
BUILDER PORTAL 
INFORMATION

THE PARADE OF HOMES OF GREATER KANSAS CITY
Hosted by the Home Builders Association of Greater Kansas City since 1947



Parade Builder Portal: admin.paradeofhomes.io/login

Public View of Parade Listings: kc.paradeofhomes.io

Contest, Deadline & Other Information: kchba.org/participate-in-the-parade

KCHBA Membership Hub (GrowthZone): members.kchba.org/MIC/login

STAY CONNECTED
PARADE OF HOMES KCHBA

LINKS TO KNOW

@paradeofhomeskc @kansascityhba

@kcparadeofhomes @kc_hba

Home Builders Association of 
Greater Kansas City

KCHomeBuildersAssoc

kchba.org | 816.942.8800
600 E. 103rd St., Kansas City, MO 64131

kcparadeofhomes.com

https://www.instagram.com/kcparadeofhomes/
https://www.facebook.com/paradeofhomeskc
https://www.instagram.com/kc_hba/#
https://www.facebook.com/kansascityhba
https://www.youtube.com/kchomebuildersassoc
https://www.linkedin.com/company/home-builders-association-of-greater-kansas-city
kcparadeofhomes.com
kchba.org
https://admin.paradeofhomes.io/login
https://kc.paradeofhomes.io/
https://kchba.org/participate-in-the-parade/
https://members.kchba.org/MIC/login/


TABLE OF CONTENTS
Parade Builder Agreement.........................................................................................................4

First Time Users – Create Account..........................................................................................4

Update Your Profile......................................................................................................................5

Add a New Home To Your Account........................................................................................5

Add a Home to the Parade........................................................................................................7

Change the Address of a Home..............................................................................................8

Add Additional Users to Existing Account...........................................................................8

Edit Existing Account Contacts and Users............................................................................8

Artwork - Front Elevation and Floor Plan Images.............................................................8 

Home Gallery Photos..................................................................................................................11

Enhanced Home Listing.............................................................................................................11

Entry Description..........................................................................................................................12

Navigation Directions.................................................................................................................12

Printed Guidebook......................................................................................................................12

Preview Guidebook Listing.......................................................................................................13

Parade Deadlines.........................................................................................................................13

Parade Mobile App.....................................................................................................................13

Parade Contests............................................................................................................................13

FAQs.................................................................................................................................................14

KCHBA / Parade Staff Contact.................................................................................................14

About the KCHBA.........................................................................................................................15



PARADE BUILDER AGREEMENT

All participants in the Parade of Homes must agree to the following for each house 
submitted to the Parade of Homes of Greater Kansas City:

•	 By hitting submit, I hereby certify that I have read, understand and will abide by all 
the rules of the Parade of Homes.

•	 I recognize the entry fee for each Parade home entered is non-refundable. 
•	 If the KCHBA is notified a Parade home has sold on or before the late entry 

deadline, the home can be taken off the current Parade and those funds can be 
applied to an entry the following Parade.

•	 I acknowledge as a Parade participant I am responsible for ensuring home entry 
information is submitted into the Parade builder portal correctly, including but 
not limited to address, county, home directions and geolocation (longitude and 
latitude).

•	 I agree this home has never been occupied and is a newly constructed home. No 
remodeled homes are permitted entry on the Parade of Homes.

•	 I agree to have my home open DAILY during the Parade of Homes from 
11:00 a.m.-6:00 p.m. If I am not able to comply with these hours, my home 
will be marked as “not open – contact builder” within the Parade app and on 
kcparadeofhomes.com. 

•	 My KCHBA membership is within good standing. If set to expire during the Parade 
of Homes, it will be renewed before recieving Parade materials.

•	 I assume responsibility for placing directional arrows for my home(s) no more than 
a week prior to the beginning of the Parade of Homes and will collect directional 
arrows within a week of the Parade of Homes concluding. 
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FIRST TIME USERS - CREATE ACCOUNT

1.   ACTION REQUIRED - Special Access Code 
You will need to contact Paige@kchba.org or call 816.937.4395 to get the current 
special access code.

