TRANSMITTAL CHECKLIST kW

This checklist is for both AccountEdge and Lonewolf processes. Click on the application used in your market
center for a link to the instructions on how to perform each task. Click on the video icon to view a short video

for the corresponding step.

* If you are new to transmittal, watch this video before you begin.

# ‘ TASK/STEP

APPLICATION 'VIDEO DONE
1 Verify System and Data Files WinMORE and I:_I
AccountEdge/Lonewolf
Print and Review EOM/Projected .
2 .
Closings (day or two before transmittal) WinMORE / Lonewolf I:-'I
3 Verify WlnMORE Entries match WinMORE / Lonewolf |:__|
Accounting
4 | Validate Listings Taken Metrics CloudMORE Listings
S | Print the Anniversary DA List WinMORE |:|
Print EOM Reports (See full list of WinMORE
6 | required and recommended reports
in Instructions)
Print Market Center specific EOM MC Defined
7 reports (see section at end of checklist to
create list)
8 | Print and Review Associate List Lillilelaea |:__|
9 Print and Review YTD Closed WIinMORE l:l
Production
10 | Create Initial Invoice to KWRI WinMORE and AccountEdge/Lone |:|
Wolf
Ensure all receivables have been AccountEdge/AE Connect,
collected. Sync AccountEdge Lonewolf
11 | Connect. View video starting at L_____l
minute 44 for instructions to sync AE
Connect.
12 | Verify Receivables AccountEdge/Lone Wolf L:_l
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https://www.kwconnect.com/details/transmittal-before-you-begin
https://mcasupport.kw.com/hc/en-us/articles/360039154693-Verify-Data-Files-US-CAN-
https://mcasupport.kw.com/hc/en-us/articles/360039154693-Verify-Data-Files-US-CAN-
https://mcasupport.kw.com/hc/en-us/articles/360038669954-Print-and-Review-Projected-Closings-US-Quebec-
https://mcasupport.kw.com/hc/en-us/articles/360038676354-Print-and-Review-Projected-Closings-Lonewolf-
https://mcasupport.kw.com/hc/en-us/articles/360038676714-Verify-Deposits-in-WinMORE-and-Accountedge-US-Quebec-
https://mcasupport.kw.com/hc/en-us/articles/360038677354-Verify-WinMORE-and-Lonewolf-Entries
https://mcasupport.kw.com/hc/en-us/articles/360039214253-Validate-Listings-Taken-Metrics-US-CAN-
https://mcasupport.kw.com/hc/en-us/articles/360039214853-Print-the-Anniversary-DA-List-US-CAN-
https://mcasupport.kw.com/hc/en-us/articles/360038727554-Print-and-Review-EOM-Reports-US-CAN-
https://mcasupport.kw.com/hc/en-us/articles/360038727714-Print-and-Review-Market-Center-specific-EOM-Reports
https://mcasupport.kw.com/hc/en-us/articles/360038728774-Print-and-Review-Associate-List-US-CAN-
https://mcasupport.kw.com/hc/en-us/articles/360038739114-Print-and-Review-YTD-Closed-Production-US-CAN-
https://mcasupport.kw.com/hc/en-us/articles/360039238293-Create-Initial-Invoice-to-KWRI-Accountedge-
https://mcasupport.kw.com/hc/en-us/articles/360039238293-Create-Initial-Invoice-to-KWRI-Accountedge-
https://mcasupport.kw.com/hc/en-us/articles/360038782814-Create-Initial-Invoice-to-KWRI-Lonewolf-
https://mcasupport.kw.com/hc/en-us/articles/360038782814-Create-Initial-Invoice-to-KWRI-Lonewolf-
https://mcasupport.kw.com/hc/en-us/articles/360038783094-Verify-Receivables-Accountedge-
https://mcasupport.kw.com/hc/en-us/articles/360038783314-Verify-Receivables-Lonewolf-
https://www.kwconnect.com/details/verify-system-and-data-files
https://www.kwconnect.com/details/print-and-review-projected-closings
https://www.kwconnect.com/details/verify-deposits-in-winmore-match-accounting-system
https://www.kwconnect.com/details/print-the-anniversary-da-list
https://www.kwconnect.com/details/print-and-review-eom-reports
https://www.kwconnect.com/details/print-and-review-associate-list
http://www.kwconnect.com/details/print-and-review-ytd-closed-production-report
https://www.kwconnect.com/details/create-initial-invoice-to-kwri-2020
https://youtu.be/KklFBVk7wtg
https://www.kwconnect.com/details/verify-receivables

# ‘ TASK/STEP

15

is in-house)

APPLICATION \ VIDEO DONE
13 | Verify Payables AccountEdge/Lone Wolf |:|
14 Verlfy_KV\( Debt, Depreciation, and/or AccountEdge/Lone Wolf
Amortization
Verify Payroll Tax Payable (if payroll | AccountEdge/Lone Wolf

