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Contact Modifications 
 

This document is intended to provide step-by-step instructions for modifying WHOIS contacts in 
CSCDomainManager℠. 

 

1. Manage Domains and Create Reports 

• To manage domains in the portfolio or create specialized portfolio reports, simply navigate to 
MANAGE option and click ‘Domains’. t select the domain(s) by hovering over “Domains,” then 
“Portfolio Search,” and select “Domains.” 

 

 

• This will bring you to the domain portfolio page. Click on the ‘Search’ button with magnifier 
to go to the portfolio search screen. 
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• The first screen will be the basic search screen. It is important to leave the default checked 
for “Domains Under CSC Management” when performing domain modifications. CSC cannot 
modify a domain that is not under our management or is currently being modified. Placing a 
check in “Search across all accounts” will return results of all managed domains within the 
hierarchy. 

  

  
• If you are searching for a specific list of domain names, paste in the list of domains (or use 

other search options). Click “Search.” 

 

• Domains not under CSC management will not be returned in the normal search, but will 
appear under the “Not Found” view: 
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• Accessible domains will appear in the list below, where you may select domains to modify. 

Click anywhere in the row of the domain(s) you want to select; they will turn blue to indicate 
selected. To select a batch, click the first domain you want to select, hold down the shift key 
and click the last name in the batch. To select multiple single rows, hold down the control key 
and click each row individually. 

 
 
 
 
 
 
 
 
 
 
 
 

• Once all are selected, click on the drop-down menu in the upper left of the screen and select 
the appropriate modification type. Click “Apply.” 
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2. Generic Top-Level Domains (gTLDs) and Internet Corporation for 
Assigned Names and Numbers (ICANN)-Managed Modifications 

 

• In the “Portfolio Actions” drop-down menu, select “Modify Contacts.” 
 

• The screen that appears next comprises two sections—“View Contacts”, and “Contact 
Selection”. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

• 1. View Contacts Section 
o The View Contacts section will allow you to view the current details on the domain. 

Click “View Current Details” to see the information. 

1 

2 



CSCDomainManager User Guide 

6/1/2018 11:24:00 AMRevised: 8/2/2019 6 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• 2. Contact Selection Section 
o In the Contact Selection section, you can only change the registrant email and contact 

name. Select the correct contact from the “Registrant/Owner” drop-down list only 
(leave the administration and technology contacts as “No Change”), click “Continue.” 

 

 
 

• To change domain management to multiple different owners, choose “Select by Domain.” 
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• If you need to change to multiple different owners, you may do so by selecting Select by 
Domain. 

 

 
 

• If you accidentally select a contact that has the exact same profile information as the current 
one, you will receive an error: 

 

  
 

•  If the domain name cannot be modified, it will be listed under the “Not Possible” tab, and list 
the reason that you are unable to modify it. 
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Once you have all of the domain names you wish to modify selected, click “Continue” in the lower right 
corner. 
 

• The “Custom Fields” section will appear with pre-populated information. You may update 
the custom fields on this page. You may need to fill this in if you have created a new custom 
field that is now mandatory, but was not at the original time of registration/transfer-in. 
 

 
 

• The last page contains “Confirm Order” information. There are four sections to note: status 
updates, 60-day lock, authorization details, and submit as a request. 
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• 1. Status Updates (Optional) 
o Select “If you would like to receive status updates for this order, please click here” if 

you would like an email when the status of the order changes. 
 

• 2. 60-Day Lock (Optional; this is the opt-out section) 
o NO: The default is “no,” which means the domain will be prohibited from being 

transferred to another registrar for 60 days after the modification is complete. 
o YES: You may select “yes” by clicking inside the box, and should do so if you are 

planning to transfer to another registrar within 60 days. 
 

 

 
• 3. Authorization Details (Optional) 

o NO: The default is “no,” which results in an email being sent to the current registrant 
email to approve. 

o YES: If you select “yes” and a Letter of Authorization (LOA) is on file, no additional 
confirmation is needed. If there is no specific LOA, an email will be sent to the 
registrant for them to approve. 

 

 
• 4. Submit as Request (Optional) 

o Check the “Approver Required” box if the order must be approved by a third party. 
Any person with approver permissions assigned to that business unit can approve 
the order. 
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3. Country Code Top-Level Domains (ccTLD) and Rules Restricted 

Modifications 
• The order flow for ccTLDs is exactly the same as for gTLDs, with the exception of the 

“Contact Selection” screen and the “Confirm Order” screen. Three important points will be 
highlighted here: 

 
o View Contact 
o Rules 
o Confirm Order 
o View Contacts 
o Unless you are updating the same extensions, you will see each domain has its own 

“View Contact” link that will show the current registrant in our system. 
o Additionally, when you select a new registrant contact, a red information notification 

will appear. If you hover over the information bubble, it will tell you whether 
additional rules will apply. 

 

 
 

o If you do not see the information bubble when changing the registrant contact, it 
means the contact you have selected is no different from the current contact. If you 
attempt to continue, and no other contacts were modified, you will receive an error. 
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• Rules 
o Domains with rules that must be satisfied will have them listed with the information 

that must be completed before you can submit the order. Now the rules and contact 
selection are on the same page. 

 
o If there are any rules surrounding the contact choice, modifying a contact may 

generate a new rule to appear. 
 

