INBOXR PRO: THE MASTER OPERATIONS MANUAL

"The Infrastructure of a Boss."
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PART I: THE PHILOSOPHY
1. WELCOME TO THE ECOSYSTEM

Welcome to Inboxr Pro. You have not just bought software; you have bought an

Infrastructure Ecosystem.

Most email providers (like MailChimp or Constant Contact) are "Shared Environments.
You share your reputation with thousands of other users. If they spam, you go to the

spam folder.
Inboxr Pro is a Dedicated Environment.

We provide you with your own Private Server Nodes and Dedicated IP Addresses. You
are the captain of your own ship. We surround you with a closed-loop system of Data,

Verification, and Security to ensure you succeed.

2. THE "SAFE-SCALE" PROTOCOL (THE TRUCKING ANALOGY)

This is the most important concept to understand. We treat your email server like a

Commercial Truck.

e The Truck (Velocity MTA): This is your server. It has massive horsepower.
e The License Plate (IP Address): This is your identity. We attach 2 Dedicated

IPs to your truck.
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e The Highway Patrol (Google/Gmail): They police the roads. If they see a brand
new truck driving 100mph (sending 50k emails) on its first day, they assume it's

stolen or dangerous. They will pull you over (Blacklist you).

Our Strategy: We use an Automated Governor. We start by driving slow—sending
20-50 emails a day to our internal "Warmup Shield" network. This proves to the

Highway Patrol that you are a safe driver. Once they trust your license plate, we unlock

the speed limit.

The Inboxr Pro "Safe-Scale" Protocol

Phase 1: The Ghost Period (Days 1-14) Phase 2: The Ramp Period (Days 15-30) Phase 3: The Velocity Period (Day 31+)
Your Action: Do Nothing Your Action: > Your Status: Unleashed
The system is completely locked for Begin Limited Sending N7 The system's automated speed
user sending during this phase. You can now send small, hyper-targeted limits are removed.

campaigns of 100-300 emails per day. \%

Scale Your Volume
You can now send at high

R volume, with your data quality
being the only limit.

M Monitor Your Scoreboard
Contil track ¢ ign per
Highwa Q Use OnIy ‘Clean Fuel’ Q to maintain a healthy sender score.
Patrol i Only send to your best, -
(Gmail, etc.) pre-verified contact lists to avoid
o damaging your new reputation.
=
o 11 Healthy Danger
. ; 0 Metric U Benchmark A Zone
Automated Driving the A Key Metric to Watch: Open Rate o0 5
Reputation Building Truck Slowly ' Bounce Rate
=y B _
Our “Warmup Shield” automatically This proves to the Your bounce rate must remain below Click-Through Rate (CTR) 53%
ser}ds and re’plies to emails to “Highway Pgtrol" that your 3% to continue building trust. Complaint Rate 0.0% -0.08% >01%
build your IP's credit score. new server is safe.

A NotebookLM
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3. THE FIRST 30 DAYS: YOUR ROADMAP

We do not guess. We follow a mathematical curve.

e Phase 1: The Ghost Period (Days 1-14):

o Status: System Locked / Warmup Only.

o Action: DO NOTHING. Our "Inboxr Warmup Shield" is automatically
sending and replying to emails in the background to build your credit score
with Gmail.

e Phase 2: The Ramp Period (Days 15-30):

o Status: Live / Throttled.

o Action: You may send small, hyper-targeted campaigns (100-300
emails/day). Use only your best, verified data.

e Phase 3: The Velocity Period (Day 31+):
o Status: Unleashed.
o Action: Scale your volume as high as your data quality allows.

PART II: THE COCKPIT (DASHBOARD TOUR)
4. NAVIGATING THE INTERFACE

Your dashboard is streamlined into a Top Navigation Bar. Here is what every menu item
does.

MESSAGES (The Outbox)
e Broadcasts: This is where you send one-time email blasts (Newsletters, Cold
Outreach, Promos).
e Funnels: Automated sequences (e.g., "If they click link A, wait 2 days, then send
email B").
e Transactional: System emails (Password resets, Order confirmations).

e Throttles: (Advanced) View the current speed limits enforced on your account.
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CONTACTS (The Database)

Contact Lists: The home for your leads. You upload CSVs here.

