collapse
p—
Prerequisites [}
1. Overview o
2. Request for Proposal o
3. Respondent Details & °
Technical Proposal
4. Pricing o
5. Required Forms & °
Certifications
6. Conditions of Award [-]
—
Review (0]

Back to Opportunity

Review Project

These details are nesded before you start the application.

Review

Supplier Tester

City of Detroit e

22 days left

[0 1 understand that | can't change any of the submission deails or documents once the project closes. *

S ——

You will be redirected to the submission confirmation page and sent a confirmation email.

*ﬁ Portal

Complete Your Submission - City of Detroit

RFP - EXAMPLE PROJECT (Ref # 555555)
Oct9, 2025 12:00 AMEDT - Nov 30, 2025 12:00 AM EST

* Congratulations, your submission is complete!
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4. Pricing
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]
Confirmation email has been sent to marlostaples@gmail.com.
°
ion Time c ion Code

[} Nov 07, 2025 1:35:11 pm EST NzIzZMTkw

° You've reached the limit for alternate submissions.

°

]

]

Confirmation )
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Editing and Resubmitting a Completed Application
Before the opportunity closes, you can edit your application and resubmit it to the City of Detroit.

e Login. Select Submissions at the top of the page.
e Select Completed.
e Select View for the opportunity you want to edit.

¥ ~E= o

Your Submissions ﬂ
City of Detroit i

Work-in-Progress Completed Missed

Search
Ref., Project Department  Vendor Due  Action
# Date
537914 -Test 1 2026-27 CDBG/NOF Public Services NOFA - Test 1 HRD OCP - MS Tester Oct 2rd 2025, 11:30 AM EDT View
537914 - Test 1 2026-27 CDBG/NOF Public Services NOFA - Test 1 HRD Brendan's Bread Oct 23rd 2025, 11:30 AM EDT View
555655 Recreation Summer Host Site REC Brendan's Bread Oct 8th 2025, 2:00 PM EDT View
I 555555 RFP - EXAMPLE PROJECT Non-Departmental Supplier Tester Nov 30th 2025, 1200 AM EST View I

555555 - Test 1 Maintenance, Repair, and Operations (MRO) Supplies - Test 1 Citywide Brendan's Bread $Sep 9th 2025, 4:30 PM EDT View
Technical Support  Porial Security ~ Jermsof Service  Privacy Policy  Sitemap
You will be taken to your submission confirmation.

e Select Unsubmit Application.
e NOTE: If you click Unsubmit, you MUST resubmit before the opportunity closes for your response
to be received by the City.

Supplier Tester
ﬁ Portal City of Detroit

Complete Your Submission - City of Detroit

RFP - EXAMPLE PROJECT (Ref # 555555)

Oct9, 2025 12:00 AMEDT - Nov 30, 2025 12:00 AMEST 22 days left

* Congratulations, your submission is complete!

SELID Confirmation
Prerequisites [

Confirmation email has been sent to marlostaples@gmail.com.
1. Overview [

Submission Time Confirmation Code
2. Request for Proposal (-] Nov 07, 2025 1:37:22 pm EST NzIzMTky
3. Respondent Details & ° You've reached the limit for alternate submissions.
Technical Proposal

art an Altemate Submission (4

4. Pricing o

5. Required Forms &
Certifications

°

6. Conditions of Award [}

Confirmation o

Back to Opportunity ication Dovnload Submission
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You can make any changes you need to make to any section of your application.

e Onceyou are ready to re-submit your application, select Review.

e Under Review Project, confirm that you understand that you can’t change any of the submission
details or documents once the project closes.
e Select Submit & Finalize My Submission.

ﬁ Portal

Complete Your Submission - City of Detroit

RFP - EXAMPLE PROJECT (Ref # 555555)

Oct9, 2025 12:00 AMEDT - Nov 30, 2025 12:00 AMEST E2CTRIIE

= Collapse Review Project

These detals are ne

Prerequisites ° eded before you start the application

1. Overview o Review

[ 1 understand hat | cantchange any f the submision detas o

ents once the project closes. *

3. Respondent Details & °
Technical Proposal
4. Pricing °

5. Required Forms &

Certifications °
6. Conditions of Award o
Review o

Back to Opportunity

ction ‘Submit & Finalize My Application

You will once again see the submission confirmation page.
Complete Your Submission - City of Detroit

RFP - EXAMPLE PROJECT (Ref # 555555)
Oct 9, 2025 12:00 AMEDT - Nov 30, 2025 12:00 AMEST

+ Congratulations, your submission is complete!

22 days left

BEiio Confirmation
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Confirmation email has been sent to marlostaples@gmail.com.
1. Overview [-]
Submission Time Confirmation Code
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3. Respondent Details & ° You've reached the limit for alternate submissions.

Technical Proposal
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