E.g., Rules for .hk without an ownership change: 
 

 
 

E.g., Rules for .hk with an ownership change: 
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• For rules with location restrictions (e.g., a contact must be local), when you select the 
contact, all contacts available in the business unit will be displayed in the drop-down menu: 

 
 

 
• If the answer to the rule renders your initial contact selection invalid, the system will clear 

the initial selection and display a blue caution sign next to the contact field: 

 
o In the above example, the French contact was selected as the new registrant. 

However, because the registrant contact was chosen to serve as local presence, the 
system determined the French contact would not satisfy the rule. 
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Please note: This feature only works on location-based rules and will not function with 
role/name distinction (i.e., contact must be a person’s name and not a role). 

 
o When you select the rule first: 

• Only contacts available in the business unit which fulfill any location 
requirements will be present. If none are available, but CSC offers local 
presence for that extension, “Local Agent” will automatically be selected. 

 

• Confirm Order 
o There is no option to opt out of the lock or advise order authorization details. 

 
4. Multiple Restriction Types Modifications 

• Contact Selection 
o The list is broken out into two tabs by “Unrestricted” and “Restricted.” You must 

complete both tabs before you click “Continue.” If you do not, you will receive a 
system error message. 
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• Unrestricted 
o The domains that do not require rules responses will be grouped together under the 

“Unrestricted” tab, along with any of the ICANN gTLDs you have included. 
o You can view the current details listed on the domain by clicking the link in the blue 

box. 
o When you have made your selection, click the second tab to place details for the 

restricted extensions. 
 
 
 
 
 
 
 
 
 
 
 

• Restricted 
o Carefully read the rules and restrictions and select your contact. 
o Remember to hover over the information button to get additional information about 

ownership changes for this extension, and answer the additional questions as listed 
below the contact selection. 
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• Confirm Order 
o There will be “60-day Transfer Lock” and “Authorization Details” links in the top 

right if any of your domains are ICANN gTLDs. If there is no option to opt out of the 
lock or advise order authorization details, then you have no ICANN gTLDs. 

 
 
 
 
 
 
 
 
 
5. Modify True Owner 

 
• After you have searched for your domain(s) through the portfolio and selected them for edit, 

choose “Modify Contacts” from the drop-down and click “Apply.” 
 
 

 
 

• Select Contacts 
o The list is broken out into two tabs by “Unrestricted” and “Restricted.” 
o In addition to selecting the contact, you may need to update the requested 

information in the rules, depending on the extension. In most cases, you follow the 
same procedure as you would during a registration, and fill in CSC’s information. 

o You will notice the “Masking” box is checked and there is now a mask icon to the 
right of each information file, indicating the domain is currently under CSC masking 
service. 
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o You can view the current true owner by clicking on “View Current Details.” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

o You will then notice that you have the ability to change the “Registrant/Owner” and 
“Technical” from the drop-down. “Admin” will be shaded in gray to indicate that you 
cannot modify that contact because of masking in use. 
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o Select the new true owner from the registrant drop-down, but leave masking 
checked, and click “Continue” to proceed. This will indicate to the system that you 
wish to request a change to update the owner on the backend, but leave the domain 
masked at the registry. 

 

 
• Custom Fields 

o The previous custom fields are auto-populated on the next screen. However, you may 
change them by clicking “Continue” to proceed. 

 
 
 
 
 
 
 
 
 
 
 
 

• Confirm Order 
o This will summarize the changes you made to the domain names. 
o If you only updated the true owner of the domain and kept masking, we do not ask 

about opting out of the 60-day lock or authorization details because we are only 
updating the owner for ICANN’s records and no changes are being made at the 
registry level. 

o However, because it is an ownership change, we will send the authorization email for 
approval. 
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6. Contacts and DNS Modifications 
 

• Select “Modify Contacts and DNS” from the “Portfolio Actions” drop-down. 
 

 
• DNS and Contact Modification 

o When requesting a DNS change while changing contacts, the DNS sections follow the 
contacts and rules page. The screens are as follows: 

 
• Select “Contacts and Rules” 
• Select “DNS” 
• Select “Manage Zones” 
• Configuration set-up next (only for third party to CSC DNS) 
• Sign off (only for third party to CSC DNS) 
• Choose “Custom Fields” 
• And last, “Confirm Order with Extra DNS” 
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• CSC DNS: Third Party to Third Party 
o When moving from CSC DNS or third-party DNS to third-party DNS, you will be asked 

to make the following changes: 
 

• To select DNS: 
 
 
 
 
 

• To manage zones, confirm the domain is configured (use registry zone check 
if required): 

 
 
 
 
 

• To confirm order, and that the client has signed off on the DNS change: 

 
 

• Third Party to CSC DNS 
o When moving from third-party DNS to CSC DNS, you will be asked to make the 

following changes: 
 

• To select DNS: 
 
 
 
 
 
 

• Manage Zones: 
• Step 1: Set up zone by clicking “Edit” under the action section. 
• Step 2: Confirm that the client has signed off on your zone set-up. 
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• Confirm Order: 
• Step 1: Confirm that the client has signed off on the DNS change. 
• Step 2: Confirm that the DNS subscription will match domain renewal. 

 
 
 
 
7. Ownership Change Authorization Approvals 

 
• In the event of an ownership change or a change to the true owner (if the domain is masked), 

CSC must obtain authorization from both the current and new registrant contacts to proceed 
with the change, per ICANN policy. 

o Emails are sent to the registrant or administration contact providing them with a 
web link to approve or reject the request. 

o Contacts have 60 days to complete this before the link expires. 

 

• If either the current or new registrant contact rejects the change, or if the link times out, the 
order will not continue. Your client service partner will be in contact to get clarification and 
re-initiate the email if necessary. 
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