2.	 Go to the Admin portal website: admin.paradeofhomes.io/login
3.	 At bottom of Log In page, click on “Don’t have an Account? Register One”
4.	 Fill out your company’s information:

•	 Company Type: Choose Builder 
•	 Company Name: Enter exactly as you want it displayed online! Case and 

spacing is important. 
•	 Email: This is your own e-mail address; you will have a chance to register 

additional users at a later time. 
•	 First and Last Name: Enter your name.
•	 Password: Please use at least 6 characters with a number and a symbol

mailto:Paige@kchba.org
https://kchba.org/parade-of-homes/
https://admin.paradeofhomes.io/login


5.	 Click “Register.” You will see a blue “Successfully Registered” message instructing 
you to verify your e-mail address.

6.	 Check your e-mail for an e-mail from info@paradeofhomes.io. Click the big red 
button in the e-mail that says “Verify Email Address.”

7.	 Once you click this button, you will be sent to a web page saying your account has 
been verified.

8.	 Click “Login” and use the e-mail address and password you just created.
9.	 Once logged in, you will see a blue message at the top “Pending Account 

Approval.”  For security reasons, please wait for the KCHBA to approve your 
account within a few hours. You will receive an e-mail when its approved so you 
can continue.

10.	 Once you receive your account approval, you may click the “Recheck your Status” 
button if you still have this page open or just login to the portal to continue.

11.	 Complete your builder profile.
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UPDATE YOUR PROFILE

Your builder profile is used for storing basic information about your company, so you 
have one centralized place to manage your company’s information. When logging in for 
the first time, you will see a message instructing you to complete your profile. You must 
complete this before continuing. 

If you need to make a change to your profile in the future, you will find your profile 
under the “My Accounts” menu item on the homepage left sidebar. 

mailto:info@paradeofhomes.io
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STEP ONE: ADD A NEW HOME TO YOUR ACCOUNT

IMPORTANT: Adding a home to the Parade is a two step process. This is step one. 
Do not leave a home as a “draft” if you mean to add it to the Parade.

Homes are first added into the platform by completing the process below. This gets 
your home into the platform but does not add it anywhere. Think of this as adding 
your homes to your drafts so you can use them for various activities. After this step is 
complete, you will be given the option to add your home to the Parade.

1.	 Click on “My Homes” in the menu
2.	 Click the blue “Add New Home” button at the top right of the screen
3.	 Choose the Builder Account you wish to add this home to
4.	 Please read the instructions above each section and fill in the applicable fields. 

Fields with a * next to them are required. 
•	 Geolocation: This is critical for visitors to find your home. Please carefully 

read the instructions to locate your home on the satellite map. You may also 
manually enter the coordinates into the appropriate fields. 

•	 IMPORTANT - Artwork (Rendering/Floor Plan): The image you upload 
under artwork is the exact image that will be seen in the parade guide, website 
and mobile app. PNG and JPG are the supported file types; no PDF. This is 
not the place to upload an image or file you want to have an artist draw.

•	 If you want an artist to draw your rendering and floor plan, please request 
services when adding a home to the Parade. PDF files (the building plans) are 
preferred when when requesting a rendering. The final rendered image will be 
in PNG or JPG format.

•	 If you have a floor plan image that is ready for the guidebook you can upload 
it under floor plan image (PNG or JPG files only). Reach out to  
Paige@kchba.org if you need assistance converting any files into the proper 
format. 

•	 Please note: If your floorplan has more than one level, all levels need to 
be combined into one PNG or JPG image. Multiple file uploads are not 
accepted. If you need assistance combining all floor levels into one PNG or 
JPG image, send all photos to Paige@kchba.org and indicate the home they 
are for.

1.	 Either click the “Update Profile Now” button if you are new user or click “My 
Accounts” in the menu. Click the blue ACTIONS button and then “Edit” next to the 
account you wish to edit.

2.	 Please read the instructions above each section and fill in the applicable fields. 
Fields with a * next to them are required.

3.	 Click the UPDATE ACCOUNT button at the bottom when you are done.

mailto:Paige@kchba.org
mailto:Paige@kchba.org


5.	 Once complete, click the “Add Home” button at the bottom of the page to save 
home.

6.   You will be returned to list of all your homes. You will also see a status symbol 
showing you the status of your home. If you hover your mouse over the icon, it 
will display a message what that particular status means.
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STEP TWO: ADD A HOME TO THE PARADE

IMPORTANT: This is the checkout process – step two in adding a home to the 
Parade. This is where you will enter front elevation and floor plans that need to be sent 
out to an artist to be drawn for the guidebook.   

