
Kapost User Guide



Kapost User Guide

2

Kapost User Guide 
for
Kapost is a powerful marketing platform that helps B2B 
marketers manage every step of the marketing content 
lifecycle in one place. It simplifies the planning, creating, 
and distributing of each asset so that we can focus on 
launching compelling content and initiatives, and it gets 
us out of spreadsheets, which is fantastic.
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Getting Started: First Four Things to Do
1. Accept Your Kapost Invite
Accept the email invitation to our Kapost access page. If you have not received this email, please 
reach out to our Kapost administrator:

2. Bookmark Our Kapost URL
We have our own access page into Kapost.  You will be able to access our Kapost instance 
through the URL below.  Copy and paste this URL into the browser, then immediately 
bookmark it.

3. Update Your Browsers
Kapost supports the current and prior major release of the following browsers. You will 
also need the latest version of Flash.  Ensure both your browser and Flash are updated to 
the latest versions.

Safari 
Chrome 
Internet Explorer 
Firefox 
Other

Setup Your Profile
Your Kapost profile should be updated with information that helps your teammates know who 
you are and what your role is at our company.

1.  Click the photo icon in the top right corner of your Kapost dashboard to access 
your profile screen

2. Select Edit Profile
3. Input our company name, your full name, email, job title, and a photo
4. Scroll down to change your password
5. When complete, click Save Changes
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Snapshot View of Your Kapost Dashboard
The menu bar includes the following:

1.  Company logo and 
guidelines

2.  Create Content, 
Initiatives, and Ideas 
button

3.  Application Menu 
(other Kapost apps you 
have access to)

4. �Notifications�
(streaming�notification�
updates that pertain to 
your work)

5. Profile�and�sign�out

1 2 3 4 5

Navigation Menu Bar
The menu bar sits on the left hand side of your Kapost 
dashboard screen and it’s the best way for you to switch 
between the different parts of Kapost Studio.  You can collapse 
and expand the menu bar by choosing the toggle icon.

1.  Dashboard: Displays your content, upcoming tasks, 
and the team’s latest communication

2.  Ideas: Where we collect ideas and requests for content 
assets

3.  Content: View all content that is being planned, 
created, or completed in Kapost

4.  Initiatives: Find every marketing initiative and project 
that’s in production, launched, or complete.

5.  Calendar: Get visibility into important dates related to 
content and initiatives
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In-Depth Look at Kapost and 
How We Use It at Our Company
The following information give you a detailed understanding on important 
areas and terminology within Kapost, and explain how we use the platform 
at our company. By following these company standards, we will leverage 
Kapost to create outstanding content.

Content Types
Content types are the documents, videos, collateral, and any other 
marketing assets we create. When creating content in Kapost, you will need 
to define its content type.  This will help us organize and understand what is 
being created per marketing initiative and campaign.
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Workflows
It takes teamwork to make sure our marketing assets efficiently move 
through the production cycle. Workflows assist the production of your 
marketing assets through set tasks, task owners, and deadlines. Tasks are 
the critical steps taken to produce a piece of content. When you are assigned 
a task, you will be notified via email, and it will appear on your Kapost 
Calendar and Dashboard.
It is mandatory that when content assets are created, every task in the 
workflow has an assigned owner and set deadline.
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Activity Feed
The Kapost Activity Feed keeps conversations about a piece of content out 
of email and inside of Kapost. It allows you to easily collaborate with your 
team members and gives us better visibility into the details around content, 
so everyone always has the context they need to complete their tasks.

@Mention
If you have a quick question or comment about a piece of content, typing 
@ and then your team member’s name will send a message directly to that 
person while tracking it inside of Kapost. Responding to e-mail notifications 
also gets tracked in Kapost.
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Task Management and Saved Views
The Kapost Dashboard helps you see your most critical tasks, but it’s important to dive deeper 
to see a holistic view of your tasks.  This exercise will save you from threading through lots of 
content to find what matters only to you. Take a moment to set up a saved view in the content 
catalogue that lists your upcoming tasks on content.

