Command Quick
Guides

Your Guide to Commmand:
Manage Tasks



Access

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

=

2. Click the Tasks Icon, ®= , on the left-side panel.

Tasks Search and Filters

1. Search for task names using the Search Bar. This search only looks for
the name of a task, not associated contacts or opportunities.
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3. Click Filter next to the search bar to use more detailed filters. Choose
one of the following filters and click Apply Filters when you are ready.
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4. To return to a standard view, click Clear Filters.
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Mark as Complete

1. To mark a task as complete, click the checkmark icon @ to the right
of the task.
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2. Your completed task will now appear in the Completed section of
Tasks.
o If you completed a call/text task, a pop-up will appear. Here you
can log the details of the call or text. Click Complete when you
are done.

Complete Call Task X

Before completing this task, make a selection below.

‘Would you like to add activity to Demo Test's timeline?

@) Yes

No

Add an activity to the contact timeline.

Interaction Type
Call

Outcome

Description

Enter description...
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Reschedule a Task

1. To reschedule a task, click the three dots to the right of the task and
click Reschedule.

o To reschedule multiple tasks, select the tasks and click
Reschedule at the bottom of the page.
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2. Extend the due date by a specific number of days, or select a specific
date and time to reschedule your task.

o If you are rescheduling multiple tasks, you will have to select a
specific date and time.



Reschedule Task

Set a new due date for the task.

Task Name: Add an Opportunity
Current due date: Sep 22, 2022 at 10:01 AM

@ Extend the due date by a number of days.

MNumber of Days*

4

New due dote: Apr 14, 2023 at 10:01 AM

Select a specific due date and time.
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Reschedule

4. When you are finished, click Reschedule.
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Add Notes to a Contact Through a Task

1. If you have a contact associated with a task you will have the ability

to add a note to their contact record.

o Click the three dots to the right of a task, and select Add Note.
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2. When the pop-up appears, enter the Note Title and Description.
Click Add Note, when you finish. This note will appear in the Contact

Timeline and Notes section of the contact record.

Add Contact Note

Add a note to the contact record for Demo Test.

You can find this note in the Notes tab in Contacts.

Note title *

Task: Schedule Home Photos
Description *

Add a note...

Cancel
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Add Note



Archive Tasks

1. To archive a task, click the three dots to the right of the task, and

select Archive.

o To archive multiple tasks, select the tasks and click Archive at
the bottom of the page.
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Unarchive or Delete Archived Tasks

1. At the top of the page, click the Archived tab.
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2. Click the three dots to the right of the task, and choose Unarchive or
Delete. Alternatively, you can select multiple tasks, and click Unarchive
or Delete at the bottom of the page.

o If you choose to delete, a confirmation will pop-up, click Delete.
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