Segments: Slice your data dynamically. (e.g., Create a segment for "CEOs in
Texas who clicked yesterday").

Suppression: The "Do Not Mail" list. If someone unsubscribes or bounces, they
go here automatically. Never remove people from this list manually.

Forms: Create sign-up forms for your website.

INTEGRATE (The Connections)

APl & SMTP: Credentials for connecting Inboxr Pro to external tools.
Webhooks: Send data out of Inboxr Pro (e.g., "When someone replies, push
them to my CRM").

Zapier / Pabbly: Connect to 5,000+ apps without coding.

5. UNDERSTANDING YOUR SCOREBOARD

On the Broadcasts screen, every campaign has a scorecard. Here is how to read it:

Recipients: The total number of people you tried to send to.

Delivered (100%): The percentage that successfully left our server. If this is low,
you have a technical issue.

Opened (CTR):

o Open Rate: Ideally 20%+. If lower, your Subject Line is bad.

o CTR (Click Through Rate): Ideally 1-3%. If lower, your Offer is weak.
Complaints: The "Death Metric." This tracks how many people clicked "Mark as
Spam."

o Safe Zone: 0.0% to 0.08%.

o Danger Zone: > 0.1% (We will pause your account to investigate).
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PART Ill: THE FUEL (DATA & LISTS)
6. THE "CLEAN FUEL" MANDATE

You cannot put regular unleaded gas in a Formula 1 car. It will ruin the engine. Similarly,

you cannot put "dirty data" (unverified emails) into Inboxr Pro.
The Golden Rule: You must never upload a list that hasn't been verified.

e Why? If you send to an email that doesn't exist (Hard Bounce), it damages your
IP reputation immediately.
e Our Promise: Since you are in the Inboxr Ecosystem, we provide the Data and

Verification. If you bring outside data, it MUST pass our internal hygiene check.

7. UPLOADING & VERIFYING LISTS
1. Click CONTACTS > Contact Lists.
2. Click Create List. Give it a descriptive name (e.g., "Solar Leads - Nov 2025").
3. Import: Upload your CSV file.
o Requirement: Your file must have a header row (Email, Name, etc.).
4. Map Fields: Tell the system which column is the Email Address.
5. The Auto-Scrub: Once uploaded, our system runs a backend check. It looks for

"Spam Traps" (fake emails used to catch spammers) and syntax errors.

PART IV: THE ART (WRITING FOR THE INBOX)
8. COLD EMAIL 101: HOW TO WRITE LIKE A HUMAN

The #1 reason emails go to spam isn't technology—it's content. If you write like a used

car salesman, Gmail will treat you like one.
Best Practices:

e Keep it Short: Under 150 words. Respect their time.
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e One Call to Action (CTA): Ask for one thing. "Can we talk Tuesday?" Do not ask

them to watch a video, read a PDF, AND book a call.

e Plain Text: Avoid heavy images, logos, or HTML designs for cold outreach. A

plain text email looks like it came from a friend.

e Personalize: Use their First Name. Use their Company Name. Make it clear this

isn't a blast.

9. THE "DO NOT SAY" LIST (SPAM TRIGGER WORDS)

Spam filters scan your email for "Commercial Intent" words. If you use too many of

these, you go straight to the Junk folder.

AVOID THESE WORDS & PHRASES:

Category

Trigger Words (DO NOT USE)

Better Alternatives

Money / Price

$$9, Free, Discount, Cash, Lowest
Price, Save Money, 100% Free,
Refund

Affordable, Budget-friendly, Value,
Complimentary, Investment

Urgency Act Now, Don't Hesitate, Urgent, Available until [Date], Quick
Limited Time, Deadline, Do it today question, When you have a moment
Guarantees Guarantee, Risk-Free, 100% We stand behind our work, Proven
Satisfied, Promise, No strings track record, reliable
attached
Marketing Amazing, Miracle, #1, The Best, Effective, Helpful, [First Name],
Hype Click Here, Dear Friend, Winner Solution

Formatting Sins to Avoid:

e USING ALL CAPS IN SUBJECT LINES.
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e Multiple exclamation points!!!!
e Red font color.

e Using bit.ly or public link shorteners.

