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Welcome to Kuorum! 

Thanks for choosing Kuorum, the e-mail marketing solution that helps leaders, 

organizations and corporations to engage with their audiences, lead change 

and innovate through collective thinking. 

Our tool will enable you to find supporters, reach all your audiences, motivate 

volunteers, organize unique events, release the potential of your employees, 

turn your department into a Great Place to Work and much more. 

Let us help you become a great leader, let’s get started! 

Sign up 

First things first, you don’t need to download any software to log on 

https://kuorum.org, we work with all the main browsers so we’ve got you 

covered. 

To sign up, you just have to click on any button that says SIGN UP. We will ask 

you to give us your name and email. You will write your ALIAS, set a 

PASSWORD, choose CITY and LANGUAGE. 

Remember that by signing up with us you are accepting our privacy policy and 

terms of use.  

If you want to save some time, you can also sign up with your Facebook or your 

Google+ account by clicking on its icon. 

Activate your account 

We will send you an email with the subject VALIDATE YOUR EMAIL 

ACCOUNT. 

Go to your inbox and open the email, then click on the link that says VALIDATE 

YOUR EMAIL, or copy and paste the URL we give you on your browser. This 

message also informs that you will receive Kuorum notifications to the email 

https://kuorum.org/logout
https://kuorum.org/logout
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address you opened the Kuorum account with. But don’t worry, you can always 

deactivate them from your settings. We will also send you a welcome email. 

Once your account is activated it’s time to get started!   

Sign in 

If you are already part of the a Kuorum community and have an account with us, 

to log in go to the SIGN UP buttons, there is one located on the top right and 

another at the bottom of the  home page, click on it and when the sign up box 

appears, click the option SIGN IN, write your email and password and click to 

sign in, or log in with your Facebook or Google+ accounts by clicking on its 

icon.   

Import contacts 

Importing your contacts will allow you to create your personalized data base, 

which you’ll be able to manage by segmenting and creating the filters you like to 

send specific campaigns to specific contacts. How to do it? We will guide you 

step by step so you don’t miss any contact. 

When you’ve just opened your account with us, a sign will appear asking you to 

send yourself a campaign test, or to import your contacts. Choose to IMPORT 

YOUR CONTACTS and don’t worry, we won’t send anything unless you 

authorize it. If you are a user already, just click on the CONTACTS button on 

the header of the homepage. You will see the icons of the main email servers 

and another that says Upload file, so you have two options: 

Import with email account 

Choose and click on your email server icon, you’ll be directed to your email’s 

login  page, so just log in and you’re done! 

Import by uploading file 

You have the option to import a list of contacts you already have on a CSV 

format. ‘CSV’ means Comma Separated Values and a ‘CSV file’ is a table 
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structured format file. You can learn more on how to download CSV files from 

different email providers in our video tutorials, right below our contact uploading 

form. Once you have the file with all your contacts, you can simply import the 

contacts by clicking on the UPLOAD FILE button and selecting the file from your 

device, then click to upload the file and that’s it!  

After importing your contacts, either via email or uploading a file, you’ll receive 

an email with a summary of your imported contacts. 

Add a single contact 

If you want to add a contact that’s not on your list or just add a single contact 

quick and easy, click on CONTACTS at the top right of the home page, and 

choose the option NEW CONTACT. Then fill in the name, surname and email 

fields, and save it!  

Once you have your contacts it’s time to send a campaign! 

Send a campaign 

When you send a campaign with Kuorum, whether it is a newsletter, a post or a 

debate, you are getting in touch with all your contacts or with a segment of your 

choice. Both tools enable you to inform and share with your audience the latest 

news, events, achievements and more.  

Newsletters 

By sending a newsletter you inform and share with your contacts the latest 

news, events, achievements, reminders, and much more. Go to CAMPAIGNS, 

then click on NEW CAMPAIGN and choose the NEWSLETTER option.  

You can also start a new campaign directly from your dashboard. A template 

with five sections will be displayed, let’s see what each section is for: 

Section 1: TO 

This is where choose the contacts your newsletter goes to. You can send 

it to all your contacts, or create an advanced filter. 
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Section 2: SUBJECT  

Write a compelling subject for your newsletter!  

Section 3: HEADER  

This is the image your newsletter will have on top, upload the image that 

suits your campaign best! (the image size must be between 10KB and 

1MB). 

Section 4: TEXT 

Write the content of your newsletter. Be clear and precise so your contacts 

get the message. Remember you can inform about the latest news, invite 

to events, share your achievements and much more!  

Section 5: TAGS 

Tags are used to classify your contacts following your own criteria. 

Kuorum gives you the possibility to automate tag assignation depending 

on how your contacts interact with your newsletters, posts and debates. 

Use the tag automation to assign determinate tags to those contacts who 

open, click or interact with your campaigns.  

To create a tag, just type it and press ENTER or COMMA after it. 

You can also schedule the time you want your newsletter to be sent by 

clicking on  SCHEDULE and choosing the date and time. 

Click SEND and your newsletter will be delivered to your contacts!   

If you want to test your newsletter before sending it, just click ON SEND ME A 

TEST, which is the envelope icon on the top right. We will email you a sample 

so you can take a look to how your contacts will see it and make changes if 

needed.  