Once you have added your home to the platform in the prior steps, you may now 
complete the purchase process to add your home to a Parade. Please note, you do 
not have to re-enter your home information if you wish to repeat your home in future 
Parades. Simply follow the quick steps below each season.

Make sure you have added your home(s) to the Parade by the deadline date or you will 
be charged the higher fee and possibly not be included in the print guidebook. You can 
come back to make changes at any time, but pay attention to print deadlines.  

1.	 Click “My Homes” in the menu
2.	 Click the blue ACTIONS button
3.	 Choose “Add to Parade” to reach the checkout process
4.	 Follow the steps and choose the correct options. The checkout process is smart 

and will only ask you questions that pertain to your particular home. Please 
carefully read each step and complete as necessary.



Once a home has been entered into the Parade, users will not be able to edit the 
address within their account. Contact Paige@kchba.org to do so. 

From the time a home is entered in the Parade until the tour numbers are finalized, you 
can switch the original Parade entry for another address. Contact Paige@kchba.org to 
do so. Go to kchba.org/participate-in-the-parade to see a full list of current deadlines.
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CHANGE THE ADDRESS OF A HOME

ADD ADDITIONAL USERS TO EXISTING ACCOUNT

If you have additional staff who need access to the builder portal. 
1.	 Click “Users” in the menu
2.	 Click “Add User” button at the top right
3.	 Enter e-mail address, first and last name
4.	 Click “Add User”
5.	 Once added, that person will be sent an e-mail with a button instructing them to 

reset their password. Once they complete this, they will be able to login.

EDIT EXISTING ACCOUNT CONTACTS & USERS

To edit users receiving Parade messages from the public (generated from the “Contact 
Builder” button on each tour):

1.	 Click “My Accounts” in the sidebar
2.	 All contacts under the “Contact Information” will receive these messages; edit as 

needed.

ARTWORK - FRONT ELEVATION & FLOOR PLAN IMAGES

•	 All front elevation and floor plan images need to be in JPG or PNG format.
•	 One front elevation image and one floor plan image will be featured in the printed 

guidebook.
•	 You can upload additional floor plan level images and gallery home images at any 

time before or during the Parade.
•	 If you do not have a front elevation image or floor plan image:

	� When adding or editing a home in your account: If requesting a floor plan 
or front elevation rendering, PDF file plans are preferred, but PNG and JPG 
are accepted. Check “I don’t have one, I will choose a rendering service at 
checkout.” You will be prompted to upload your PDF file plans when adding 
the home to the Parade.

mailto:Paige@kchba.org
mailto:Paige@kchba.org
https://kchba.org/participate-in-the-parade/
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•	 If you do not have a front elevation image or floor plan image:
	� When adding a home to the Parade: For the front elevation image, you will 

have the options of a black + white rendering, color rendering or “I have a 
front elevation image in progress and will upload at a later time.”

	� If you select the black + white or color rendering option: Click “add 
supporting files*” and attach your building plans (PDF files preferred). 
This service will be added to your cart and the plans will be sent to the 
artist for rendering based on your selection. Once the rendering is 
complete, the final PNG image will be uploaded to the home entry 
on your behalf.

	� If you select “I have a front elevation image in progress and will upload 
at a later time.”: Choose this option if you have a front elevation image 
that will be ready by the print deadline to change or edit guidebook 
information. Check kchba.org/participate-in-the-parade to confirm this 
date. 

	� For the floor plan image, you will have the options of black + white or “I 
have a floor plan image in progress and will upload at a later time.” 

	� The process for the floor plan image is the same as front elevation. 
Please upload the PDF building plans if a rendering is needed or upload 
your floor plan image (PNG or JPG) at a later time (but before the 
current print deadline). 

•	 What is accepted for a primary front elevation image (examples below):
	� AI graphic, photography, artist rendering, etc. 

https://kchba.org/participate-in-the-parade/
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•	 What is accepted for a primary floor plan image (examples below):
	� Please DO NOT use building plans for the primary floor plan image. The lines 

appear messy and do not print well for the guide. Please request a floor plan 
rendering from the artist when adding a home to the Parade if you only have 
building plan images. 

	� You cannot upload more than one PNG or JPG file for the primary floor plan 
image (the one that will be featured in the printed guidebook). Additional 
floor plan images can be added to the home’s photo gallery for online 
viewing. 

