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The Aging and Long-Term Services Department (ALTSD) is pleased to provide this 
manual to outline the FY26 Capital Outlay Application System in Bonfire. 
 
This manual is divided into three sections:  
 
I. BONFIRE REGISTRATION FOR APPLICANTS 

 

II. APPLICATION LOG IN AND INFORMATION 

 

III. COMPLETING YOUR SUBMISSION 
 

IV. CHECKLIST FOR APPLICATION UPLOADS 
 
Instructions with specific screenshots from the application are provided for each 
step in the process. 
 
In addition, COB staff are happy to help with any troubleshooting as necessary.  
Capital Outlay Technical Assistance hours are weekly, every Wednesday from 3:00 -
4:30 pm.  Click here to join.  
 

COB has provided online trainings on Teams.  All trainings were recorded and are 
available on: https://aging.nm.gov/for-our-partners/capital-outlay 
 
For questions, contact Tasha Martinez, Capital Outlay Bureau Chief, 
tasha.martinez@altsd.nm.gov tasha.martinez@altsd.nm.gov   

https://teams.microsoft.com/l/meetup-join/19%3ameeting_NTM1MGJkMjAtNDRiNC00ZWM3LWE5YjEtNDNjZWY5MzFlZjc4%40thread.v2/0?context=%7b%22Tid%22%3a%2204aa6bf4-d436-426f-bfa4-04b7a70e60ff%22%2c%22Oid%22%3a%22da7f77d8-f12e-436a-a37b-ac97fc26569c%22%7d
https://aging.nm.gov/for-our-partners/capital-outlay
mailto:tasha.martinez@altsd.nm.gov
mailto:tasha.martinez@altsd.nm.gov
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I. BONFIRE REGISTRATION FOR APPLICANTS 

 

The following are step by step instructions to create your Bonfire account to apply for the 

2026 ALTSD Capital Outlay Application cycle opening January 8, 2025. 

 
Step 1: 
Go to altsdnm.bonfirehub.com 

Click on “Register” on the upper right-hand corner 
 

Complete the information 

Organization Name is not the Senior Center but the City/County/Tribe/Pueblo/Nation or other 

Use the first/last name and email that has the authority to apply for the 2026 ALTSD Capital 

Outlay application. Click “Create account” 
 
 
 

http://altsdnm.bonfirehub.com/
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The email registered will receive an email (check junk/spam if you do not see it within a few 

minutes). 
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Click on “Complete your registration” blue button on the lower left corner 
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Create a password 

 

 
Hit continue 

Next steps will identify your company (i.e. municipality/county/tribe/pueblo/Nation or 

other) 



7 
 

Click on “Search for your company” in the drop down box If you find your company, click on the 
“Join Company” 
 
IF you DO NOT find your company, click on “Create my company” 
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Complete the form, the red * are required  

Click “Save and Next” 
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This next section needs to be completed. You can submit answers that are relevant to your 

department. 

Click “Save and Next” 
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Click the drop down arrow for United States  

Click on New Mexico 

 

 Go to Settings 
 
Last steps! 
 
Another browser page should open 
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Final Steps 

 

Step 1:  

Accept the Privacy Policy and Terms of Service 
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Step 2: 

Under “Select Your Vendor Types” click on the + next to Capital Outlay Opportunities  

Click “Save, Next” 
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Step 3:  Select Capital Outlay Opportunities 
 
Press “Continue to Optional: Commodity Codes” 
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Step 4 : Commodity Codes 

NOTHING NEEDS TO BE COMPLETED 

Click “Continue to premium vendors” 
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Step 5: Premium Vendor 

Click on “Continue to registration complete” 
 

 

Congratulations! 

You have successfully registered with Bonfire. You will use this login when completing your FY26 

ALTSD Capital Outlay Application when it opens on January 8, 2025. 
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II. APPLICATION LOG IN AND INFORMATION 

 

The following are instructions to apply for the FY26 ALTSD Capital Outlay application cycle. 

 

Log in to your Bonfire account 
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Project Details: You will see the following information about the application for your senior center’s 

specific county.  It includes project details including the facility name, reference number, open and 

close date for the application. 

 

 
 
Scroll down  
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Supporting Documentation: You will see Supporting Documentation with a series of files that are 
application Question Sets.  

 

Download Question Set: 

1) Download the Fiscal and Facility Information Question Set for All Applications   

 

2) Download the applicable Question Set for the type of project you are applying for (example: 
Meals and Equipment, New Construction, etc.) 

