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EACH OFFICE INDEPENDENTLY OWNED AND OPERATED 

Login to Command agent.kw.com 

CREATE AN OPPORTUNITY 

1. Click Opportunity Applet 

2.  Click Create Opportunity 

3. Enter Opportunity Details 

• Opportunity Type: Listing or Buyer  

• Client: Contact Name  

if not already in your database type their name and click Add New 

Contact & enter their Phone number and Email address 

• Opportunity Name: Buyer/Seller- (Property Address) 

• Commission Rate: (Your side of the transaction) 

• Opportunity Phase: Active 

• Opportunity Stage: Negotiations 

4. Click Create 

OPPORTUNITY DETAILS 

(In the Opportunity Card) 

1. Click Details Tab 

2. Enter Property Address into Property box 

3. Double Check Opportunity Name: Buyer/Seller- (Property Address)  

 

 

 

 

 

ENTER OFFER(S) 

1. Click Offer & Commissions Tab 

2. Click Add New Offer  

3. Enter Name Offer: Agent’s Choice 

4. Enter Offer Details  

 

 

 

 

 

https://agent.kw.com/
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EACH OFFICE INDEPENDENTLY OWNED AND OPERATED 

 

If on the listing side, must 
select property address 
from KWLS.  

Residential = 1 Units 

Commercial = SqFt 

Land = Acres  

Enter Other Party’s Name in 
Buyer/Seller 
 
Enter Other Party’s Agent 
Representative 

Enter Total Sales Price & 
Cash (Downpayment) 
 
Enter Earnest Money (Either 
by % or Amount) 
 
Enter Contract (Effective 
Date) & Closing Date 

If you are ready to enter the 
commission details click 
Create & Accept Offer.  

Select Property Type & 
Classification  
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EACH OFFICE INDEPENDENTLY OWNED AND OPERATED 

Selecting from KWLS 

 

On the List Side: 

• Select Only My Listings.  If you do not see it click Sync My MLS.  

• Click Select on the Correct Property 

(If property is not in the MLS you will need to click Create MC Exclusive Listing.) 

On the Buy Side:  

• Select All Listings 

• Search Address (Remember to add the City & State) 

• Click Select on the correct property.  
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EACH OFFICE INDEPENDENTLY OWNED AND OPERATED 

ENTER COMMISSION 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Double Check General Information.   

Is it Correct? 

Click on Add Outside Referral 
To Enter Transaction Fee 

Enter… 

Amount: $44 

Representative Name: Transaction Fee 

The rest of the information will populate. (Do not 
change) 

Click Add Outside Referral 
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EACH OFFICE INDEPENDENTLY OWNED AND OPERATED 

 

If In Productivity Coaching  

• Click Add Outside Referral.  

• Representative Name: Productivity Coaching 

• Enter Amount or Referral % from your Productivity Coaching Program Agreement 

• Click Add Outside Referral 

 

If you have a referral to someone outside of KW Metropolitan.  

• Click Add Outside Referral 

• Representative Name: The Agent’s Brokerage Name (What is written on the W-9) 

• Enter Amount or Referral % from the Referral 

• Fill in the rest of the information using the W-9 from the Agent’s Brokerage 

• Click Add Outside Referral 

 

 

Double Check Agent Payment. 

Is it Correct?   

Units = 1 or less  

Agent Commission can be added by 
% or typed in.   

Royalty & Company Commission 
will automatically calculate.    
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EACH OFFICE INDEPENDENTLY OWNED AND OPERATED 

 

 

 

 

 

 

 

 

If more than one agent from KW Metropolitan is 
receiving a portion of the commission on the same side 
of the transaction, click Add Agent.  
(DO NOT use Inside Referral) 

Total of All Outside Referrals need 
to be added. 

Remember to Click Save. 
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EACH OFFICE INDEPENDENTLY OWNED AND OPERATED 

 

  

Double Check Summary. 

Is it Correct?   

Once it is correct Click Submit.  

Anything you need to relay to 
compliance add to the Notes.   

More details the better. 

Remember to click Save.  
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EACH OFFICE INDEPENDENTLY OWNED AND OPERATED 

 

FREQUENTLY USED REFERRAL COMPANIES APPENDIX 

REFERRAL COMPANY CONTACT NAME TO ENTER 

Clever Real Estate Inc. Clever Referrals 

Homelight Inc. Homelight Inc Referrals 

Homes for Heros, Inc. Homes for Heros 

OJO OJO Homes or OJO Labs – check your paperwork 

OpCity Opcity Referrals 

Redfin Redfin 

The Lampo Group Inc. Dave Ramsey 

Veterans United Realty/ Military Homes Realty Veterans United Realty 

 


