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Take the most of Kuorum 

Welcome to the dark side young padawan! We are glad that you chose Kuorum 

for your online campaigns. Now that you are an advanced user is the time to 

really get it on with it and take the most of your account. May the force be with 

you! 

Filters 

Don’t put all your eggs in one basket! Remember there are specific campaigns 

that suit best for some audiences. Segmenting your contacts makes your 

messages be more effective. Therefore we've made sure you have a powerful 

filter tool available in both your CONTACTS and CAMPAIGNS sections. 

Create filters with your own criteria to send campaigns with specific information 

to specific contacts. How to create it? Pay attention. When you create a new 

campaign in the field TO, you will choose the option CREATE NEW FILTER. 

This will display two new fields: MATCHES and CONDITIONS. 

MATCHES: This is where you establish if the filter criteria will match ANY or 

ALL of the following conditions: 

        NAME    

SURNAME                         

        EMAIL                                 

        TAG                                     

ENGAGEMENT 

Then specify the criteria by adding this options: 

        STARTS WITH 

EQUALS 

CONTAINS 
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ENDS WITH 

Then write on the input box the conditions you want. Let’s see an example: 

You choose two conditions NAME > CONTAINS, then write in one dialogue box 

the letter L and in another the letter M. If you choose: 

ALL: Only the people whose name contains both M and L simultaneously will 

receive the campaign. (Melissa, Molly, Amelia). 

ANY: People whose names contain either M or L will receive the campaign. 

This means names that contain M even if they don’t contain L and vice versa. 

(Monica, Albert, Amanda). 

As you set your conditions, you will see the number of contacts that fulfill them 

and if you click in the number, those contacts will be displayed. 

As you add conditions to your filter, click the REFRESH button to see the real 

amount of recipients. 

Save the filter with SAVE FILTER AS and assign a name. You will be able to 

use the saved filter whenever you want! There is also the option of modifying an 

existing filter by clicking on SAVE. Modifications will be added to the selected 

filter. And of course you can always delete a filter by clicking on the trash icon. 

Tags 

Use our tags of to classify your contacts and figure out their level engagement! 

To do so, go to your CONTACTS section. A list with all your contacts will be 

displayed.  

You might want to tag some of your contacts. In order to do this you need to 

filter them, as seen in the last section of this document, until you see only the 

ones you are interested in tagging.  

If you find yourself in a situation where filters are not useful for the kind of query 

you intend to do, you can also search for the contact directly from the search 

bar. 

Once you have filtered or searched the contacts you want to tag, you can add 

one or several tags to a single contact by clicking EDIT TAG besides your 
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contact information. The box to write a tag will appear. Type your tag and then 

press ENTER or COMMA after each tag. The click on SAVE TAGS. Following a 

similar process you can also remove or change previous tags from a single 

contact.  

Finally you can add the same tags to several contacts at once. In order to do 

that first you need select those contacts with the select boxes on the left side of 

the contact list. When you select more than one contact, a drop down menu for 

BULK ACTIONS will appear on the top of the contact list. For example: 

You can filter your contacts by choosing only the ones that have an 

ENGAGEMENT EQUAL to HIGH and an EMAIL that ENDS WITH 

"labour.co.uk". Thereby those contacts that work for the Labour party and have 

high level of commitment to your campaigns will be displayed. Now you can 

select them and a drop down menu for BULK ACTIONS will appear in the top 

area of your contact list. If you select the ADD TAGS option, a pop-up will 

appear where you can add one or several tags for those people. For instance, 

you may want to use the tag "my Labour fans". 

The BULK ACTIONS drop down menu gives you three options: 

 DELETE ALL: Delete all your contacts. Be careful with this one ;) 

ADD TAGS: Add tags to the contacts you previously selected. A dialogue 

box will ask you to write the tags you want to add. Type the tags’ names 

and then press ENTER or COMMA. Click on the button ADD TAGS TO 

YOUR CONTACTS. Your tags are now ready and will be assigned to all 

the contacts you selected.     

REMOVE TAGS: Remove tags from the contacts you previously selected. 

A dialogue box will ask you to write the tags you want to remove. Type 

the tags' names and then press ENTER or COMMA. Click on the button 

REMOVE TAGS TO YOUR CONTACTS. The tags will be removed from 

all the contacts you selected.     

By contrast with your saved filters, tags won't be added to your new contacts. 

There is though a way to automate your tag management. Let us show you how! 

Tags for newsletters 

While you are writing a newsletter you can choose to tag people who: 

  OPEN THIS EMAIL. 
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CLICK IN THIS EMAIL (people who open your email and then also click 

on one of the links within that email). 