	� Depending on the floor plan, you may only be able to feature one level of the 
home in the print guide due to space. If you would like to feature more than 
one level, the levels need to be side-by-side within one image file. If your 
floorplan has more than one level, all levels will need to be combined 
into one PNG or JPG image. This may require basic photo editing software.

	� If you need assistance with your floor plan image, send all photos to  
Paige@kchba.org and indicate the home they are for.

mailto:Paige@kchba.org


Enhanced listings are an optional add-on that will appear within the app and online 
(not the printed guidebook). Purchasing this will add a border to your entry listing and 
a small “featured” flag will be embedded on the front elevation image. This add-on can 
be purchased when adding a home to the Parade. Example pictured below. 
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ENHANCED HOME LISTING

Uploading additional photos to a home entry can be done at any time before and 
during the Parade. These photos can be viewed online and within the mobile app by 
the public. 
1.	 Go to “My Homes” in the sidebar
2.	 Use the ACTIONS button next to the home you’d like to add photos to; click “Edit”
3.	 Scroll to the bottom of the page. Under the “Artwork” section, click the BROWSE 

FOR FILES button under “Upload additional interior or exterior images (JPG or 
PNG files) - Optional”. 

4.	 Select the files you would like to upload. Wait for them to load to the gallery. 
5.	 Click the UPDATE HOME button at the bottom of the page once photos have 

loaded. You should be taken back to the “My Homes” page once complete. 

HOME GALLERY PHOTOS



Not all home entry information within the portal will be included in the printed 
guidebook. Please note the current deadline for any printed guidebook changes at 
kchba.org/participate-in-the-parade. For a virtual example of the printed guidebook, 
visit issuu.com/hbaofgkc.

The information included in the printed guidebook includes the following: 
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PRINTED GUIDEBOOK

This is a maximum description of 350 characters. This section can be as simple as 
cross streets for the home and/or major landmarks around. It is beneficial to note if 
navigation apps are not always accurate getting to this home. The written directions 
should include at least one major artery roadway, and all streets leading up to the 
entry. This information will be featured online, in app and in the printed guide. Your 
copy may be edited as per KCHBA editorial style. Please check current Parade deadlines 
at kchba.org/participate-in-the-parade to ensure your directions are finalized for print.

Another reminder: double check your geolocation (latitude/longitude) for the home is 
correct, as this is what consumers depend on to navigate within the Parade mobile app. 

NAVIGATON DIRECTIONS

Your entry description is your opportunity to describe the features of your home and 
neighborhood. Include information about your home model, prominent features of 
this house, your company, etc. Please do not include names of any other businesses/
subcontractors (architects, interior designers, etc.) unless they are members of the 
KCHBA. Your copy may be edited as per KCHBA editorial style. Suggested length is 50-
100 words. This section will only appear online and in the app, not in the printed guide. 

ENTRY DESCRIPTION

•	 Entry address
•	 Tour number
•	 Builder company phone number
•	 Subdivision (if applicable)
•	 Builder company
•	 Builder company website
•	 Exact price or price range, if provided
•	 Type of home

•	 City
•	 County
•	 School district
•	 Amenities 
•	 Floor plan image
•	 Front elevation image
•	 Written driving instructions

Interested in Parade guidebook advertising? Contact Paige@kchba.org, call 
816.937.4395 or visit kchba.org/participate-in-the-parade for more information. 

mailto:Paige@kchba.org
https://kchba.org/participate-in-the-parade/
https://kchba.org/participate-in-the-parade/
issuu.com/hbaofgkc
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PREVIEW GUIDEBOOK LISTING

To preview how your current Parade listings will appear in the print guidebook:
1.	 Go to “Parades” in the sidebar
2.	 Click “CREATE PDF” in the top right corner
3.	 Confirm email is correct.
4.	 Click “GENERATE AND EMAIL PDF”
5.	 You should receive an email within a few minutes with a link to download a PDF 

document containing all of your current Parade homes. 
 
If the floor plan image is covering the amenities, this will be edited before print. 

PARADE DEADLINES

All current Parade deadlines can be found at kchba.org/participate-in-the-parade. All 
address information in the print guide needs to match what is online and in the app. 