16

Review Undeposited Funds Account

AccountEdge/Lone Wolf

17

Account for E&O (U.S. only)

AccountEdge

18

Review Clearing Commission

AccountEdge/Lone Wolf

19

Send Monthly Data to KWFS, Save
Your KWFS, and Calculate
Preliminary Set Costs

AccountEdge(US)/Accountedge(CA)
/Lone Wolf, KWES, and WIhnMORE

20

Print Preliminary Profit Share
Calculation

WIinMORE

21

Verify Bonuses have been booked (if
applicable)

AccountEdge/Lonewolf

22

Verify Income Tax Has Been Booked
(if profitable)

AccountEdge/Lonewolf

Send Monthly Data to KWFS, Save

AccountEdge(US)/Accountedge(CA)/

25

Profit Share, KW Cares, KW Commercial)

23 | Your KWFS, and Calculate Lone Wolf, KWES, and WinMORE
Preliminary Set Costs

o4 Print Second Preliminary Profit WinMORE
Share Calculation
Update Invoice to KWRI (Royalties, WinMORE and

AccountEdge/Lonewolf

d 4 ag4d4ddadjdgaad]d

26

Verify HST/QST has been booked
(Canada Only)

AccountEdge/Lonewolf

27

Record Direct Withdrawal to KWRI

AccountEdge/Lonewolf

U

28

Send Monthly Data to KWFS, Save
Your KWFS, and Calculate Final Set
Costs

AccountEdge(US)/Accountedge(CA)/
Lone Wolf, KWES, and WinMORE

© 2020 Keller Williams Realty, Inc.

v.2.6 Updated 7.10.2020



https://mcasupport.kw.com/hc/en-us/articles/360039275893-Verify-Payables-Accountedge-
https://mcasupport.kw.com/hc/en-us/articles/360038792494-Verify-Payables-Lonewolf-
https://mcasupport.kw.com/hc/en-us/articles/360038797434-Verify-KW-Debt-Depreciation-and-or-Amortization-Accountedge-
https://mcasupport.kw.com/hc/en-us/articles/360039290773-Verify-KW-Debt-Depreciation-and-or-Amortization-Lonewolf-
https://mcasupport.kw.com/hc/en-us/articles/360039290893-Verify-Payroll-Tax-Payable-Accountedge-https:/mcasupport.kw.com/hc/en-us/articles/360039290893-Verify-Payroll-Tax-Payable-Accountedge-
https://mcasupport.kw.com/hc/en-us/articles/360038880074-Verify-Payroll-Tax-Payable-Lonewolf-
https://mcasupport.kw.com/hc/en-us/articles/360039375133-Review-Undeposited-Funds-Account-Accountedge-
https://mcasupport.kw.com/hc/en-us/articles/360038880554-Account-for-E-O-Accountedge-US-Only
https://mcasupport.kw.com/hc/en-us/articles/360038880854-Review-Clearing-Commission-Accountedge-
https://mcasupport.kw.com/hc/en-us/articles/360039376113-Review-Clearing-Commission-Lonewolf-
https://mcasupport.kw.com/hc/en-us/articles/360038921914-KWFS-Submitting-Data-from-Accountedge-US-
https://mcasupport.kw.com/hc/en-us/articles/360039520613-KWFS-Submitting-Data-From-Accountedge-Quebec-
https://mcasupport.kw.com/hc/en-us/articles/360038922374-KWFS-Submitting-Data-from-Lonewolf
https://mcasupport.kw.com/hc/en-us/articles/360038920914-KW-Financial-Statement-Overview
https://mcasupport.kw.com/hc/en-us/articles/360038881234-Calculate-Set-Costs
https://mcasupport.kw.com/hc/en-us/articles/360039377353-Prepare-Profit-Share-Calculation
https://mcasupport.kw.com/hc/en-us/articles/360039377513-Verify-Bonuses-have-been-booked
https://mcasupport.kw.com/hc/en-us/articles/360038883594-Verify-Income-Tax-Has-Been-Booked
https://mcasupport.kw.com/hc/en-us/articles/360038921914-KWFS-Submitting-Data-from-Accountedge-US-
https://mcasupport.kw.com/hc/en-us/articles/360039520613-KWFS-Submitting-Data-From-Accountedge-Quebec-
https://mcasupport.kw.com/hc/en-us/articles/360038922374-KWFS-Submitting-Data-from-Lonewolf
https://mcasupport.kw.com/hc/en-us/articles/360038920914-KW-Financial-Statement-Overview
https://mcasupport.kw.com/hc/en-us/articles/360038881234-Calculate-Set-Costs
https://mcasupport.kw.com/hc/en-us/articles/360039377353-Prepare-Profit-Share-Calculation
https://mcasupport.kw.com/hc/en-us/articles/360039413173-Update-KWRI-Invoice-Amount-Royalty-and-Profit-Share
https://mcasupport.kw.com/hc/en-us/articles/360039413173-Update-KWRI-Invoice-Amount-Royalty-and-Profit-Share
https://mcasupport.kw.com/hc/en-us/articles/360039413393-Verify-HST-QST-has-been-booked-Canada-Only-
https://mcasupport.kw.com/hc/en-us/articles/360039413653-Record-Direct-Withdrawal-to-KWRI-Accountedge-
https://mcasupport.kw.com/hc/en-us/articles/360039413813-Record-Direct-Withdrawal-to-KW-Lonewolf-
https://mcasupport.kw.com/hc/en-us/articles/360038921914-KWFS-Submitting-Data-from-Accountedge-US-
https://mcasupport.kw.com/hc/en-us/articles/360039520613-KWFS-Submitting-Data-From-Accountedge-Quebec-
https://mcasupport.kw.com/hc/en-us/articles/360038922374-KWFS-Submitting-Data-from-Lonewolf
https://mcasupport.kw.com/hc/en-us/articles/360038920914-KW-Financial-Statement-Overview
https://mcasupport.kw.com/hc/en-us/articles/360038881234-Calculate-Set-Costs
https://www.kwconnect.com/details/verify-payables-1
https://www.kwconnect.com/details/verify-kw-debt-depreciation-and-amortization
https://www.kwconnect.com/details/verify-payroll-tax-payable
https://www.kwconnect.com/details/review-undeposited-funds
https://www.kwconnect.com/details/account-for-e-and-o
https://www.kwconnect.com/details/review-clearing-commission-account
https://www.kwconnect.com/details/send-monthly-data-to-kwfs-and-calculate-preliminary-set-costs
https://www.kwconnect.com/details/print-preliminary-profit-share-calculation
https://www.kwconnect.com/details/verify-bonuses-have-been-booked
https://www.kwconnect.com/details/verify-income-tax-has-been-booked
https://www.kwconnect.com/details/send-monthly-data-to-kwfs-and-calculate-preliminary-set-costs
https://www.kwconnect.com/details/print-preliminary-profit-share-calculation
https://www.kwconnect.com/details/update-kwri-invoice-with-royalty-and-profit-share
https://www.kwconnect.com/details/record-direct-withdrawal-to-kwri