 

 
 

Download the file at the top right-hand corner of your computer, click on and download 

 

 
 

Open the spreadsheet and select Enable Editing 
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Save the Question Set:   

• Save this Question Set in a Folder where you can easily find it. 

• Save as  Application Type and Facility Name in the File Name. 

• Complete each Question Set to Upload in the appropriate Application Section 
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Decisions: You will then see a list of senior center facilities (facilities) and the types of projects you will 
be  applying for (services). This list will help you determine  the appropriate projects for your 
application(s).  
 
Scroll down 
 

 
 
Applicant Information Required: This section will inform you about the types of information that will 
be asked of you for an application. This is for informational purposes prior to applying.  
 
Examples include: 
 
Applicant Information Required: 
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Planning and Design (Phase I) Information Required: 

 
 
 

Scroll to the end of the page and you will see Messages and Submission. This is where you will see 

Public Notices from ALTSD and your Vendor Discussions with ALTSD. You will also see the notice 

Prepare Your Submission.   

 
 

Prepare Your Submission:  Select your senior center facility from the dropdown and click “Prepare 
Your Submission” 
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III.  COMPLETING YOUR SUBMISSION 
 

This is the section where you will complete your application and provide all of the required information 

to ALTSD. The following is a step-by-step guide to this process. 

 
Project Details: The first thing you will see is the project details page, project reference, your 

organization and applicant name and email.  You can Edit Contact Information as needed.  

 

Click on Step 1: Select Decisions: place a check mark next to each facility and the “Services” application 

type for which you will be uploading the question set.  

 

Important Note: If you are applying for similar services at multiple facilities, please ensure that all 

estimates/quotes/deferred maintenance are specific to the respective facility. 
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Step 1: Select Decisions:  
 

Click the box next to the Senior Center Facility (FACILITIES) and the SERVICES (Project types) that you 

would like to apply for 

 

Click on Step 2: Upload Your Files 

 
 

 
 

STEP 1 COMPLETE 
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Step 2: Provide Submission Information 
 

Applicant Information  

 

Applicant information will be tied to each type of project you are applying for and is required. You will 

have opportunities to submit text in text boxes and upload applicable documents.  

 

Required and optional information is identified in this section.  

 

Save each section of the Applicant Information. 

 

 

 
 

 
When you have saved, the bullet point turns from red to green. 
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You will then Upload Files that are applicable: 
 

 
 
You will need to complete the downloaded Fiscal and Facility Information Question Set for upload. 
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Fiscal and Facility Information Question Set  
 
Review all the instructions on the page for Fiscal and Facility Information. Then, click on Tab 1 at the 

bottom of the page. 
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Question Set Completion 
 

• Question Set 1: Fiscal Certification Information.  
 
Select Question Set 1 within the Fiscal and Facility Information Question Set. 
 

 
 
Provide your information under Response and Comment where applicable.  
 
Status is 100% Complete when all questions have been answered. 

 
You will have opportunities to complete drop downs and text boxes. Please note any required 
Uploads (i.e. ICIP).  
 
The following is an example of a Question Set for application completion purposes only, containing 
limited information: 
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• Question Set 2: Facility Information 
 
Once you have completed Question Set 1, go to Question Set 2 or Tab 2 at the bottom of the page. 
 

 
 
Provide your information under Response and Comment where applicable.  
 
You will have opportunities to complete drop downs and text boxes.  
 
The following is an example of a Question Set for application completion purposes only, containing 
limited information: 
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Summary 
 
Click the Summary Tab at the bottom of the page and review to ensure that Question Sets are 
complete without errors. 
 

 
 

 
 
 
Save the Question Set 
 
Save this Question Set in a Folder where you can easily find it and use the Project Type and Facility 
Name in the File Name (i.e. Planning & Design, Las Vegas Senior Center). 
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Upload the Question Set 
 
Return to the Submissions page and Upload the Question Set within Fiscal and Facility Information. 
A section is complete if it is green. 
 
 Upload Question Sets for the Applicant Information section.   
 
Note – If you are applying on behalf of more than one senior center in a county, you will need to fill out 
Question Sets for each facility. See example below. 
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Planning and Design (Phase I) Application 
 
The following are all sections for Planning and Design applications. They include Question Sets and 
Uploads.   
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Complete the Question Set  
 
Review all the instructions on the page for Planning and Design. Then click on Tab 1 at the bottom of 
the page. 
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Question Set Completion 
 

• Question Set 1: Planning and Design  
 
Provide your information under Response and Comment where applicable.  
 
