
Command Quick
Guides

Your Guide to Command: 
Create an Opportunity



Access

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

2. Click on the         Opportunities Icon, on the left side of the screen.

3. Click Create Opportunity, at the top of the page.

4.  Fill in the Opportunity form



Opportunity Type (cannot be changed once the Opportunity
has been created)

Select which Pipeline to add this Opportunity to, based on
the type of transaction:

Listing
Buyer
Tenant 
Landlord




Market Center (cannot be changed after the Opportunity has
been created)

If you are in multiple Market Centers, you can choose which
Market Center you want to associate with the Opportunity,
for compliance reasons. 

Opportunity Creation Fields



Owner (not editable once the Opportunity has been created)
Personal Opportunities: the agent who creates the
Opportunity will always be the owner of these Opportunities. 

Client
The contact/lead who is associated with the Opportunity.
Use the drop-down, start typing the contact's name, then
choose from the results list. 
If you are unable to find the contact in the drop-down list,
you can create a new contact from this screen.



Co-Seller/Co-Buyer
A second contact can be associated with the Opportunity, if
they are involved in the transaction.
If you are unable to find the contact in the drop-down list, you
can create a new contact from this screen.

Opportunity Name
The Opportunity name will auto-fill with the Opportunity
Type and the last name of the primary contact associated
with the Opportunity. This can be changed and is an easy
way to find an Opportunity, whether you search for an
active or closed Opportunity.

Custom Tags
Custom Tags will allow you to add searchable terms to the
Opportunity to make it easier to find and manage. 



Estimated Closed Date
Click the Calander Icon and select the estimated closing
date.

Start typing the tag name, and if has already been created,
select the tag from the results list. Click the Create "<tag>"
option if this is a new tag. Once you create the tag for the
contact, you can find it on the Custom Tags results list in the
future. 

Estimated Listing Price
Enter the estimated listing price. This is connected to the
volume total until a listing is attached to the Opportunity.



Create the Opportunity

1. Click Create Opportunity, when ready

Commission Rate
Enter your commission rate. This is connected to the
probable and expected income numbers on the Sales
Pipeline insights.

Opportunity Phase and Stage
 Choose the phase and stage where this new Opportunity
will start. 


