Command Quick
Guides

Your Guide to Commmand:
Adding Contacts



Adding Contacts

Manually Adding Contacts
1. Log in to https://agent.kw.com with your Keller Williams login credentials.
2. Click the Contacts Icon @on the left side panel

3. Click Add Contact on the top right corner of the page
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4. Fill in contact information, and click Create to finish.
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Importing Contacts
1. Log in to https://agent.kw.com with your Keller Williams login credentials.
2. Click the Contacts Icon,@ on the left side panel.

3. Click Import on the top right corner of the page.
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Upload File

(Optional) Dewnlead o premade Command templote file

Upload File
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* First name is the minimum info needed to import o contact.
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* First name is the minimum info neaded to import a contoct,
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4. Click Download Template. Add contact information to the spreadsheet.
Upload the file and click continue.



5. Once youir file is uploaded, you will see a pop-up window. Here, you can
match the fields from your file to the fields in Command. Match as many
fields as possible. When you are done, click Continue.
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Match the columns from your file to the fields in Command.
| weonly require a Mome [Full or First & Last), though recommend motehing as many

fields as you can
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6. You will see a Review & Finalize pop-up. Here you can review all of the
contacts being imported and see how the data will be mapped in
Command. When you are ready click, Finalize Import.



¢ Review & Finalize Import

Preview how your contacts will appear once imported to Command.

Make sure your fields are mapping correctly. Once you're ready, click Finalize Import

and the process will complete.

1 Contacts

Demo Test

Demo Test
Primary Phone 123.345.6789
Primary Email demotest@gmaill.com
|
Tags

Lead Source
Primary Neighborhood -~ |

Preferred Contact
Method

Additional Phone
Additional Email

Primary Address

Full Legal Name: Demo Test |
Description
Birthday 2001-01-01

Home Anniversary

Cancel Finalize Import

7. Another pop-up will appear to let you know that your import is in
process. Click Return to Contacts.

Your contacts are being imported.

Depending on the size of your file, this may take a bit. You'll receive a Command

notification when the process is complete.

Return to Contacts

*The amount of time the import takes is dependent on how many contacts
you are importing. You will receive a notification when the import is
complete.