Status is 100% complete when all questions have been answered. 

 
You will have opportunities to complete drop downs and text boxes. Please note any required 
document uploads (i.e. construction plans, applicable quotes/cost estimates, optional items). 
 
The following is an example of a Question Set for application completion purposes only, containing 
limited information: 
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Summary 
 
Click the Summary Tab at the bottom of the page and review to ensure that Question Sets are 
complete without errors. 
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Save the Question Set 
 
Save this Question Set in a Folder where you can easily find it and use the Project Type and Facility 
Name in the File Name (i.e. Planning & Design, Las Vegas Senior Center). 
 

 
 
Upload the Question Set and Upload Required Documents 
 
Return to the Submissions page and upload the Question Set, Construction Plans, Applicable 
quotes/cost estimates, and Optional Items. A section is complete if it is green. 
 

  
 
Congratulations! You have completed the Planning and Design Application. 
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New Construction (Phase II) Application 
 
The following are all sections for New Construction (Phase II) Applications. They include Question Sets 
and uploads.   
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Complete the Question Set  
 
Review all the instructions on the page for Planning and Design. Then click on Tab 1 at the bottom of 
the page. 
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Question Set Completion 
 

• Question Set 1: New Construction  
 
Provide your information under Response and Comment where applicable. Note the drop-down arrow 
on 1.0.1 that provides direction.  
 
Status is 100% Complete when all questions have been answered. 

 
You will have opportunities to complete dropdowns and text boxes. Please note any required Uploads 
(i.e. deferred maintenance budget commitment, construction plans, applicable quotes/cost 
estimates, optional items). 
 
The following is an example of a Question Set for application completion purposes only, containing 
limited information: 
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Summary 
 
Click the Summary Tab at the bottom of the page and review to ensure that Question Sets are 
complete without errors. 
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Save the Question Set 
 
Save this Question Set in a Folder where you can easily find it and use the Project Type and Facility 
Name in the File Name. (i.e. Planning & Design, Las Vegas Senior Center). 
 

 
 
 
 
Upload the Question Set and Upload Required Documents 
 
Return to the Submissions page and upload the Question Set, Construction Plans, Applicable 
quotes/cost estimates, and Optional Items.  
 
The section is complete if it is green. 
 

 
 
 
Congratulations! You have completed the New Construction Application. 

  



41 
 

Reno/Code Compliance/Addition 
 
The following are all sections for Reno/Code Compliance/Addition Applications.  
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Complete the Question Set  
 
Review all the instructions on the page for Reno/Code Compliance/Addition. Then click on Tab 1 at the 
bottom of the page. 
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Question Set Completion 
 

• Question Set 1: Reno/Code Compliance/Addition 
 
Provide your information under Response and Comment where applicable.  
 
Note the drop-down arrow on 1.0.1 that provides direction.  
 
Status is 100% Complete when all questions have been answered. 

 
You will have opportunities to complete dropdowns and text boxes. Note any required Uploads (i.e. 
deferred maintenance budget commitment, quotes or cost estimates, applicable quotes/estimates, 
optional documents). 
 
The following is an example of a Question Set for application completion purposes only, containing 
limited information: 
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Summary 
 
Click the Summary Tab at the bottom of the page and review to ensure that Question Sets are 
complete without errors. 
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Save the Question Set 
 
Save this Question Set in a Folder where you can easily find it and use the Project Type and Facility 
Name in the File Name. (i.e. Planning & Design, Las Vegas Senior Center). 
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Upload the Question Set and Upload Required Documents 
 
Return to the Submissions page and upload the Question Set, Construction Plans, Applicable 
quotes/cost estimates, and Optional Items.  
 
A section is complete if it is green. 
 

 
 
Congratulations! You have completed the Reno/Code Compliance/Addition Application. 
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Vehicles and Equipment Application 
 
The following are all sections for Vehicles and Equipment Applications. They include Question Sets and 
uploads.   
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Complete the Question Set  
 
Review all the instructions on the page for Vehicles.  Then click on Tab 1 at the bottom of the page. 
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Question Set Completion 
 

• Question Set 1: Vehicles 
 
Provide your information under Response and Comment where applicable.  
 
Note the drop-down arrow on 1.0.1 that provides direction.  
 
