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Visit the Bay 
Area 
Remodeling 
Awards Forms, 
Rules, 
Timeline & 
Submissions 
Portal page on 
your chapter’s 
website.

When ready 
with the 
needed forms 
(see page 2),
click the 
Awards Portal 
button!

Step 1 – Start With Access
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Step 2 – Start With Forms & Information
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Locate the Forms 
& Information 
section on the 
page. This is 
where you'll find 
every document 
you need before 
and during your 
submission(s).

Also, take a look 
at the Samples of 
Winning BARA 
Entries  to 
reference styles 
& layouts.



Step 3 – Log Into The Awards Portal
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Now let’s get 
started by clicking 
the Awards Portal 
button to visit this 
Awards Landing 
Page! Note: a final 
checklist before you 
start your entries.

Log in using your 
NARI National
account. 
Note: this may not 
be your chapter’s 
account login



Step 4 – Log Into The Awards Portal
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To start submitting 
your projects 
scroll down the 
landing page 
checklist & click 
this button.

Click this link to 
Start A New 
Submission.



Step 5 – Review The Awards Rules
Your submission 
starts with this 
Rules page.

Scroll to the bottom 
of the page & Agree 
To The Rules (a 
required checkbox) 
then click Save (to 
save draft) or Save 
and Next to move to 
the Submitter 
Information page.
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Step 6 – Review The Awards Contact
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Are you the primary contact 
for the Awards entries?

The information displayed on 
this page is pulled directly 
from your NARI member 
profile. 

Note: You cannot edit this 
information within the Awards 
Portal.
_________________________

Need to make changes? 
Update your information in 
your NARI Profile.  

Save your changes. 

Log out and back in to the 
Awards Portal to refresh your 
information. 
_________________________

Click Save and Next button to 
move to the website & social 
media page.



Step 7 – Website & Social Media
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Enter Your Company 
Website & (optional) 
any of your company’s 
Social media links. 
Click Save and Next to 
move to the Project 
Information page.

Note: Fields marked with 
an asterisk (*) are required.

Tip: Adding social 
media links helps 
showcase your 
company if your 
project is recognized.



Step 8 – Project Information
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Complete all required 
fields including:
Use the dropdown menu 
to select Your Category
Choose the award 
category that best fits your 
project. Confirm the 
project meets the category 
requirements before 
proceeding.

Note: If your project 
could fit more than one 
category, choose the one 
that best reflects the 
primary scope of work.

Continue with the Project 
location, Project costs 
(include all labor, 
subcontractors, design 
fees, owner sweat equity, 
etc.), and scroll down the 
page to complete the 
fields…



Project Information Cont’d
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Continue with the 
Project completion 
date. 
Note: the date should fall 
within the project years 
noted in the Project 
Information Sheet on the 
BARA page.

If a group project with 
NARI members 
(external to your 
company), Add Team 
Members or if non-
NARI members, Add 
Organizations.

See the next 2 pages 
for adding team 
members &/or 
organizations.



Step 9 – If Have Team Members…

11

Enter the contact 
information for each team 
member that is a required 
field.

Click the Add button to 
save the profile.

Tip: Add all eligible NARI 
member team members who 
contributed to the project. If 
your project wins, everyone 
listed on the project team 
receives recognition, and 
eligible NARI members receive 
an award. Including your full 
project team also helps 
showcase the collaboration 
behind your success.



If Have Team Members Cont’d…
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This is how the Team 
Members profile will 
look when 
complete. You can 
edit or remove the 
member under the 
Action column.

Click Add another 
Team Member for 
each team member.



Step 10 – If Want To Add Organizations…
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Click Add Organization button 
(See the note).

Type the Organization Name in 
the field & Click the Add 
button & enter the company 
name in the field. 

This is how the Organization 
profile will look when 
complete. You can edit or 
remove the member under the 
Action column.

Scroll to the bottom of the 
page & Agree To The Rules then 
click, Prev, Save (to save draft) 
or Save and Next to move to 
the Presentation & Photo 
Uploads page.



Step 11 – Upload Presentation & Releases
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Upload one PDF that 
tells the complete story 
of your project. Use the 
Select Files To Upload 
pop up window to select 
the images from your 
computer.
IMPT Note: Do not include your 
company name, client name, 
logo, or any identifying 
information anywhere in the PDF 
or file name. The judges only 
review this PDF.