10. THE TECHNICAL SETUP (FROM NAMES & SUBJECTS)

When setting up your broadcast:

e From Name: Use a person, not a company.
o Bad: "Your Business Sales Team"
o Good: "John Doe" or "John at Your Business"
e Sender Email: Always use your authenticated domain. Never use @gmail.com
or @yahoo.com.
e Subject Line: Keep it boring. Boring gets opens.
o Bad:"HUGE DISCOUNT INSIDE OPEN NOw!!!"
o Good: "Question about [Company Name]" or "Logistics partner?"

PART V: THE LAUNCH (SENDING CAMPAIGNS)
11. CREATING A BROADCAST: FULL WALKTHROUGH

Ready to send? Follow this exact path.

1. Navigate: Click MESSAGES > Broadcasts.
2. Create: Click the green "Create Broadcast" button.
3. Details Screen:
o Broadcast Name: Internal use only.
o From Name: (See Chapter 10).
o Subject: Enter your subject line. Use the "Personalize" dropdown to insert
{FIRST_NAME}.
4. Design: Click "Design Your Email”.
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o You will see a template gallery (e.g., "Finance Webinar", "Back to
School").

o Recommendation: For cold email, choose "Start from Scratch" or a Simple
Text template.

5. Recipients: Choose the Contact List you verified in Part Ill.

12. SCHEDULING & THROTTLING
e Immediate vs. Scheduled: We recommend scheduling emails for Tuesday,
Wednesday, or Thursday between 10 AM and 2 PM (Recipient's Time).
e Smart Send: If your list is large (5,000+), enable "Smart Send" if available. This
drips the emails out over several hours so you don't spike the server.
e The Safety Check: Before hitting send, ask yourself: Did I verify this list? Is the

subject line spammy?

PART VI: THE ARMOR (SECURITY)
13. DMARC 360™: YOUR IDENTITY PROTECTION

Your Inboxr Pro account includes managed security. This is not just a setting; it is an

active defense system.
What is it?

DMARC (Domain-based Message Authentication, Reporting, and Conformance) stops

hackers from stealing your identity.

e Anti-Spoofing: We set your policy to p=quarantine or p=reject. This means if a
hacker tries to send a fake invoice from your domain, Gmail will instantly block it.
e Weekly Reports: Our team monitors forensic reports to ensure no one else is

using your domain without permission.
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14. BIMI: THE BLUE CHECKMARK (Upcharge)

BIMI (Brand Indicators for Message ldentification) allows your Company Logo to

appear next to your email in the customer's inbox (specifically on Apple Mail and Gmail).

e The Benefit: It builds instant trust. Emails with BIMI have a ~20% higher open
rate.
e How to get it: Your DMARC must be enforced (which we handle) and you must

have a trademarked logo. Ask our support team to help you enable this.

PART VII: EXPANDED GLOSSARY &
REFERENCE

"Speak the Language of the Inbox."
A

e A Record: A type of DNS record that points your domain name to a specific IP
address. Think of it as the GPS coordinates for your website.

e API (Application Programming Interface): A bridge that allows two different
software programs to talk to each other. For example, using an API to send leads

from your CRM directly into your Inboxr Pro contact list.

e BIMI (Brand Indicators for Message Identification): The technology that
allows your company logo to appear next to your subject line in the customer's
mobile inbox. It requires DMARC enforcement.

e Blacklist (RBL): A global "No Fly List" maintained by security companies (like

Spamhaus or Spamcop). If your IP is on this list, ISPs will block your emails.
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e Bounce Rate: The percentage of emails that failed to deliver.

o Inboxr Rule: Must stay below 3%.

e Can-SPAM Act: The US law governing commercial email. Key rules: You must
have a physical address in the footer, and you must honor unsubscribe requests
promptly.

e Cold Email: Sending a message to a prospect who does not know you yet, with
the intent of starting a business conversation. Distinct from "Marketing Email”
(newsletters).

e CTR (Click-Through Rate): The percentage of people who clicked a link in your
email. A healthy Cold Email CTR is 1-3%.

e Dedicated IP: An IP address used exclusively by YOU. Unlike "Shared IPs"
(used by Mailchimp/Klaviyo), your reputation is not affected by other users. You
are the captain of the ship.

e DKIM (DomainKeys Identified Mail): A digital "wax seal" or signature attached
to your email. It proves the email hasn't been tampered with during transit.

