DAILY CHECKLIST – US & CANADA		[image: ]
	DONE
	TASK
	TOOLS
	VIDEO

	
	OPEN ACCOUNTEDGE AND VERIFY YOUR DATA
· In AccountEdge Setup – Preferences – Security, make sure that the last item “Prompt for Data Verification when Opening” is checked.
· If you find an error in your data, contact AccountEdge Technical Support (1-800-836-1812 or kw@acclivitysoftware.com).
VERIFY WINMORE SYSTEM AND DATA FILES
· Click Setup and Verify System and Data Files.
· If an error message is displayed, contact kwmcangel@kw.com immediately.
	AccountEdge
(US & Quebec Only)
WinMORE
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	REVIEW/PRINT YOUR TO DO LIST
· Review or print each To-Do List for items listed on the various tabs.
	AccountEdge
(US & Quebec Only)
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	CHECK IN WITH COMMAND AND KELLE
· Log in to Command (agent.kw.com) and check for new activity in groups you are a member of.
· Log an interaction with Kelle. Here are some ideas!
	Command
Kelle
	

	
	STAFF STAND UP
· 5–10-minute staff review to discuss goals, priorities, action steps, and value communications for the day.
	Growth Initiative Tools
WinMORE
	

	
	CHECK KLRW EMAIL ACCOUNT
· Three times a day, check your klrw[MC#]@kw.com account for important emails from Keller Williams Realty International and KWMCAngel@kw.com.
	Email
	

	
	DAILY VALUE CONVERSATIONS
· Engage associates in conversations about their businesses.
· Communicate a piece of value with your associates.



	Value Tools
	

	
	ENTER TRANSACTIONAL DATA
· Create/Validate Listings in CloudMORE Listings
· Written Contracts
· Closings (Check and closing documents have been received)
	WinMORE
Lonewolf
	

	
	ENTER DEPOSITS
· Bank deposit slip copies
· Deposit Slip Print/Update report
· Import Data into AccountEdge – US & Quebec
· Lone Wolf Deposits 
· Commission Trust Deposits 6.6
· Trust Deposits 3.7
· General Deposits F.2
	WinMORE and AccountEdge 

Lone Wolf
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	FOLLOW UP WITH RECRUITS
· Send recruits a personalized invitation to take the KPA.
· Follow up with recruits as appropriate to provide a smooth, planned transition into the Market Center.

	Pipeline Tool, KPA Dashboard, and Onboarding System
	

	
	ENTER NEW ASSOCIATES
· Download the Enter New Associates Checklist to ensure proper entry into WinMORE and AccountEdge.
· Review Market Center Cap Management plan with Team Leader and OP.
· Add new associate to AccountEdge/Lone Wolf
· See more information on entering associates in our knowledge base on kwmcangel.com.
	WinMORE, Cap Management Tool, AccountEdge, Lone Wolf, and White Pages
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	COMPLETE DAILY COMPANY DOLLAR TOOL
· Pull a Closed Production Report to identify the received Company Dollar MTD.
· Pull a Projected Closings report to identify outstanding pending transactions that haven’t closed yet.
· Update the Daily Company Dollar Tool.
· Communicate status.
	WinMORE and Daily Company Dollar Tool
	

	
	PRINT SESSION REPORT (US & Quebec)
· In AccountEdge Setup – Preferences – Security, make sure that the item “Prompt for Session Report When Closing” is checked. 
	AccountEdge
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	PREPARE FOR BACKUP
· Every night schedule a full backup of your computer’s hard drive and store in three different places.
· Every morning review the backup log and confirm backup completion.
· Perform three redundant backups each day.
· Our only approved online backup vendor is Logos Data Services.
	Backup Utility
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Add custom steps for your Market Center here:
	
	
	
	

	
	
	
	

	
	
	
	



Make notes of observations or questions for your TL or OP here:
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