1. Click Content from the left navigation menu bar.
2. Choose the funnel icon to open the filter catalog.
3.  Select “Tasks” and in the drop down choose “Filter By My Next Tasks”.  This will show 

you tasks where you are the next person up in the workflow.
4.  Click on the column icon to add any relevant details such as next task, next task owner, 

next task deadline, and other data that matter most to you.
5.  In the drop down next to Content, click “Unsaved View,” name this view, and click 

Create.

Create any additional saved views that will help you see the data most important to you.  These 
views are critical to customizing your Kapost experience.
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Custom Fields
These fields let you capture unique data about your content that is specific 
to our needs. This data makes it easier to filter, find, and run reports on 
content. On every piece of content and initiative you will be able to record 
data about that asset.  These fields help you:

1.  With the content production lifecycle.  You can record crucial
information such as body copy of e-mails, or scripts for videos.

2.  Find and organize content to be uploaded into the Kapost Gallery so
you can see how your content is performing and being used.

3.  Publish directly from Kapost to a third party software platform, such
as our blog.

It’s critical to be using custom fields to tag every piece of content.
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Initiatives
Multiple assets can be grouped together into an initiative.  Initiatives typically 
represent a larger project, marketing campaign, or overarching theme that 
different content assets support, or roll into.  Note: Content can live in more 
than one initiative.
Click Create then select “Initiative” in the pop-up window.
Enter an initiative title, type, start and end dates, and the appropriate 
Milestones you’d like to track for the initiative.
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Custom Reports
Custom reports allow you to report on any metric Kapost captures, and 
cross reference it with your custom data.
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Ideas
We all have brilliant marketing ideas that can drive our marketing forward, and 
the Idea section is the best place to collect and collaborate on submitted ideas.
To submit an idea, simply click Create and choose “Ideas” in the pop-up window.
To view submitted ideas, click “Ideas” in the left navigation menu. You can create 
different filters to review the ideas by different fields such as type of content 
asset, title, status, creator, and more.
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Additional Information
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Last Four Things to Do:
1.  Visit the Kapost Help Center. As you become a Kapost pro, you may have questions 

or want to learn more best practices.  The good news is that we have a community of 
Kaposters ready to network with you. Visit help.kapost.com for a series of articles and 
videos to help you learn the Kapost system quickly.  Create a login to keep tabs on any 
questions you submit to the Kapost support team.

2.  Join online trainings. Bookmark kapost.com/webinars for live, in-depth training on 
various topics with a Kapost specialist.

3.  Subscribe to the Content Marketeer. Considered a #1 resource for B2B marketers, 
the Content Marketeer is a place where marketers share B2B marketing insights and 
news that will keep you on top of your game. To subscribe, visit  marketeer.kapost.com.

4.  Let your Kapost admin know you made it to the end!

“You made it!”

https://help.kapost.com/hc/en-us
http://kapost.com/events/
http://marketeer.kapost.com/subscribe/
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Kapost Glossary
Learn these terms so you can speak like a pro Kaposter in no time!

•  Initiative: Multiple assets can be grouped 
together into an initiative.  Initiatives 
typically represent a larger project, 
marketing campaign, or theme.

•  Initiative Templates: Initiative templates 
automatically add predetermined content 
assets to an initiative, making it easy to 
run standard initiatives over and over. 
These templates add multiple assets in 
one click.

•  Initiative Type: Create different types of 
initiatives for larger events like product 
launches or web events to help organize 
content associated to a specific initiative.

•  Content Type: Documents, videos, 
collateral and any other marketing assets 
you create.

•  Crowdsourcing: Crowdsourcing lets you 
gather ideas from external audiences
(those without Kapost logins) via an online 
form. Crowdsourcing forms are accessed 
and shared using an external link. Ideas 
submitted via the form flow directly into 
your ideas tab inside Kapost and must be 
approved before they can move into 
content production. 

•  Ideas: Ideas capture incomplete concepts 
for future content creation. All submitted 
ideas will need to be approved before 
turning into content.

•  Instance: Our company’s custom Kapost 
URL address.

•  Custom fields (Meta data tag): These 
tags/fields let you capture unique data 
about your content that is specific to our 
company’s needs. This data makes it 
easier to filter, find and run reports on 
content. Examples: Product Line, Vertical, 
Region

•  Planning Calendar: Where initiatives, 
content, and event dates can be easily 
created, viewed, and shared in a calendar 
format. 
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