# ‘ TASK/STEP

29

Print Final Monthly Profit Share
Calculation

APPLICATION

WinMORE

'VIDEO DONE

Review Production Reports
Review Balance Sheet

AN

30 AccountEdge/Lone Wolf
WIinMORE and AccountEdge/Lone

31 | Check Key Numbers Wolf |:|
32 | Verify Debits and Credits Match AccountEdge/Lone Wolf |:__|
33 | Lock the Month AccountEdge/Lonewolf |:|
34 | EOM Backup External Backup |:|
35 | Prepare the Transmittal WinMORE |:|
36 | Upload Transmittal Files to KWRI WinMORE

If you have questions or need help, email mcasupport@kw.com.

Add custom steps for your Market Center here:

Make notes of observations or questions for your TL or OP here:
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https://kwmcangel.zendesk.com/hc/en-us/articles/360039377353-Prepare-Profit-Share-Calculation
https://mcasupport.kw.com/hc/en-us/articles/360038915514-Review-Production-and-Financial-Reports
https://mcasupport.kw.com/hc/en-us/articles/360039416153-Check-Key-Numbers
https://mcasupport.kw.com/hc/en-us/articles/360039416153-Check-Key-Numbers
https://mcasupport.kw.com/hc/en-us/articles/360038916614-Verify-Debits-and-Credits-Accountedge-
https://mcasupport.kw.com/hc/en-us/articles/360039416673-Verify-Assets-match-Liabilities-and-Equity-Lonewolf-
https://mcasupport.kw.com/hc/en-us/articles/360039416773-Lock-the-Month-AccountEdge-
https://mcasupport.kw.com/hc/en-us/articles/360038917194-Lock-the-Month-Lonewolf-
https://mcasupport.kw.com/hc/en-us/articles/360039417113-End-of-Month-Backup
https://mcasupport.kw.com/hc/en-us/articles/360039417253-Prepare-the-Transmittal-Close-the-Month
https://mcasupport.kw.com/hc/en-us/articles/360039419293-Upload-Transmittal-Files-to-KWRI
mailto:mcasupport@kw.com
http://www.kwconnect.com/details/review-production-reports
https://www.kwconnect.com/details/review-the-balance-sheet
http://www.kwconnect.com/details/review-the-income-statement
https://www.kwconnect.com/details/check-key-numbers
https://www.kwconnect.com/details/verify-debits-and-credits-match
https://www.kwconnect.com/details/lock-the-month-us-only
https://www.kwconnect.com/details/end-of-month-backup
https://www.kwconnect.com/details/prepare-transmittal-and-upload-transmittal

