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Searching and viewing the portfolio 
 

This document is intended to provide step-by-step instructions for CSCDomainManager general 
navigation. In particular, searching, viewing, and adjusting the settings of your portfolio view in 
CSCDomainManager. 

 

1. Home Page Information and Live Person Support 
 

• In the upper right of your screen, you will always see: 
o Your name 
o Account name and number 
o Feedback link 
o Chat icon 

 

 

A. Chat Support 
 

• If you require assistance, you can chat with a live person by clicking on the Chat icon in the 
upper-right of the screen. 

• If you click on the icon, the ‘Info’ pop-up window will appear. Click continue to proceed to 
pre-chat survey. 
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B. Menu Bar Options 

 
• Similar to the account information and Chat support, no matter what section of 

CSCDomainManager you are in, the menu bar options are always displayed. We will detail 
each of them and their individual options. 

 
• You may also access these actions from the home page through the applications. Please see 

the “CSCDomainManager Home Features” document for additional information on those 
applications. 

 
 
 

2. Searching the Portfolio 
 
 
A. Basic Search 

• There are two ways to access the portfolio view. The easiest way is through the DOMAIN 
MANAGER ACTIONS Domain Portfolio. 
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• You may also click on MANAGE and then ‘Domains’ to manage domains in the portfolio or 
create specialized portfolio reports. 

Please note: Once you’ve defined a few custom searches, you can use the right column 
hyperlinks to access any past saved searches. This is a good function for searches you know 
you’ll perform time and again. 

 

 
 

• Click on the ‘Search’ button to conduct specific searches.  
 

• After conducting a search, you can see the results and continue to search through the 
Manage Domains screen, where you can also revise your search or select domains to modify. 
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• To view information about a specific domain, double left-click on the View hyperlink for the 
domain. When you are finished viewing the information, click the Return to Domain Portfolio 
button. 

 
• On the left side of the basic search screen, you can either enter several domain names to search 

for, or you can filter by brand, expiration date, extension, business unit, user defined field or 
only active domains by clicking the check box. 
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• The results will show only the domain names within the portfolio that apply to your search 
filters. A pop-up box will appear to advise which domains from your pasted list are not 
within your portfolio. 
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B. Advanced Search 

• If you want to conduct a more detailed search, click GO TO ADVANCED SEARCH in the upper 
right corner of the screen. 

 
• Advanced search provides you many more filters. You can search by Brand, Custom Fields 

(Formerly user-defined fields), and Paid Until Date. 
 
 
 
 
 
 
 
 
 

• The below fields can be expanded or collapsed by clicking the topic line. The middle section 
allows you to filter by country, using the buttons to add or remove highlighted selections. 
Everything in the box on the right will be part of your search.
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•  The next section allows you to filter for domain names and status. The same process applies as 
above. The buttons in the middle allow you to add or remove selections to filter your search. 

 
 
 
 
 
 
 
 

• The next section allow you to filter by business units. The same process applies as above for 
search filtering. 

 
 
 
 
 
 
 

• This section allows you to filter by domain name system and name servers. 
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• The next section allows you to filter by domain name status and contacts. The same process 

applies. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

•  Once you have selected all the filters, click Search. Results will show only the domain names 
that apply to all of your search fields. Afterwards, you may export your results or reset your 
criteria. 

 
 
 
C. Smart Search 
 

• A new auto-complete search box in the top right corner searches your entire portfolio and 
gets you to where you want to go faster. 
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o In the search box, type your desired domain. As you type, top matching domains from 
your Portfolio will appear. 

o You can click on the blue underlined domain name to view that domain’s details. 
o You can also select one or more domains and choose a key action: Manage Zones, 

URL Forwarding, Modify Contact, and Modify DNS which will take you to the 
appropriate management screen. 

o To view all the matches in your portfolio, click the “View All” link. 
 
 
 
D. Portfolio Enhancements 
 

• Advanced searching and filtering lets you view and export your portfolio in the way that 
works best for you, and quickly execute single or bulk actions. 