PARADE MOBILE APP

All home listings will be live within the Parade mobile app. The mobile app can be 
downloaded using the QR code below or head to kcparadeofhomes.com.

PARADE CONTESTS

Head to kchba.org/participate-in-the-parade for a more detailed explanation of the 
Parade contests and current deadlines. 

Interested in Parade mobile app advertising? Contact Paige@kchba.org, call 
816.937.4395 or visit kchba.org/participate-in-the-parade for more information. 

mailto:Paige@kchba.org
https://kchba.org/participate-in-the-parade/
https://kchba.org/participate-in-the-parade/
https://kchba.org/participate-in-the-parade/
https://apps.apple.com/us/app/kansas-city-parade-of-homes/id1339047979
https://play.google.com/store/apps/details?id=com.paradeofhomes.kc&hl=en_US&pli=1
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FAQs

More information about the Parade and the KCHBA can be found within the “Builder 
FAQ” at kchba.org/participate-in-the-parade.

Can I enter a home as a non-member of the KCHBA?
No. Active KCHBA membership is a requirement to enter a home of the Parade of 
Homes of Greater Kansas City. An application can be found at 
members.kchba.org/application. Please contact Benjamin@kchba.org or call 
816.733.2246 with any membership questions.

If I have more than one homebuilding company, do I need more than one KCHBA 
membership?
If you are the owner of two homebuilding companies, and you’d like to enter a 
Parade home under each of them, you will need to have two active KCHBA builder 
memberships (one for each company in the Parade). 

Does my company name on the Parade need to match the company name tied to 
my KCHBA membership?
Please contact Paige@kchba.org or call 816.937.4395 to discuss. 

Can I be a user for more than one account?
The portal does not allow for the same email to be tied to more than one account at a 
time. If you would like to be added as a user to an additional account, you will need to 
use a different email. 

Why is the entry price high for my home entry?
If the price for a home entry is showing up for more than the current rate, your account 
is currently set as a non-member. This is due to the KCHBA membership lapsing at one 
point in time. Contact Paige@kchba.org or call 816.937.4395.

KCHBA / PARADE STAFF CONTACT

Paige Livingston
Parade of Homes Director & Communications Strategist
Paige@kchba.org | cell: 816.937.4395 | direct: 816.733.2217

Get to know us! The full list of KCHBA staff is available at kchba.org/staff-directors.

mailto:Benjamin@kchba.org
mailto:Paige@kchba.org
mailto:Paige@kchba.org
mailto:Paige@kchba.org
https://kchba.org/participate-in-the-parade/
https://members.kchba.org/application
https://kchba.org/staff-directors/


ABOUT THE HOME BUILDERS 
ASSOCIATION OF GREATER KANSAS CITY

The Home Builders Association of Greater Kansas City (KCHBA) is an association of 
industry professionals serving the communities and residents of the greater Kansas City 
metropolitan area by promoting housing opportunities. Comprising approximately 500 
member companies, KCHBA members contribute more than $1.5 billion to the Kansas 
City economy and support more than 20,000 jobs.

The KCHBA promotes homeownership through education, research and community 
outreach. We support diverse and attainable housing for everyone in Kansas City.

VALUES
• Serve as a champion for homeownership for everyone in Kansas City through

leadership, representation and innovation.
• Provide education to members and the broader Kansas City community to assist

with homeownership, economic awareness and diverse housing options.
• Contribute to the greater good of the Kansas City community through philanthropy,

volunteerism and diversity/inclusivity.
• Build strong connections inside and outside the KCHBA by collaborating, building

relationships and supporting community efforts.

HISTORY
The KCHBA was established in 1937 when less than 100 builders designated themselves 
as the builder division of the already existent Real Estate Board. The National 
Association of Home Builders (NAHB) granted the KCHBA an official charter on Oct. 31, 
1945.

GET INVOLVED
As a member, the KCHBA has numerous councils and committees to get involved in. 
For details, head to kchba.org/committees-councils. 

• Artisan Leadership Committee
• Associates Council
• Builders Council
• Developers Council
• Foundation Committee
• HBA-PAC Trustees

• Membership Committee
• Parade Committee
• Professional Women in Building Council
• Workforce Development Committee
• Young Professionals Committee

Home Builders Association of Greater Kansas City
600 E. 103rd St., Kansas City, MO 64131  |  (816) 942-8800  |  kchba.org
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