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Your Builder Profile:
This is where you go to view/edit 

your company information that is dis-
played. If you had an entry in this past 
event, you will be listed as a Level 2 
Builder. If you would like to upgrade to a 
Level 3 for additional premium upgrade 
features, you can do that here by clicking 
the ‘Upgrade’ button.

Manage All Homes:
This is where you go to view/edit 

your homes after they have been added 
OR to copy/repeat a previous entry. 

Add a New Home:
This is where you go if you would 

like to add a completely new home into 
our system. (You will add the home into an 
event on the next step.) If you have multiple 
homes to add into this event, complete this 
step for all your homes first, before moving 
onto the next step to enter them into the 
event. That way you will have ONE order 
with multiple homes attached, and it will 
be easier for payment.

Enter Your Home(s) Into the 
Event:

Once you have added all of your homes, 
this is where you go to enter those homes 
into the current Parade event. You are 
not listed in the event until this step is 
complete.

Pay For Your Entries/Upgrades:
This is where you go to pay for your 

entries or upgrades. If you choose to pay 
only half payment up front, you can come 
back to this step and pay for the remaining 
balance due at any time.
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Manage All Homes:
This is where you go to view/edit your homes after they have been added OR to copy/repeat a previous entry. 

Copy/Repeat a Previous Entry:
If you know that you want to add an exact duplicate from a previous event, you can simply copy the entry by first clicking on the event 
you want to copy from along the left side. For this example, we are going to copy from last Spring’s event, so we’ll click on 2014 Spring 
Preview.

Next, a display of all the homes you had in that event will show 
here. Using the example on the right, there was only one home in 
the Spring Preview that we can copy from (entry #1) and that is 
the one we what. So we will simply click the ‘Copy’ button. From 
there you will walk through the steps as if you are adding a home, 
proof over everything carefully and be sure to make any updates 
to information that needs it.

You would follow this same process if the home is right next door 
to a previous model, with a lot of the same layout info. You can 
always update the front elevation or number of bedrooms, for 
example, on the newly copied home, verses entering everything 
again from scratch.

See next page for adding a completely new home >>
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Currently, no homes have been added (that are 
not already tied to a previous event) so this 
area is blank.

Once we add a home, they will show up here in 
the ‘Unassigned Homes’ area. When we go to 
that next step to enter into the current Parade 
event, the home will be moved to the ‘Pending 
Homes’ area until we go live.



Step 1: Required Information
This is the information that we will need up front for you to enter the 
Parade of Homes event. You can come back to this home and add 
more details when they become available to you (Manage All Homes> 
Edit button).

The top company information section will auto-populate with your 
company address and fax number from your Builder Profile page, 
however if you’d like to change it for the Parade entry contact, you 
can do so here.

The home contact information section should include the main 
contact person that BATC will be in touch with regarding questions, 
proofs and payment going forward with this entry.

The interactive map pulls from BING maps. (Unfortunately, we do not 
have access to add streets or fix typos on these online interactive maps.) 
We ask that you place the pin as close to the home location as you 
can. Once you add the home address, click the ‘Pinpoint using pro-
vided home address’ button. Now proof the pin location carefully! 
A lot of times BING can’t find the exact location so it will try to get 
as close as it can - Which can be way off as some of you have 
found. ;-) If the pin is not in the correct location, click the orange pin 
and drag to where it should be, but DO NOT click the ‘Pinpoint using 
provided home address’ button again - That would reset it to the 
wrong location again.

You have options at the bottom of the page to ‘Save & Exit’ or ‘Save & Continue’ to the next step of information.

Add a New Home
This is where you go if you would like to add a completely new home into our system. If you have multiple homes to add into 

this event, complete this step for all your homes first, before moving onto the next step to enter them into the event. That way you 
will have ONE order with multiple homes attached, and 
it will be easier for payment.

From the Member Management screen (or the Manage 
All Homes screen), if you were to click the blue ‘Create 
Home’ button, you will be promted to choose between 
a repeat entry or an all new home. (This is a different 
way of copying a home.) See the example on the right.

We want to click the ‘New Home, Start from scratch’ 
green button instead.
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Step 2: Additional Home Information
Fill out this information as best as you can.

These ‘Home Phone’ fields are the ones that will be printed in the 
Parade of Homes guidebooks for consumers to call.

We ask that each company submit an exact model home price 
in the ‘Price’ field area. This price should include your lot price! 
Also, if you’d like to include an Others From price in the printed 
guidebook, add that price to the ‘Other Homes From’ field. How-
ever, this others from price is NOT required.

Only fill out the ‘Development Range’ prices if you have a devel-
opment entry. Otherwise, please leave these fields blank.

Again, you have options at the bottom of the page to ‘Save & Exit’ 
or ‘Save & Continue’ to the next step of information. Also includ-
ed is a button to jump back to the required information tab.

Add a New Home - Continued

ParadeofHomes.org Walk Through

3

Step 3: Printed Home Details
Fill out this information as best as you can. All of the information 
provided on this tab will be included in the printed Parade of Homes 
guidebook.

Include your home description and directions, but keep an eye on 
your character count. Or if you wanted to copy the description or 
directions from a previous event, you could do so by using the drop 
downs.

The Hand-Drawn Map is different from the Interactive Map from 
step one (required info). This is the map that we will recreate using 
our Adobe Illustrator template and will be printed in the guidebook. 
Please include any major highways or streets that you’d like con-
sumers to take to get the your model home.

All images/elevations will be printed in black and white unless you 
choose to pay for the color photo upgrade later when entering the 
home(s) into the event. If you upload a color photo/elevation here, 
we will convert to black and white for you if the $300 upgrade pay-
ment is not received.

Again, you have options at the bottom of the page to ‘Save & Exit’ or 
‘Save & Continue’ to the next step of information. Also included is a 
button to jump back to the additional home information tab.



Step 4: Marketing Options
Check these boxes if you want to be included in any of the mar-
keting opportunies listed. These are all optional opportunities!

Again, you have options at the bottom of the page to ‘Save & 
Exit’ or ‘Save & Continue’ to the next step of information. Also 
included is a button to jump back to the printed home details tab.

Add a New Home - Continued
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Step 5: Premium Information
Fill out this information only if you plan to upgrade to a Premium 
Home Listing Online for $200.

Click ‘Save & Exit’ at the bottom of the page. You are finished add-
ing a home! Next step is to add this home to an event. However, if 
you have multiple homes to add, do that first.
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Enter Your Home(s) Into the Event:
Once you’ve added all your homes into the online system, you 

will notice on the Member Management screen that it is now showing 
that homes are available to enter into the event. You will start this process 
by clicking the green ‘+ Add to Event’ button shown on the right.
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Enter Your Home(s) Into the Event - Continued4
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