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KW Command & DocuSign 101

KW Command & DocuSign Flow Chart Instructions:
https://drive.google.com/file/d/1haZSdcTF AE9M1HB7-w4uflAEsgcVMt4/view

1. How to Create an Opportunity in KW Command
a. First step in any transaction process is to create an Opportunity.
Opportunities are where you’ll store your executed documents and
submit for Compliance Review.
i. https://youtu.be/fHDbsprQLPg

2. DocuSign Rooms 101
a. DocuSign is used to generate all of your Contract documents. You’ll also
use this tool to send your documents for e-Signatures.
i. https://youtu.be/kKLIXGID6ATW

3. How to Attach DocuSign Documents in Command Opportunity
a. Once you have all your documents e-signed in DocuSign, you will then
import them into your Command Opportunity and submit it for
Compliance Review
i. https://youtu.be/b anUyOL3al

4. How to Create an Offer in Command
a. An Offer is required before submitting a Commission. This tool is
especially useful for your Listing to keep multiple offers organized.
i. https://youtu.be/YyCSkHBtWes

5. Get Paid with Command Commissions
a. A Commission must be submitted to the Market Center for a
Disbursement Authorization to be generated. When a DA is generated —
you have the opportunity to be paid at the table!
i. https://youtu.be/Z m8l4uMs g

6. How to Read a DA
a. Once you’ve taken all the necessary steps and your Command folder has
been approved - you can request a DA (Disbursement Authorization).
Unsure on how to ‘read’ the DA - watch the video below!
i. https://youtu.be/trkOy-b8GFg
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How to:

Get to DocuSign through Command

KELLERWILLIAMS

If this is the first time going to
Command for this Transaction

Click Contacts

a0

Log in to Command at agent.kw.com

Page 2 for How to DocuSign

Page 3 for How to submit forms

Page 4 for How to Submit an Offer

Page 5 for How to Submit Commissions
(Request a DA)

If you are returning to Command
for this Transaction

Click Opportunities
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¢® Start a Transaction OR ¢? Go To Transaction

Y

Your browser will now open a new tab and ask you to log in
to DocuSign. If nothing happens, then check your Pop Up
Blocker Settings on your browser.

Y
Click (Y :
If you use the ' : ; 3
@ Add Contact . opportunity pipeline to (177 € it Ut s el |
* track your deals, then 0 iz .C“d,( thbe All d
- find your Opportunity in : pOGIRIUEIIT LRI NS
Y i the pibeli 3 ] the top
FI” |n the Contacts e p|pe |ne S R
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Click Click on the stage that
the deal is in
Click Opportunities
@ Y Y
Click the Blue
Opportunity Name
Y
Fill in the Transaction
Details
Y
Click
Y Y
Click on 'Documents'
tab
Click
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How to:

Use DocusSign

Page 1 for How to get to DocuSign
Page 3 for How to submit forms

Page 4 for How to Submit an Offer
Page 5 for How to Submit Commissions

(Request a DA)

1) Click Add details to the Click
Fill in the Details Click 'Details' > " » room to set up the >
auto-fill feature
A 4 Click
g) H 1 1
Set up your Documents| Click Documents' |—>;
v v
Choose DocuSign Add From Computer
. for document upload
e Docusign forms B o
mn -omputer
Select
DocuSign Forms Library
Select Docusign Forms Group then
Select Group (Select DocuSign Forms)
Select Needed Forms and Click
Click each document
to edit & fill in details
(not signing yet)
Y
Click 'Save & Close'
Choosing :
- email
estniontntuiyuiuiulfpuutuifyulfputfututfpuiuiuifpuifpuiputis [pulfuipuifputfpuiiuipulfpsiuipu it '_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'_'E addresses i
\ orusing a :
Select the fi that Click the Pen button PDF
3) elect the forms th: : Add Recipients: upload
you want to send: o (DocuSign) - - .
Send your forms > - » Name your envelope »| Use pre-tagged roles | requires
check box on top left / for i TRl
of the form ff or signature spots you
. addthe
. signature :
- spots
—Y Click: = NEXT Review and/or Add Click
Edit email subject and N : . o o o N
»| (sometimes requires »| Signature, initial, or >
message a 2nd click) date fields Sl
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(Request a DA)

Click Contacts

EE Go to:
¢ agent.kw.com
Click
A
Add Contact
g2 ¢ Credentials
£ R — v
8 @ Fill in the contacts
c g detfils Navigate to 'Opportunities’ _g) —
o S @ T <
= oo
£ g Click 3 €
e Y
5 £ | 33
& T : g°
°  Find in 'All Opportunities' 38
=0 : tab 1 S S
o s Click Opportunities i 23
£ = —
e o —
=¥ & . . s°
Click the Blue Opportunity
¢ Name
Click
. +| Click on 'Documents' | ,
Create Opportunity > @b <
[
Fill in the Transaction For Listings Select “Listed”
Details
v For Buyers Select "Under Contract”
Click

v

In the same row of the file that you want to submit, click

| + Add afile ‘ OR ¢ Attach multiple files

Y l __________

Upload from your
Computer !

-

o

<L — s e e e e e e m =}

©

S v J’ 3

o o
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- Click "Drag and drop or browse your files" ®
© .

3 Choose DocuSign S

g éFB Drag and drop or browse your files g

c

= \ 4 7,

¢ «Q

Select the form from the S

list (signed versions say

Choose your file & click: . ;
signed in the name)

Y
After all forms are
attached, you can submit
by clicking
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KELLERWILLIAMS ow o Submit
= Go to: | Login with KW | Click ‘Opportunities | | Click the Al | Click the Blue
'_g E agent.kw.com ” Credentials g @ Opportunities' tab ”1 Opportunity Name
&F

4

\ 4

Y

v
Click the 'Offers' tab — o » Enter your Offer Date| O
@ Add New Offer Create Offer & Close Date Parties >

2
c
&
5 Y _ n
3 Enter Party o Click > Enter Offer T o Click - Enter Agent
< Information d Terms > > Entertier ferms d ”|Comments and Notes

! If this is a listing, then attach

Click Click your listing at the top with
;
lﬁ Select from Listings
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' You must have an offer
1 marked as 'Accepted' before
Commissions become

How To:
Submit Commissions

(Request a DA)

Page 1 for How to get to DocuSign
Page 2 for How to use DocuSign
Page 3 for How to Submit Forms
Page 4 for How to Submit an Offer

If you have a referral, bonus,

deduction, or outside payment

. accessible Then click 'Add ltem'
------------ l Review the following Info: } at the bottom
1 Sales Price ¢
Click the . 2. Commission Choose the type:
'Commission' Tab ” 3. Contract Date
4 Closed Date . Bonus

c 5. Total Commission e Concession
o e Deduction
g e Referral
£
£
8 Y
'g Enter Details
>
E‘ Y
‘q.,,'; Click
>
T
()
i

Y Y E

Click | Add Title's Email R Click R Click :
@ Add Note "|  andName g "
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You will get notified of your

Commissions
Approval/Return from