 

o The “Domain Name” column stays on the screen, so you can view other columns 
without losing context. 

o Arrange columns by clicking and dragging the column header. 
o Resize columns by clicking and dragging either edge of the column header. 
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o Sort your view by clicking the 3 little points in the column header and click the “Sort 
Ascending” or “Sort Descending” options. 

o Filter your view by clicking the 3 little points in the column header, select “Filter” and 
enter your criteria to narrow your view. You can choose match, text, and combined 
criteria. To reset your filters, click the “Clear” button in the Filter window. 

o Lock your view by clicking the 3 little points in the column header and click the 
“Lock” options. This will lock the column in place along the right side of the table. 
Multiple locked columns will stack next to each other. To remove the lock, click the 
“Unlock” button in the menu area. 

o Select domains using single click for one domain, shift-click for a series of domains, 
or ctrl-click for individual domains on the screen. Choose your action from the 
dropdown menu at the top of the table. 

 
 

 
 
 
 
E. Improved Search 

 
• Reorganized basic and advanced searches are faster and more intuitive. 

 
o Enter your search criteria in the box to either search or export your desired domains. 
o You can also click the “Search” button to view all domains in your Portfolio. 
o Choose your search options to narrow your results. 
o You can save your searches for future re-use. 
o Click on “Go to advanced search” for more criteria 
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o Advanced searching is grouped into categories. You can expand the sections, or click 
the “Expand All” link to display all options. To always have the boxes open, you can 
check the Always Expand” box. 

 

 
o Once your advanced criteria are selected, you can click the “Export” or “Search” buttons to 

narrow your results. 
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F. Portfolio View Adjustments 

• Portfolio search results are sorted alphabetically by default. However, once within the 
portfolio search results, you can sort by any column by clicking on the header and selecting 
the arrow in the column to sort ascending or sort descending. In this example, we’ve sorted 
the domain name in reverse alphabetical order. You can sort any column either way to help 
you view the portfolio. 

 

 
• In addition to sorting, you can also reorganize the order in which the columns are displayed. 

To move a column, click the header to drag and drop the column where you would like it to 
be. 
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G. Portfolio View Templates 

• To create a new template, begin within the portfolio by clicking on the arrow in one of the 
headers. Hover over Columns and deselect any headers you do not wish to see. Columns will 
disappear from view as you uncheck them. 

 

o You can use the Lock/Unlock feature to lock columns in place as you scroll 
across the remaining headers. 

o While on the portfolio screen, you can also reorganize how columns are 
displayed by clicking the header to drag and drop the column where you 
would like it to be. 
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o To save this view as a template, click on Save as Template in the upper right 
corner. 
Please note: Any changes to the display will not be saved unless you save it as a template. 

 
o Enter a name for your template, and a brief description and click Save. 

 

 
 

 
o You will now see your new template in the search screen. 
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o To view the portfolio in a saved template view, click on the template name link. To 
make changes to a portfolio template, select it, update the items displayed, and then 
overwrite the template with the new version. To remove a template, right click the link 
from the basic search page and select Remove. 

 

 

 
o You will need to confirm the deletion by clicking OK. 
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• Selecting Combined Portfolio will allow you to navigate to the Search Combined Portfolio 
workflow. Selecting Social Media will allow you to navigate to the Search Social Media 
Portfolio workflow. 

 

• Selecting Trademark Clearinghouse will allow you to navigate to the Trademark 
Clearinghouse Portfolio. 

 

• By selecting ‘Other services’, the below menu will show. This menu will allow 
you to manage other services you have with CSC. 
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H. Registrations 

 
• By clicking on MANAGE, you will find ‘Domain registrations’. You can also type the domain 

names in the ‘Search domains for registration’ field on this page.  
 

 
 

• Domain registrations link take you to the Check Domain Availability screen. This will allow 
you to search for domains to register. 
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• