Command Quick
Guides

Your Guide to Command:
Customize Stages and Checklists



Access
1. Login to https:/[agent.kw.com using your Keller Williams login credentials.

2. Click on the Opportunities icon, = , on the left-side panel.

Opportunities: Phases and Stages

The Opportunities dashboard shows you a highly detailed view of your
business, including the number of Opportunities per phase and the volume for
each, probable commission based on where each Opportunity is at in the
process, and insight into your overall Opportunities activity.

The Opportunities are broken up into three individual pipelines:

o Listings
o Buyers
o Leases
Each individual pipeline breaks down the transaction process into five phases:

Cultivate
Appointment
Active

Under Contract
Closed
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e Each pipeline is broken into phases. Phases are standard and cannot
be edited. Phases are then broken down into stages.

Editing Your Stages

1. Click on a phase to see what stages have been added by default. Then,
click Edit Stages at the top of the page to customize the stages.
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1. Click +Add New Stage at the top of the page, then edit the stage and
click save.
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2. Use the EditIcon, or the Delete Icon, to make changes to the
existing stages.

2a. When editing a stage, enter a Stage Name and Probability, then
click save.
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3. To reorder your stages, click and drag a stage up or down.

4. Each stage has a checklist associated with it. Click the checklist icon, o
add or edit checklist items.
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5. Click @ s« iem to add a new checklist item or hover over an existing
checklist item and click the 3 dots to edit or delete it. Once you're finished,
click save. Click and drag checklist items to reorder them.

Checklist: Active-Searching
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