By doing this, you are letting Kuorum segment your contacts automatically. This 

will allow you to send customized campaigns in the future, keeping in mind the 

preferences of your different audiences.  

If you find this feature useful and you want to start using it, please keep in mind 

that it is very important define a strategy first in order to keep a good balance 

between the number of segments and their size. For instance: 

Let's say you have 2,000 contacts. And you send a weekly campaign to them. If 

you create new tags to denote different topics every week without any planning, 

after 6 months you will have 24 different tags distributed among you 2,000 

contacts. Some contacts will have way too many tags and, what is more 

important, your segments will be too small (20 to 200 contacts per segment).  

Instead of doing that, think first what size of segments you want to have. Let's 

say 500 people per segment. Then divide the size of your database by this 

number (2,000 / 500 = 4). Now choose the four main topics you are going to 

campaign about and every week use one of those four depending on the 

content of your newsletter. After 6 months you will have four very well defined 

segments. Your segments will also be bigger because those who didn't click on 

your first campaign about - for example - "climate change", might click on the 

second  campaign about the same topic. On the other hand your contact list will 

be more organized and easier to manage for you and your team. 

Tags for posts  

You can choose to tag people who: 

OPEN THIS EMAIL. 

CLICK IN THIS EMAIL (people who open your email and then also click 

on the link to your post). 

LIKES A POST. 

Tags for debates 

You can choose to tag people who: 

OPEN THIS EMAIL. 



 
 

Page 7 of 10 
 

CLICK IN THIS EMAIL (people who open your email and then also click 

on the link to your debate). 

CREATES A PROPOSAL. 

COMMENT ON A PROPOSAL. 

 LIKES A PROPOSAL.  

Symbols 

When you go to your CAMPAIGNS and open one of your sent campaigns 

(posts or debates) you will see a board on the right with some symbols with the 

following meaning: 

 Times your campaign has been seen. 

 Number of followers of the author. 

 Proposals made by others. 

 Supports of your proposals, people who likes them. 

 Number of comments on proposals. 

 Proposals pinned by the author (the ones the author finds relevant). 

Measures the time passed since the last activity. 

Campaign management  

You know the saying: A place for everything and everything on its place. The 

only way to follow your campaign status is by ordering and organizing them 

according to your preferences, we give you a wide range of options so you 

choose the one that suits you best! 
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Find your campaign  

In the CAMPAIGNS section you will see a the list of your campaigns. You can organize 

and manage them easily. First choose the campaigns you want to be displayed based 

on the following: 

ALL: See all the campaigns you have created. 

NEWSLETTERS. 

DEBATES. 

POSTS. 

You can also use the quick search bar to look for a specific campaign. Just type a word 

or keywords and you will easily find it. 

Order your campaigns 

Pick the order of your listing based on the following criteria: 

TIME SENT. 

TITLE. 

RECIPIENTS (highest to lowest or vice versa). 

OPEN RATE (highest to lowest or vice versa). 

CLICK RATE (highest to lowest or vice versa). 

Remember, keep calm and get organized! 

Statistics 

Once you have decided the order it is time to monitor the status of your 

campaign. Next to the campaign titles there is a STATS button that gives you 

access to some useful information: 

Stats 

RECIPIENTS: Number of contacts aimed by your campaign. 

OPENS: Percentage of those who received the campaign and opened it. 

CLICKS: Percentage of those who opened it and clicked on the link within the 

campaign. 
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If you need more detailed information you can access it from the stats button pn 

the right: 

Recipients  

This is a more detailed analysis where, besides the OPENS and CLICKS, you 

will also see: 

NAME: The names of the contacts aimed by your campaign.  

STATUS: The stage your email is at, it can be:   

SENT. 

NOT SENT. 

REJECTED. 

SPAM. 

QEUED. 

OPENED. 

HARD BOUNCED. 

SOFT BOUNCED. 

CLICKED. 

ANSWERED. 

For debates you have also the STATUS:  

NEW PROPOSAL. 

LIKED PROPOSAL. 

COMMENT. 

On posts there is also the STATUS:  

POST LIKED.  

ENGAGEMENT: Level of engagement the contact has according to its 

interaction with the campaign. It can be:  

  INACTIVE.  
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  LOW. 

  MEDIUM. 

  HIGH. 

View email  

Here you can see how the email associated to your campaign looks like. 

Edit 

Next to the titles of your draft and scheduled campaigns there is an EDIT button 

- instead of the STATS button -, in case you want to make some changes 

before sending them. 


