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Practical guide for workspace creation, lead intake, inbox flow, and daily operations 

Purpose 

Guide new users through signup, lead intake, 

inbox, and daily Genesis workflow. 

Version 

Current workspace manual • April 2026 

Audience 

Owners, operators, and team members using 

Genesis OS. 

Prepared for 

DardaCode / Genesis OS users 

 

Sign up • Add Lead • Lead Pipeline • Inbox • Mailbox Sources • Billing • Settings 
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1. What Genesis OS is 

Genesis OS is a premium lead management and operational workspace built by DardaCode. It helps 

businesses capture leads, review inbox activity, filter weak or suspicious signals, and follow a clearer 

action path inside one workspace. 

Core workspace modules 

Lead Pipeline, Add Lead, Inbox, Mailbox Sources, Billing, Settings, and Team when enabled. 

 

• Lead Pipeline • Shield • Mission Brain • Action Center • Suggested Reply • Recommended Channel 

• Website lead intake and direct email intake can work together inside the same workspace. 

• Starter is the clean entry level; Pro and Agency extend workflow depth and team readiness. 

2. How users enter Genesis 

A typical user journey begins on the public Genesis OS page, then continues through plan selection, 

signup, and workspace login. 

 

Genesis OS pricing page with Starter, Pro, and Agency paths. 

3. Plan selection and signup 

Genesis supports three entry points: Starter, Pro, and Agency. Starter is the clean entry path. Pro and 

Agency continue to billing after the account is created. 

1. Open the Genesis OS pricing page and choose the plan that matches your workflow. 

2. Use Starter for a free entry path. Use Pro or Agency when you want to continue directly toward 

activation. 

3. Complete the signup form with business name, full name, email, and password. 

4. After account creation, Starter continues to onboarding. Pro and Agency continue into billing. 

Plan behavior 

Starter creates the workspace and continues into onboarding. Pro and Agency create the workspace first, 
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then continue to the billing step. 

 

4. Login and workspace access 

After signup, the owner can log into the admin workspace. This is the command center where daily lead 

operations are managed. 

 

Genesis login page and access entry into the admin workspace. 

• The login page is designed as a clean access point for owners and future team members. 

• From here, users can sign in or create a new workspace. 

5. Lead Pipeline and daily work 

The Lead Pipeline is the core workspace for reviewing leads, checking urgency, and deciding the next 

move. 
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Lead Pipeline with Shield, Mission Brain, and Action Center visible in the right panel. 

• Review score, status, follow-up timing, and quick action from the main table. 

• Open a lead to view Shield verdict, risk state, probability to close, recommended channel, and follow-

up plan. 

• Action Center is used to guide the next move: qualification, outreach, email, follow-up, or escalation. 

6. Manual lead creation 

Use Add Lead when a lead comes from a call, WhatsApp conversation, manual referral, showroom visit, 

or any source that does not arrive automatically through the website or inbox. 

5. Open Add Lead from the top navigation. 

6. Enter the contact name, email, phone, business context, and lead message. 

7. Save the lead so it appears inside the Lead Pipeline for review and follow-up. 

8. Use notes and follow-up date whenever the opportunity needs structured tracking. 

Website intake vs manual intake 

Website lead intake is for inquiries that arrive from the website contact flow. Add Lead is best for manual 

opportunities entered by the operator. 

 

7. Inbox and direct email intake 

Inbox is the email-to-lead intelligence layer. It gives visibility into incoming messages, triage status, and 

the option to review and convert a clean message into a lead. 
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Inbox view showing triage counts, inbox queue, and direct message review. 

• Inbox is used for direct email lead intake and early message review. 

• Messages can carry Shield and status labels such as clean, suspicious, or spam. 

• A clean message can be reviewed and converted into a lead when it deserves structured follow-up. 

• Inbox is especially useful for info@ and other mailbox-based business channels. 

8. Mailbox Sources 

Mailbox Sources lets the owner connect and organize inbox channels such as info@, billing@, or other 

business mailboxes. 
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Mailbox Source setup for email intake, source role, and fetch method. 

• Define the business mailbox address and display name. 

• Set the source role and provider so the mailbox is classified correctly. 

• Choose the fetch method and mark whether the mailbox is active, lead intake, system, or default. 

• Use mailbox notes so the owner knows what each inbox channel is used for. 

9. Billing, team, and settings 

Genesis keeps operational pages close together: Billing for plan control, Team for coordinated access 

when enabled, and Settings for workspace-level configuration. 

• Billing controls the plan path: Starter, Pro, and Agency. 

• Settings is the place for workspace-level adjustment and operational preferences. 

• Team is intended for coordinated access when the chosen plan enables multi-user workflow. 

• Owners should review these sections early so the workspace is operationally ready. 

10. Recommended first-day setup 

The checklist below is the fastest way to get a new Genesis workspace operational. 

Step What to do 

1 Choose your entry plan on the Genesis OS pricing page. 

2 Create the workspace and confirm owner email access. 

3 Log into Genesis and review the dashboard / lead pipeline. 

4 Create one manual test lead with Add Lead. 

5 Open Inbox and review triage labels such as clean, suspicious, 
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or spam. 

6 Create at least one mailbox source for direct email intake. 

7 
Review Billing and Settings so the workspace is ready for real 
use. 

 

11. Best practices 

• Use Add Lead for manual business opportunities that arrive outside the website form. 

• Use Inbox for direct email intake and early message review before conversion. 

• Review Shield, Mission Brain, and Action Center together; they are designed to support the same 

decision. 

• Use follow-up dates consistently so overdue and due soon signals stay meaningful. 

• When team access is enabled, keep owner control focused on workspace structure, plan, and source 

setup. 

Final note 

Genesis OS works best when plan choice, inbox setup, lead review, and follow-up discipline are treated as 

one operating flow. 

 


