
                 
Agent Orientation 

   



This is an email that you should 
have received after your 
on-boarding paperwork was 
processed. If you did not receive 
this email, please let me know.



Tech Set Up

There will be a TON of usernames, passwords and websites. You DO NOT need to use all of them right away. The most important, for now, are 

for the KW Systems. All the others, file away for a later date. 

Please keep this email. Bookmark it! 

Once you have done the 
tech set up with Scott 
LeRoy marketing (reference 
your Welcome email for a 
direct link), you will receive 
an email with your KW 
email address and a variety 
of passwords that you will 
need for our different KW 
systems.



● Login to Realtor/Pro account
○ My Account 

■ Membership Card (NRDS number)
■ Information About Brokerage Services (IABS)

● Links for personalized IABS and Consumer Protection Notice
○ Required for emails and social media

○ Billing
■ MLS quarterly payments
■ HAR annual fees (cannot set up autopay)

○ Training
■ Real Estate Course Finder

● Orientation - required within 60 days the first time you apply for membership
■ Code of Ethics - must be taken once every three year cycle 
■ Matrix (MLS Training)

○ Additional Courses Available Through HAR
■ www.har.com/education/search?bill_type=2

● (free, also where you can find the required HAR orientation and matrix classes)

● www.har.com/education/courses
○ (lists all available classes)

● Register for SUPRA access

HAR

http://www.har.com/education/search?bill_type=2
http://www.har.com/education/courses


Office Websites

    Keller Williams Intranet

○ Main: www.mykw.kw.com 
■ Access to education, marketing and 

technology resources

○ Office specific intranet can be 

accessed through the main 

webpage

This will take you to the office calendar, as 
well as a notification and announcement 
board.

kwsw25.com

http://www.mykw.kw.com


Link available on 
kwsw25.com

M-F 8:30-11:30am
        11:30am-2:30pm
        2:30-5:30pm

Sat: 9-11:30am
       11:30am-2:30pm
       2:30-5pm

Sun: 12-2:30pm
         2:30-5pm



Productivity Coaching (PC) Program

○ www.atriumcoaching.com 

■ Market Center Pages:

● Southwest: atriumresource

○ Who is your coach?

■ Israel Flores and Gary Steuernagel

http://www.atriumcoaching.com


Command
Additional Resources/Training:

Nimesh’s YouTube Command Basics
https://bit.ly/nimeshkw

Scott LeRoy Marketing
https://www.youtube.com/@ScottLeRoyMarketing

KWConnect

https://www.kwconnect.com/page/command-
your-business

https://bit.ly/nimeshkw
https://www.youtube.com/@ScottLeRoyMarketing
https://www.kwconnect.com/page/command-your-business
https://www.kwconnect.com/page/command-your-business


Is Your Advertising Legal?

Texas Real Estate Commission (TREC) Requires: 
● Identify yourself as a REALTOR® 
● Include your full office address on print materials 
● Identify your broker: Keller Williams Realty (all 3 words) 
● The words Keller Williams Realty logo must be at least half as large as the largest contact item
● TREC does not consider the ‘KW’ to be identification of your broker 

Keller Williams Realty Requires: 
● Use of an official logo 
● Each office is independently owned & operated (this should appear underneath the logo) 
● Equal Housing Symbol

Business Cards, Mailers, Yard Signs, Etc. 
●  Include contact info: phone, email & website 
● **The KW Realty Logo must appear on the same side as any contact info** 
● Include ALL TREC & KW requirements (listed above) 
● Include photo, if desired 

Branding 

● Any personal branding using a different or creative name, DBAs or original logo designs must be approved by the office. All appropriate paperwork will 
be filed.

Nicknames 
● If you will be doing business under a name that is different than your legal name, there is a required form to submit to  TREC. 

Please reach out to Sydney or Norman (not required for common derivatives such as David to Dave or Daniel to Danny) 

TREC Form Requirements (Email Signature, Agent Website and Facebook Business Page) 

● Personalized IABS 
● Consumer Protection Notice
● Both can be found in your HAR.com portal



EXAMPLE OF A COMPLIANT SIGNATURE:  

● The links must be ABOVE all contact info and any sort of sign-off (in the body of the email!) 
● Font size requirements: 

○ "Texas Real Estate Commission Consumer Protection Notice", in at least 10 point font; or 
○  "TREC Consumer Protection Notice", in at least 12 point font. 
○ The IABS must be filled out with the KW SWMC office info, broker info, and your personal info 

● In your actual signature, please include: 

○ Full office name: Keller Williams Realty Southwest 
○ Your office address with city and state 

● This signature will need to be manually installed across all platforms. Please keep in mind that if you send emails anywhere other 

than the specific platform where you first installed these links (such as Gmail in a Web Browser), they WILL NOT automatically transfer 

over. You need to manually copy/paste them into the following common devices/programs:  

○ Outlook 
○ Apple Mail 
○ Mobile phone email apps 

● TREC requires all agents provide the forms on business websites and on social media platforms 



Mandatory Risk Management Class
By

Marilyn O’Neil
Check your market center calendar monthly for class date/time.

Ask Norman Anything
Wednesdays @ 12:30pm in person or Zoom

Command!
DocuSign

normanlew@kw.com



Sydney Kelley

sydneykelley@kw.com