Status is 100% Complete when all questions have been answered. 

 
You will have opportunities to complete drop downs and text boxes. Please note any required 
Uploads. (i.e. applicable quotes, cost estimates, deferred maintenance budget commitment, optional 
documents). 
 
The following is an example of a Question Set for application completion purposes only, containing 
limited information: 
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Summary 
 
Click the Summary Tab at the bottom of the page and review to ensure that Question Sets are 
complete with no errors. 
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Save the Question Set 
 
Save this Question Set in a Folder where you can easily find it and use the Project Type and Facility 
Name in the File Name. 
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Upload the Question Set and Upload Required Documents 
 
Return to the Submissions page and upload the Question Set, Construction Plans, Applicable 
quotes/cost estimates, and Optional Items.  
 
A section is complete if it is green. 
 

 
 
 
Congratulations! You have completed the Vehicles and Equipment Application. 
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Meals and Equipment Application 
 
The following are all sections for Meals and Equipment. They include Question Sets and uploads.   
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Complete the Question Set  
 
Review all the instructions on the page for Planning and Design. Then click on Tab 1 at the bottom of 
the page. 
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Question Set Completion 
 

• Question Set 1: Meals and Equipment 
 
Provide your information under Response and Comment where applicable.  
 
Status is 100% Complete when all questions have been answered. 

 
You will have opportunities to complete drop downs and text boxes. Please note any required 
Uploads. 
 
The following is an example of a Question Set for application completion purposes only, containing 
limited information: 
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Summary 
 
Click the Summary Tab at the bottom of the page and review to ensure that Question Sets are 
complete with no errors. 
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Save the Question Set 
 
Save this Question Set in a Folder where you can easily find it and use the Project Type and Facility 
Name in the File Name. 
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Upload the Question Set and Upload Required Documents 
 
Return to the Submissions page and upload the Question Set, Construction Plans, Applicable 
quotes/cost estimates, and Optional Items.  
 
A section is complete if it is green. 
 

 
 
Congratulations! You have completed the Meals and Equipment Application. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

STEP 2 COMPLETE 
Once you have completed all applicable Question Sets and Uploads, you have completed Step 2. 
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STEP 3: SUBMIT & FINALIZE 
 
The final step is to submit and finalize.  
 
At the bottom of the page, check on the box “I understand that I can’t change any of the submission details or 
documents once the project closes.”  
 
Click on Submit & Finalize my Submission 

 

 
 
You will receive a submission receipt with all details regarding the submission and will receive a 
confirmation email to the email used when the Vendor account was created. 
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STEP 3 COMPLETE AND APPLICATION HAS BEEN SUBMITTED 
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IV. CHECKLIST FOR APPLICATION UPLOADS 
 
Use the following checklists to ensure that you have uploaded all required documents to the ALTSD COB 
portal prior to application submission. You may print out and check off the checklists prior to submission. 
 
Applicant Information (Fiscal and Facility) Checklist  NOTE: Required for all applications 

Document Uploaded Document Type 

 Current ICIP 

 Letter Identifying Certifying Official for all applications 

 History - Optional 

 Fiscal and Facility Information Question Set 

 
Planning and Design Application Checklist 

Document Uploaded  Document Type 

 Planning and Design Question Set 

 Construction Plans 

 Applicable quotes/cost estimates 

 Optional items (photos, renderings, etc.) 

 
New Construction Application Checklist 

Document Uploaded  Document Type 

 New Construction Question Set 

 Construction Plans 

 Applicable quotes/cost estimates 

 Budget commitment for ongoing maintenance and repair 

 Optional items (photos, renderings, etc.) 

 
Renovation/Code Compliance/Addition Application Checklist 

Document Uploaded  Document Type 

 Renovation/Code Compliance/Addition Question Set 

 Construction Plans 

 Applicable quotes/cost estimates 

 Budget commitment for ongoing maintenance and repair 

 Optional items (photos, renderings, etc.) 

 
Vehicles and Equipment Application Checklist 

Document Uploaded Document Type 

 Vehicles and Equipment Question Set 

 Quotes or cost estimates related to project oversight 

 Applicable quotes/cost estimates 

 Documentation that there is budget commitment for ongoing 
maintenance and repair 

 Additional Documents 
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Meals and Equipment Application Checklist 

Document Uploaded Document Type 

 Meals and Equipment Question Set 

 Applicable quotes/cost estimates 

 Additional Documents 

 


