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Edit Agent Payment, Add Outside Referral,
and Save Changes

1 Navigate to Your Opportunity within Command

2 Click "Offers & Commissions1"
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3 Click "Manage Commission"

4 Click "Edit Agent Payment"
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5 Click "Add item"

6 Click here.
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7 Click "Outside Referral"

8 Add the Referral Fee % or $ Amount
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9 Add the Agent's Name here

10 Click "Add New Agent" if the agent's name doesn't exist in our database
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11 Add Agent Phone and Type

12 Add the receiving Company Name such as Keller Williams Keystone
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13 Click "Add New Company" if the company you entered doesn't exist in our
database

14 Add the EIN number for the receiving office



Made with Scribe - https://scribehow.com 8

15 You then need to add the office name or branch. In this case, it will most likely be
the same company name

16 Add the LLC or legal name of the company - you should have been given a copy of
the companies w9
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17 Add the address information

18 Click "Save"
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19 Click "Save Changes"


