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STEP 1

Go to agent.kw.com
Enter username/password and then click Sign In

STEP 2

Click on Contacts
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STEP 3

If contact is not in Command yet, click on Add Contact in the top right corner 
of screen

If your client is already in Command you can jump to step 5.

Made with Tango 3 of 51

https://console.command.kw.com/command/contacts
https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links


STEP 4

Input all of their information

Also, if there are two people purchasing the home add the relationship. BOTH people will 
need to be contacts in your Command for this to work.

Quick Tip - Have their name match the pre approval letter as this will auto 8ll into 
DocuSign.
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STEP 5

Once the client is created, or if the client is already in Command, double
 click on the name of the contact.
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STEP 6

If you are using a client previously entered double check their information 
on the left hand side.

Quick Tip - Make sure their name matches the preapproval letter, that their email address 
looks correct, etc as this is what will be transferred over to DocuSign.

If you need to edit anything you can click on the pencil icon to adjust their information.
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STEP 7

Click on Opportunities…
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STEP 9

Click on Create Opportunity

Quick Tip - Once you have an in depth conversation with your clients you should create the 
Opportunity at that point. If you do this - you can edit the Opportunity and then connect 
to DocuSign.

This helps you have a better feel for what is in your pipeline
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STEP N

Click on Opportunity Type as Buyer

STEP 10

Verify the Client name is correct.  Select Co-Buyer if there is one. 
Quick tip - If you created a relationship above in Command that person will be recom-
mended here
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STEP 11

Input the Opportunity Name

Quick Tip - the best practice is to have the clients name A&D the address here.
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STEP 12

Fill in the information in the Orange Box.   Then hit Create

For Opportunity Phase * Stage what you see below are the recommended selections.

The others are based on the actual listing/offer information
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STEP 13

Click on the Opportunity Name to open the Opportunity.

Quick Tip - Again, once you have an in depth conversation with your clients you should 
create the Opportunity at that point. If you do this - you can edit the Opportunity and 
then connect to DocuSign.

This helps you have a better feel for what is in your pipeline
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STEP 14

Add the address for your offer into the Opportunity by clicking on the pencil 
icon

STEP 15

Type in the address, city, state & zip code. 
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STEP 16

Then hit Save.

STEP 17

Click on Documents
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STEP 19

Click on Start a Transaction
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STEP 1N

Click on DocuSign

Quick Tip - If you see multiple options make sure you select DocuSign. If you select 
incorrectly, you will have to create a new Opportunity.

(((If nothing pops up when you select DocuSign you may have pop up blockers turned on. 
Unfortunately, each computer is different so we cannot provide how to get around your 
pop up blocker.
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STEP 20

Log into DocuSign

STEP 21

Open a new tab and log into your local MLS/Paragon.

Made with Tango 17 of 51

https://account.docusign.com/oauth/auth?response_type=code&client_id=85a870a1-cb36-4aad-9400-fb1aaf76208c&redirect_uri=https%3a%2f%2frooms.docusign.com%2fAccountServer%2fAuthorize&state=ZZ0007CEC4613B004A849D88BC06B00E99DAE1EC85896FC43153231B1BFAAAF5768C3778038185B9D75116E0A59CB19437CD797BFD66396FBB7A120A670D4A64743B2C25320A2FA6CA2A79853F32A2BFB9E55C87E2592B9001F82D712E646ED1D9973840311E6E3CDB2FFAA650098326F57BC9760D7D4DA91DC93993B751BA35861665&scope=dtr%20signature%20invite%20openid%20extended%20me_profile%20room_forms&ui_locales=en-US&login_hint=
https://irmls.clareityiam.net/idp/login
https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links


STEP 22

Click on Paragon

STEP 23

Click on SEARCH then RESIDENTIAL
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STEP 24

Search for the listing that you want to write the offer for.
Search for the address - include city, state, etc if needed.

STEP 25

Click on Search
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STEP 26

Double click on the listing you'd like to open

STEP 27

Now you have access to all the information for the listing you need access to
From here - we go back to DocuSign tab.
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STEP 29

Once back to the DocuSign tab, click on DETAILS

STEP 2N

On the right hand side - scroll down to Buyer 1 and verify the information
 looks right
Check name spelling, email address, etc )check Buyer 2 also, if there is one%
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STEP 30

Scroll back to top and click on EDIT…

STEP 31

Enter the MLS ID (you can copy and paste from Paragon or get from
 information sheet if you have it printed)
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STEP 32

Input the complete address

STEP 33

Input the Legal Description (you can copy and paste from Paragon or get from
 informations sheet if you have it printed)
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STEP 34

Input offer details 

Quick Tip - Offer Date * Contract Date are the date you are writing up the offer.

Earnest money rule of thumb is 1Y of purchase price.

Contract Amount is the amount the clients would like to offer.

