


STEP ONE: Log in to 
Command

www.agent.kw.com 

Username and Password will be 
the same as your mykw.kw.com 
account

http://www.agent.kw.com


STEP TWO: Connect 
DocuSign to your Command.  
If you have already done this 
skip to STEP 3

Click the arrow next to your 
name. 



STEP TWO: Connect 
DocuSign to your Command.  

Click Settings



STEP TWO: Connect 
DocuSign to your Command.  

Click Connect Account.  Follow 
prompts to create username and 
password for account. 

*TIP* Make sure you pop up 
blockers are turned off for this 
step.



Your DocuSign Account is 
now connected to your 
Command Account. 

We will now add our client to 
contacts. 

Click the Contacts App. 



*NOTE* You are able to add 
contacts individually or in 
bulk using a CSV file.  In this 
training we are only going to 
focus on adding individually. 

STEP 3: Add your client as a 
contact.  (If your client is 
already in your contacts list 
you can skip this step and 
move on to Step 4. Click 
Opportunities)

Click Add Contact 



STEP 3: Add your client as 
a contact. 

Fill in Client information. 

Click Create. 

Link contacts 
to each other. 
(i.e. Spouses)

Click here to 
automatically move to 
Opportunities after 
adding contact. 

Click here to fill out 
the full contact info 
details. 



STEP 4: Create 
Opportunity

Click Create Opportunity



STEP 4: Create 
Opportunity

Fill in required information.

Click Create. 

*NOTE* Make sure you 
name the Opportunity the 
property address.  You can 
always change the 
opportunity name later if 
needed.



STEP 5: Update the Details 
tab of the Opportunity. 

Click Details.

Click the pencil next to the 
box you want to edit. 



STEP 5: Update the Details 
tab of the Opportunity. 

Fill in information.  

Click Save.  

*TIP*The more you fill in 
here the more information 
will be autofilled in later 
steps. Fill information 
throughout the transaction 
as you get it. 



STEP 6: Add Documents 

Click Documents



STEP 6: Add Documents 

Click Start Transaction



STEP 6: Add Documents 

Click DocuSign.



STEP 6: Add Documents 

Log in to DocuSign using the 
username and password you 
created in Step 2. 



STEP 6: Add Documents 

Click Details.



STEP 6: Add Documents 

Click Edit.



STEP 6: Add Documents 

Fill in as much information 
as possible.  Information 
filled in here will autofill into 
your documents later.  

*TIP* At minimum fill in the 
people info on the right.  This 
will ensure you do not have 
to manually add signature 
boxes later.  



STEP 6: Add Documents 

Click +ADD



STEP 6: Add Documents 

Click Docusign Forms. 

*NOTE*If you would like to 
upload a PDF from your 
computer or cloud based 
storage click the appropriate 
icon here. 



STEP 6: Add Documents 

Under Add DocuSign Forms 
Click the arrow next to 
DocuSign Forms Library.  



STEP 6: Add Documents 

Choose where you would 
like to get your documents.

   



STEP 6: Add Documents 

Library will give you ALL 
documents available. 



STEP 6: Add Documents 

Group will give you 
“packages” of documents. 
(i.e. Buyer Package, Listing 
Package, Etc.)  These will 
include all of the required 
documents for that type of 
transaction.



STEP 6: Add Documents 

In Groups you can then 
choose all of the packaged 
documents or select only the 
documents you want.  

Make your selection. 
Click Add. 



STEP 7: Edit Documents 

Click the document you 
would like to start filling out.  

*NOTE* You will not see 
signature boxes in this 
stage.  Signatures and 
initials will come in the next 
stage of editing.  



STEP 7: Edit Documents 

Fill in the document.
Click Save & Close.  

*NOTE* You will not see 
signature boxes in this 
stage.  Signatures and 
initials will come in the next 
stage of editing.  



STEP 8: Add Signatures  

Select the documents that 
you need to have signed. 

Click the pen icon.

*NOTE* These documents 
will now be bundled together 
to be sent to the client for 
signatures.  



STEP 8: Add Signatures 

Name the Envelope. 

Click Add Recipient

*NOTE* If you need add 
more documents you can 
add them here as well.  



STEP 8: Add Signatures 

Click Pre-Tagged Roles.    



STEP 8: Add Signatures 

Use the Dropdowns to make 
your selections for 
Recipients.   

Click Add Selected  



STEP 8: Add Signatures 

Select the order you would 
like the Recipients to sign. 

Edit Email Subject and Add 
Email Message. 

Click Next. 



STEP 8: Add Signatures  

Pre-tagged roles will have 
signatures automatically 
inserted.  

Each role/person will be 
assigned a different color for 
easy identification.  

You can add your own 
Signatures, Initials, etc. 
using the tools provided.

Ensure everything is the way 
you want it.   

Click Send. 



STEP 8: Add Signatures  

Your Envelope will not be 
marked Waiting For Others. 



STEP 8: Add Signatures  

Once all parties have signed 
your Envelope will be 
marked as complete.   



