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Add Contacts to

Smartplan



1. Log in to https://agent.kw.com with your Keller Williams login credentials.

2. 2. Click the SmartPlans icon,      , on the left side of the home page.

3. Click the Add Contacts icon,       , to the right of the SmartPlan in question.



You can also add contacts to a SmartPlan through the Contacts applet,
using bulk actions, and skip to step 6 below:

1.From the database view in the Contacts applet, check the box next to the
contacts you want to add.

2.Click Add to SmartPlan, at the bottom of the page.
3.Click Select next to the SmartPlan you want to add them to.



4. A list of your contacts will appear in the pop-up. Check the box next to the
name of the contacts you want to add to the SmartPlan.

The list of contacts in the pop-up box will only display 20 contacts at a
time. At the bottom of the list, use the left and right arrows to navigate
through the contacts, in the list. You can select contacts, move to
another page of contacts and select more, to add to the SmartPlan.



Filter by Tag - click the Tags button, then check or uncheck the box next
to your tags, to filter the list by tag.



Sort by Name - click the Sort drop-down to choose the order in which the
contacts appear.



5. Once you select the contacts you want to add, click Add to SmartPlan.



6. If any of the contacts you are adding are missing key pieces of
information, you will see a pop-up that shows who they are and what info
they are missing. These issues include things like missing a phone number
(if there is a text step or a step that needs to pull in the contact's phone
number using a merge tag), missing an email address (if there is an email
step), etc. 

At the top right of the pop-up, you can click Export to download a CSV
file that will include this list of contacts and issues. You can use this
export to go back into contacts and work to update these contacts to
resolve the issue.
At the bottom right of the pop-up, you can click to Remove Contacts with
Errors. This will add all of the original contacts except for the contacts
on this list.
At the bottom right of the pop-up, you can click Add to Plan Anyway.
This will add all of the contacts, regardless of the errors it will potentially
create. Using this method, you could then fix those exported contacts
after they have been added.

https://answers.kw.com/hc/en-us/articles/4417041628307
https://answers.kw.com/hc/en-us/articles/4417041628307


If you chose to "Add to Plan Anyway," you will see a link, at the top of the next
page, to Review Selected Contacts. This will pull up a list of all the contacts
you are adding to the SmartPlan, with an option to remove them from the list
individually. Contacts with errors will show the error reason to the right of
their name. Click Save Changes when finished.



7. Select when you want the SmartPlan to start:

Start all now - If this option is selected, the first step of the SmartPlan
will begin immediately, as soon as you confirm.
Start all on the following date - If this option is selected, use the
calendar widget to choose a date to start the SmartPlan on.
Stagger over the next few days - If this option is selected, choose the
maximum number of contacts, to distribute into the SmartPlan, per day.



8. Click Confirm when you are ready to start the SmartPlan.


