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How to Set-up a Contract in Bonfire Contract Load
(Note: Login credentials can be requested from contractadministration@algonquincollege.com )

	Adding and Setting Up a New Contract 

	Step 1:
Adding a New Contract
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	Step 2:
Setting Up a New Contract-Part 1
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	Step 2:
Setting Up a New Contract-Part 2
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	Step 2:
Setting Up a New Contract-Part 3
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	Step 2:
Setting Up a New Contract-Part 4
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	Step 2:
Setting Up a New Contract-Part 5

	When updating the contract, put in the main Contract Contact Person in the field of Budget Manager
· This will enable you to search by the persons name
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	Step 2:
Setting Up a New Contract-Part 6

	Under the People category put in your name as well as the main Contract Contact Person. This will ensure that the auto reminders go out to the appropriate people.
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In the middle of the wizard, you can:

6. Enter the Value the contract is worth

7. Select the contract's Currency

8. Enter the Start and End dates

9. Enter the number of days required to take the appropriate actions before the contract End Date (Lead Time)
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In the bottom left-hand corner, you

10. Define whether the contract is eligible to be Renewed once completed. If you wish for the contract to automatically change to the next term once complete,
select the Auto-Renewable box

11. Define whether the contract is eligible to be Extended into future Contract Terms rather than ending when the current term expires. The extension period is
defined once the contract is created

12. Specify whether the contract can be viewed by the Public, or if it is only accessible to people within your organization
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In the top right-hand corner of the wizard, you can:
13. Select the Contract Type from the drop-down (if applicable). These are defined by the Org-Admin

14. Link your contract with an existing Project and the winning Proposal. Selecting a project will generate a quick access link directly to the project within Bonfire
from the Contract Details window. In addition, both Public Files and Submission documents can be copied directly to the contract

15. Fill in Custom Contract Fields, created by you, which can also be made public or private. We'll learn more about creating Custom Contract Fields later in this

course
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Once you have filled in all of your information, you can select the Create button to proceed!
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Have a new contract that you would like to add to Bonfire? Adding a contract can be done in three different ways.

1. The Contracts section. Simply navigate to the Contracts section and click the Add Contract button.
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Now that you have the Add Contract wizard open, you can begin entering the various details of your Contract.

At the top left-hand side of the wizard, you can perform the following actions:

1. Enter the Contract Title

2. Select the Department the contract will be managed by

3. Select an existing Vendor/Supplier or type in a value to create one using the Create Vendor option

4. Utilize the optional Description field to include relevant details of the contract for internal and external viewers

5. Utilize the optional Notes field where you can add a note for internal users only
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