STEP 9: Upload 
Documents to Command  

Select the Folder that 
matches the stage of the 
transaction you are in.  

Click + Add to File next to 
the document you would like 
to upload. 



STEP 9: Upload 
Documents to Command  

Click DocuSign. 

Select the document from a 
list of documents that you 
have in the DocuSign Room 
from previous steps.  

Click Assign.

*NOTE* You can also upload 
documents from your 
computer or Customer 
Folders.   



STEP 9: Upload 
Documents to Command  

To upload from your 
computer Click Manual. 
  



STEP 9: Upload 
Documents to Command  

Select document from files 
saved to your computer.

Click Open.  



STEP 9: Upload 
Documents to Command  

Click Assign. 



STEP 10: Submit to MCA 
for compliance review 

Ensure all required 
documents are uploaded.  

Click Submit to MC. 



STEP 10: Submit to MCA 
for compliance review 

Click Submit.



STEP 10: Submit to MCA 
for compliance review 

Once the folder is submitted 
it will be tagged as 
submitted.



STEP 10: Submit to MCA 
for compliance review 

Once the MCA has approved 
the folder the tag will change 
to Approved. 



STEP 10: Submit to MCA 
for compliance review 

If a document or folder is not 
compliant and the MCA 
rejects the document both 
the document and the folder 
will be marked. 

Your MCA may also add a 
note so that it is clear why 
the document was returned. 



STEP 10: Submit to MCA 
for compliance review 

Click the … button to the 
right of the document name.  

Click Replace. 

Follow the previous steps to 
make corrections and 
re-upload the corrected 
document. 



STEP 10: Submit to MCA 
for compliance review 

The Folder and Document 
Tags will now be updated to 
Changed and Replaced. 

Click Resubmit to MC. 



STEP 10: Submit to MCA 
for compliance review 

Click Submit.



STEP 10: Submit to MCA 
for compliance review 

Once reviewed and 
approved all Tags should 
read Approved. 



STEP 10: Creating Offers

Click Offers.

Click Add New Offer.

*NOTE* To move forward to 
Commissions an Offer must 
be created and accepted. If 
you are working with a buyer 
you only need to submit the 
accepted offer.  If you are 
working with a seller you can 
create multiple offers and 
compare them with your 
client.

*TIP* Use the Generate Offer 
URL for your listings so that 
all incoming offers are 
automatically generated here 
in the Offers tab.  You can 
compare multiple offers side 
by side with your client. 



STEP 10: Creating Offers

Name your offer. 

Click Create Offer. 



STEP 10: Creating Offers

Fill in Required Information. 

Click Parties. 

*NOTE* The more 
information you fill in here 
the more will be auto filled 
on the next step. 



STEP 10: Creating Offers

Fill in Required Information. 

Click Terms



STEP 10: Creating Offers

Fill in Information. 

Click Agent Analysis



STEP 10: Creating Offers

Complete Pros and Cons of 
the offer.  Complete a 
Summary of Offer.  

Click Save.



STEP 10: Creating Offers

If you have multiple offers 
you can Click Add New Offer 
and repeat Step 10. 

If you have entered the final 
accepted offer Click Accept. 



STEP 10: Submit 
Commissions Sheet

Click Commissions.



STEP 10: Submit Commissions 
Sheet

Begin filling in information. 

If details were filled in on previous 
stages most info should be auto 
generated here. 

Click Add Co-Broker Payment to 
add referrals. 



STEP 10: Submit Commissions 
Sheet

To include Transaction Fees

Click + Add Item 

This screen will pop up. 

Use dropdown and select Bonus. 



STEP 10: Submit Commissions 
Sheet

Enter Amount. 

Click Add.  



STEP 10: Submit Commissions 
Sheet

If there is more than 1 agent from 
the same office on the transaction 
you will adjust the total 
commission for the first agent 
here. 



STEP 10: Submit Commissions 
Sheet

A red bar will appear across the 
top of the screen letting you know 
that all of the commission has not 
been allocated. 



STEP 10: Submit Commissions 
Sheet

Click Add Agent.



STEP 10: Submit Commissions 
Sheet

Start typing agent’s name.  If they 
are an agent in your office their 
name will generate. 

Click their name. 

Click Add. 



STEP 10: Submit Commissions 
Sheet

Enter Commission for the agent. 



STEP 10: Submit Commissions 
Sheet

Once all information is completed
Click Submit.  



STEP 10: Submit Commissions 
Sheet

If you did not enter a donation to 
KW Cares Command will ask you 
if you would like to make a 
tax-deductible donation.  Make 
your selection. 

Click Apply. 



STEP 10: Submit Commissions 
Sheet

Once submitted you will get a 
message that your commission is 
under review by your MCA. 



STEP 10: Submit Commissions 
Sheet

Once your commission is 
accepted your message will 
change.  

Your commission will then be 
processed based on your Market 
Center standards. 

You will now want to move the 
Opportunity Card to the Closed 
portion of your Sales Pipeline. 