Upload Completed 
PDF Release Forms 
based on specs noted.



Step 11 – Upload Presentation & Releases
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Upload your Company 
Logo based on the 
specs listed.

IMPT Note: This is your only 
identifying item and will only be 
seen internally by the chapter 
for marketing and awards 
purposes.

Use the Select Files To 
Upload pop up window 
to select the image 
from your computer.



Upload Presentation & Releases Cont’d
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This is how the PDF entry 
will look when 
completely uploaded 
including the saved file 
name. View in Fullscreen 
(or click the upload to 
view full upload) or 
delete by clicking the 
trash can.

IMPT Note: Do not include your 
company name, client name, 
logo, or any identifying 
information anywhere in the PDF 
or file name. The judges only 
review this PDF.



Upload Presentation & Releases Cont’d
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This is how the PDF 
completed & signed photo 
release will look when 
successfully uploaded. 
View in Fullscreen (or click 
the upload to view full 
upload) or delete by 
clicking the trash can.



Upload Presentation & Releases Cont’d
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This is how the PDF 
completed & signed 
Project Owner/ Remodeler 
Agreement will look when 
successfully uploaded. 
You can View in Fullscreen 
(or click the upload to view 
full upload) or delete by 
clicking the trash can.



Step 12 – Upload Supporting Images
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Upload one each of your best 
Before Photo & best (high 
resolution) After Photo based 
on specs noted.

Before uploading photos, 
verify: 

No recognizable people

No company logos

No client information

No identifying signs or vehicles

Upload your project photos 
separately by Add Photo. Min of 
10–Max of 18 additional project 
photos.



Upload Supporting Images
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Upload your project photos 
separately by Add Photo. Min of 
10–Max of 18 additional project 
photos.

This is how the additional 
project photos will look when 
completely uploaded. You can 
View in Fullscreen or delete by 
clicking the trash can.

Continue to upload your Before 
& After project photos 
separately by clicking Add 
another Photo. When complete, 
click Save and Next.

Note: The portal will continue to 
remind you with this message 
until you upload at least the 10 
additional photos minimum.
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Check the boxes to 
agree of your 
understanding of the 
rules and that your entry 
was submitted 
successfully based on 
the requirements 
throughout the 
submission pages.

When all boxes 
checked, click the Save
button (to draft/ make 
Incomplete) or if ready 
to pay for the entry, click 
the Add to Cart button.

Step 12 – Final Affirmation Checklist



This is how the Shopping 
Cart will look when 
completely uploaded. If 
needed, you can take the 
Action to Copy Application 
(& then edit next copied entry 
with the needed information 
from above instructions) OR if 
you want to start another 
entry with blank fields, click 
Make Another Submission 
and continue adding your 
entries to pay for them all at 
once.

When you are ready to pay 
with your card details, click 
the Checkout button. 
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Step 13 – Entry Cart – NEARLY DONE!
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Enter your credit or debit 
card information into the 
appropriate fields.

When all required fields 
entered, click the Process
button.

Paying For Your Submission(s) Cont’d
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This pop up window will 
appear after you click the 
Process button with a 
reminder that once 
submitted, no changes can 
be made to your 
submission(s).

Click the blue OK button to 
proceed with finalizing your 
submission for judging.

Step 14 – Finalizing Submission(s)
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This is how the Payment 
Status/Invoice module will 
look like when payment 
has been processed. 

Paying For Your Submission(s) Cont’d



Portal Navigation Features-Incompletes
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The upper left 
navigation menu will 
show all of your 
entries 
(applications) 
status, profile, and 
login access. Also,
progress links will 
be visible will give 
you access to these 
folders.

This is how the 
Incomplete folder 
will look when your 
submission(s) are 
properly saved.



Portal Navigation Features-Complete
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This is how the 
Complete folder will 
look when your 
submission(s) are 
paid and ready for 
judging.

The upper left 
navigation menu will 
show all of your 
entries 
(applications) 
status, profile, and 
login access. Also, 
progress links will 
be visible will give 
you access to these 
folders.