STEP 35

Click on SAVE
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STEP 36

Click on DOCUMENTS

STEP 37

Click on ADD in the top right corner
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STEP 39

Click on DocuSign Forms

STEP 3N

Click on Buyer - Residential
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STEP 40

Check IAR 02 - Purchase Agreement (Improved Property)

STEP 41

Check KW 1099 - Licensed Home Inspectors (version 1)

Made with Tango 27 of 51

https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links


STEP 42

Check KW 1099 - Of ce Policy Disclosure for Buyers

STEP 43

Click on ADD SELECTED
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STEP 44

Go back to Paragon/MLS

STEP 45

Click on Associated Docs

Quick Tip - not all listings will have documents or they could have documents uploaded in 
different arrangements.
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STEP 46

Highlight the documents you would like to download

STEP 47

Click on :Export…
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STEP 49

Click on :Download Documents

•ou can also open each individual document and download individually.

(((&OTE((( Each computer is set up differently and will save in different spots so make 
sure you know how your computer operates(((
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STEP 4N

Click on ADD…

STEP 50

Click on Computer…
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STEP 51

Select  les you downloaded from the MLS in the step above from upload
 menu and click Upload

Quick Tip - This is a great spot for you to upload your clients Pre Approval/Proof of Funds 
letter as well

(((Again, each computer is different so make sure you know how to 8nd downloaded 
documents on your computer(((

STEP 52

On a normal offer you will have the following documents in your DocuSign
 Room nowQ

Purchase Agreement
R  Improved Property if it is a property with a home on it
R  Unimproved Property if it is just a piece of land with no home on it.

Kesidential Sellers Disclosure )if applicable, from the MLS%
Lead Based Paint Disclosure )if applicable, from the MLS%
Alternative Dispute Kesolution )if applicable, from the MLS%
Of8ce Policy for Buyers)W$ Form%
Licensed Home Inspectors Form )W$ Form%
Clients Pre Approval Letter or Proof of Funds )for cash offer%

(((Different offers may have more or less forms - but this is the list for typical deals(((
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STEP 53

Click on KW 1099 - Of ce Policy Disclosure for Buyers 

STEP 54

Insert your Transaction Fee amount
q500 is a good amount to use here.

Made with Tango 34 of 51

https://na3.docusign.net/Signing/?insession=1&ti=971f78dc3cbf4841bea947291a545584
https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links


STEP 55

Check proper option for Buyer Agency question

Quick Tip - Hopefully you have already asked this 'uestion of your buyer. And hopefully 
they are under a Buyer Agency Agreement with you.
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STEP 56

For this @uestionQ

If you are representing just the Buyer you will select Buyer"s Agency Transaction

If you are representing both sides of the transaction you will select Limited Agency 
Transaction
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STEP 57

Click on SAVE & CLOSE
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STEP 59

Check Select All (or you can select documents individually by hovering over 
each document with your cursor and selecting the small box in the corner of 
the document)

•ou will &OT need to select the preapproval letter
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STEP 5N

Click on Create Envelope

STEP 60

Check Buyer One (and Buyer Two if necessary)
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STEP 61

Click on CONTINUE

STEP 62

Here is the perfect spot to make sure you have all the documents you need 
signed. 
Quick Tip - If you need to add additional documents you can click on Upload Documents
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STEP 63

Verify the recipients name and information is correct

Quick Tip - if there is a lead based paint disclosure - keep in mind that you will need to 
sign as well. In this case, you would add yourself as a recipient so you could sign the lead 
based paint disclosure.

•ou can add additional recipients if necessary as well.
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STEP 64

If you'd like to send the documents to people in a certain order to sign you
 can click on Set Signing Order

Typically this is not used but know that it is there if needed
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STEP 65

At the bottom of this page you can type an email message. 

For the email signature a good option would be x)Insert Addressx Offer Documentsx%

For the email body this is a great spot to put a summary of your clients offer for them to 
review
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STEP 66

Click on Next

STEP 67

Before we move to the next step, note the toolbar on the left.  
To use A&• of these, all you need to do is click and hold then drag the bo: where you need
(((&oteI for a checkbo:, once you drag into place just double click to check the bo:(((
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STEP 69

Slowly scroll through each document.  This is the perfect time to review each
 document to make sure they read properly.   Also verify that all signatures,
 names and date boxes are in the correct places.

(((If any changes are needed, you can edit right in that spot(((

STEP 6N

Once you have veri ed all documents are correct, signatures, names and
 date boxes are in the right spot and hit SEND

Quick Tip - Highly recommend that you call or te:t your client)s% that you have sent the 
documents their way to make sure they receive your email. If they do not have them check 
their spam folder.
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STEP 70

Once you are ready to send documents to the listing agent, select each 
document you want to send to the listing agent.

Quick Tip - reminder, to do this, hover over each document with your cursor and select 
the bo: in the top left corner of each document you want to send.

Documents to sendI
Completed Purchase Agreement
Signed Kesidential Sellers Disclosure )if applicable%
Signed Alternative Dispute Kesolution )if applicable%
Signed Lead Based Paint Disclosure )if applicable%
Buyer)s% Pre Approval Letter
Any other Amendments or Addendums the buyer has signed.
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STEP 71

Click on Email icon in toolbar

STEP 72

In the Email box you will input the listing agent's email address
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STEP 73

For the Email Message this is a great place to build rapport with listing agent
 along with providing a summary of your clients' offer.

STEP 74

Once the email is complete click on SEND EMAIL
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STEP 75

If you need to download any documents you would select the proper
 documents by checking the box in the top left corner of each document you
 want to download.
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STEP 76

Then hit the download button on the toolbar.
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