Command Quick
Guides

Your Guide to Command.:
Archive, Delete or Restore
Contacts



1. Log in to htips://agent.kw.com with your Keller Williams login credentials.
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2. Click the Contacts icon, @, on the left sidebar, to access your contact list.
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Archive a Single Contact

1. Click on the contact you want to archive.

2. Click the ellipses icon, ..., and select Archive.
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3. A confirmation will appear, click Archive to confirm.

Archive Contact

Are you sure you would like to archive this contact?

You can restore contacts from the Contact Archive page in Command Settings.
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Archive Multiple Contacts

1. Check the box next to the name of the contacts you want to archive
(you can also check the box next to the Name column title to select all of
the contacts on a page) and click Archive at the bottom of the page.
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2. A confirmation will appear which will include a list of all selected
contacts, click Archive to confirm.

Archive Contacts

Are you sure you would like to archive this contact?

You can restore contacts from the Contact Archive page in Command Settings.
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Archive All Contacts

1. Click your Name in the top right corner, and then select Settings.
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2. On the left side of the page, select Command Settings, Contacts, then

Database Wipe.
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3. Select Archive All Contacts.

General Settings v
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Command Settings ~

Archive All Contacts

Applications

This will move all of your Contacts into your Contact Archive
Contacts o

Contact Archive
Delete All Archived Contacts

Database Wipe

This will permanently delete all of your Archived Contacts from Command

Contact Tags

4. A confirmation will appear, click Archive All Contacts to confirm.

Are you sure?

This will move all of your Contacts into your Contact Archive

Cancel Archive All Contacts




Delete or Restore an Archived Contact

1. Click your Name in the top right corner, and then select Settings.
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2. On the left side of the page, select Command Settings, Contacts, then

Contact Archive.
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Delete or Restore an Archived Contact

3. You can either choose to restore the contact by clicking Restore, or you
can click the Delete icon, ", to permanently delete the contact from
Command. You can also check the box next to multiple contacts and click
either Restore Selected or Delete Selected Permanently, above the list.
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4. Click OK to confirm the deletion.

Are you sure?

This will permanently delete this/these Archived Contact(s) from Command
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Delete All Archived Contacts

1. Click your Name in the top right corner, and then select Settings.

command connect 4:;? KWIQ o a Q (é’\ Jessica Campbell -

Jessica Campbell's Contacts ‘g\

. Jessica Campbell
Q search.. All v 5> Filters SmartView: All Contacts Personal

(] FuLL NAME 1= PRIMARY EMAIL PRIMARY PHONE DIEERFACCODNILS
(] Aaron Andrews aaron.andrews2837363@gmail.com +1 512 354 6658 The A Team
& Team Leader (Rainmaker)

[:l Aaron Miller ® aaron.miller34334@myemail.com +1 210 555 0162

My Profile
(]  Aaron Wetzel wetzelaaron091@myemail.com +1 806 680 4111

MarketPlace
[:I Adam Rutger (® a.rutger7347 @myemail.com +1 512 736 4644 _

Settings
D Adella Lukas adella.lukas28273@myemail.com +1 512 736 6454 I Command Training
(] Allison Roberts allison.roberts27371@myemail.com @ +1 512 364 6485 Log Out

2. On the left side of the page, select Command Settings, Contacts, then
Database Wipe.
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3. Click Delete All Archived Contacts.
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This will move all of your Contacts into your Contact Archive
Contacts I

Contact Archive
Delete All Archived Contacts

Database Wipe

This will permanently delete all of your Archived Contacts from Command

Contact Tags

4. This is a permanent action, so the confirmation screen includes an extra
step to ensure this is what you want to do. In the empty space, type in the
phrase "Delete all archived contacts” exactly, then click Delete All Archived

Contacts.
e When you type this, it must match the phrase exactly and is case-sensitive.

Delete All Archived Contacts X

Are you sure you want to do this?

This will permanently delete all of your archived contacts from Command.
To proceed, type fDelete all archived contacts] in the field below. (Typed text
must match the phrase exactly, and case-sensitive.)

Delete all archived contacts <«

/\ Reminder: this will be permanent. It cannot be undone.

Cancel Delete All Archived Contacts