e DMARC: The security policy that tells Gmail/Outlook what to do if an email fails
authentication. It protects your brand from hackers.

e DNS (Domain Name System): The phonebook of the internet. It controls your
TXT, MX, and A records.

e ESP (Email Service Provider): The "Dashboard" or frontend interface where
you manage lists and design emails.
o Context: Inboxr Pro (The Dashboard) acts as your ESP.
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e Engagement: Actions taken by the recipient (Open, Reply, Click, Mark as

Important). High engagement improves your reputation.

e Greylisting: A spam filtering technique where the receiving server temporarily
rejects an email (says "come back in 5 minutes") to test if the sender is a real
server or a spam bot. Real servers (like Inboxr Pro) will automatically retry; spam

bots usually give up.

e Hard Bounce: A permanent delivery failure. The email address does not exist, or
the domain has been shut down. These must be removed immediately.

e Honey Pot: A specific type of Spam Trap. It is an email address created by
security companies and left on public websites (hidden in the code) to catch bots
that scrape the web for emails. If you hit a Honey Pot, you are definitely using a

scraped list.

e |IP Address: The numerical address (e.g., 142 .93 . xxx . xxx) that identifies your
sending server. This is your "License Plate."
e ISP (Internet Service Provider): The company providing the inbox to your

customer (e.g., Gmail, Outlook, Yahoo, Comcast, Verizon).

e Merge Tag (Personalization Tag): A placeholder code that automatically inserts
data.
o Example: Hi {FIRST_NAME} becomes "Hi John."
e MTA (Mail Transfer Agent): The "Engine" or backend software that actually

routes the email through the internet.
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o Context: Velocity is the MTA that powers Inboxr Pro.
e MX Record (Mail Exchange): A DNS record that tells the world which server

accepts incoming email for your domain.

e Open Rate: The percentage of recipients who opened your email.
o Note: Due to Apple's privacy updates, Open Rates are less accurate than

they used to be. Focus on Reply Rates and Click Rates.

e Phishing: A cybercrime where a hacker pretends to be a legitimate company to
steal passwords or credit card numbers.

e PTR Record (Reverse DNS): A record that allows ISPs to look up your IP
address and see the domain name attached to it. It is the opposite of an A

Record. Crucial for deliverability.

e Reply Rate: The gold standard metric for cold email. It measures how many
people responded to your message.
e Reputation Score: A hidden score (0—100) assigned to your Domain and IP by

Google/Microsoft. High score = Inbox. Low score = Spam folder.

e Segmentation: Breaking your email list into smaller groups based on behavior or
demographics (e.g., "People who clicked the link").

e SMTP (Simple Mail Transfer Protocol): The universal language servers use to
send email.

e Soft Bounce: A temporary delivery failure. The mailbox might be full, or the

server might be down. The system will retry automatically.
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e Spam Trap: A fake email address secretly operated by an ISP. It accepts mail
but reports the sender as a spammer.

e SPF (Sender Policy Framework): A DNS record that acts as a "Guest List,"
specifying which IP addresses are authorized to send email for your domain.

e Spintax (Spin Syntax): A coding format used to create variations of sentences
to make emails look unique.

o Example: {Hi|Hello|Hey}. The system will randomly pick one for each
email.
e Spoofing: When a hacker forges the "From" address to make an email look like

it came from you. DMARC prevents this.

e Throttling: Intentionally slowing down the speed of email sending to avoid
triggering spam filters.
o Context: The Inboxr Warmup Shield manages this automatically.
e Transactional Email: An automated, one-to-one email triggered by a user action
(e.g., Password Reset, Receipt, Shipping Notification). These have very high
delivery rates.

e Unsubscribe Rate: The percentage of people who opted out of your list.
o Healthy: < 0.5%.

o Warning: If this is high, your content is not relevant to your audience.

e Warmup: The process of gradually increasing sending volume on a new IP
address to build a positive reputation.
e Whitelist: A list of approved senders. If a user adds you to their "Contacts" or

marks you as "Not Spam," you are Whitelisted for that user.
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16. SUPPORT & ESCALATION

e General Help: support@inboxrpro.com

e Deliverability Emergencies: security@inboxrpro.com

Inboxr Pro. Infrastructure. Data. Security. One Solution.
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