Debates 

Debates are specially useful by helping you engage with the public, gather 

information about your contacts, understand your audience and most of all, they 

enable bilateral communication. Business and social leaders use debates to 

involve their employees or donors in the decision making processes, rewarding 

them for their ideas and collecting information about their preferences at the 

same time. So how do you do it?  
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Go to CAMPAIGNS, then click on NEW CAMPAIGN and choose the DEBATE 

option, or do it directly from the home page. A template with five sections will be 

displayed, let’s take a look: 

Section 1: TO  

Choose the contacts you want to participate in your debate or create an 

advanced filter.  

Section 2: TITLE  

Give a title to your debate, don’t forget to make it brief but direct and clear.  

Section 3: TEXT 

Write and explain the subject of your debate, you can add an introduction 

and include  questions. Encourage your audience to participate and be 

heard!  

Section 4: TAGS 

TAGS will allow you to segment your contacts. After creating a tag you 

can assign it to the contacts who:  

 Open the debate’s email 

 Click on the debate’s email 

 Create a proposal  

 Comment on a proposal 

 Like a proposal 

You decide the tag you put and the criteria you use, remember that to 

create a tag you just have to type it and then press ENTER or COMMA.  

Section 5: Image  

Upload an image or a video to make your debate more attractive.  

To upload an image just click on UPLOAD IMAGE, you can drag the 

image from your files or click to open a browser, then choose your image 

and open it. You will be asked to crop the image, do it by dragging the 

cropping handles and choose the size you want it to be. You can also 

move the cropped measure to place it in the part of the image you want to 

be shown, just click on the centre of the box and drag it to the desired 

place. Press CROP and your image will be uploaded, (the image size 
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must be between 10KB and 1MB). The debate template will be displayed 

again and you’ll be able to see the image. Press SEND and you’re done!  

To upload a video click on YOUTUBE VIDEO and introduce the video’s 

link on the bar that appears below, click SAVE and your video will be 

uploaded. 

Once you’ve created your debate, you will see some icons on the right which 

will give you information about the debate status and some other features. You 

will also be able to follow the activity of the debate through our notifications. 

You can share your debate on your social networks to increase its scope. Just 

open your debate and choose the social network where you want to share it. 

Profile  

Your Kuorum profile is your home page, this is where you share your posts and 

debates, and where people find extra information about your top causes, your 

followers and other personal and professional details. When you click on the 

profile image, on the top right, a menu will be displayed, giving you the following 

options: MY PROFILE, EDIT PROFILE, SETTINGS and LOGOUT. Now, let’s 

have a look.  

MY PROFILE 

By clicking on this button, you will be directed to the main page of your 

profile. 

EDIT PROFILE 

You can custom your profile to show your interests and the things you do 

and like. 

On the left side, there is a SETTINGS column divided in 6 different fields: 

PROFILE 

Write something about you in the BIO box, you have up to 1000 words! 

Set your date of birth, gender, profession and studies.  

Upload a profile and background picture. 

Save changes with the SAVE button at the end.  
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CAUSES 

This is the place for you to write the causes you are working on and are 

interested in. These causes will appear on your main profile page, in order 

to enable people to find you and support you. You can also find other 

people interested in the same causes by clicking on them. 

Choose the cause you are most engaged with and let others know about it! 

Just type it and then press COMMA or ENTER to create it. 

LATEST NEWS 

Here you can add links to news and publications about you, or about 

things that matter to you. To do it press the add button, introduce a 

headline and the link to the publication. Click SAVE and that’s it!  

SOCIAL NETWORKS 

Let others find out more about you by sharing your profiles in other social 

networks on your Kuorum profile. Just fill in the space with the social 

network link you want to share, or even share your own website if you 

have one. Remember to SAVE the changes.  

PROFESSIONAL DETAILS  

Let others know about your job and achievements!  

Career details such as profession, studies, University and School. Just 

write them down on their respective space.  

You can also upload your CV and a declaration (the files must be a PDF). 

To do so, just click on the option you want, browse your documents and 

open the file you want to upload.  

PERSONAL DETAILS 

Share details about your background (your complete name, place and 

date of birth, etc.). 

If you are lucky enough to have an office, you can also fill in the fields for 

your assistants, address, mobile, telephone and fax.  
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Settings 

Here is where you make the main changes and modifications to your profile. 

There is a menu on the left with the following options:  

ACCOUNT  

Change basic account and language settings, modify your personal 

information, time zone, city, phone. To make this changes effective, you 

have to introduce your password at the end and then SAVE changes.  

PASSWORD 

If you want to change your password come to this section, write your 

current password and then the new one twice. Save changes.  

EMAIL NOTIFICATIONS  

Here is where you choose the kind of notifications you want to receive by 

email.   

DELETE ACCOUNT  

We are sorry if you decide to leave us, but before doing so, write a 

comment with the reasons that made you leave. We will appreciate it and 

it will help us to improve our service. Then click on DELETE ACCOUNT, or 

if you decide to give us another chance you can always click on I STAY 

BUT READ THIS. We take your feedback very seriously.  

Search bar  

Use the search bar to look for people, causes, campaigns and other information. 

Just type the name or keyword and search results will appear. 


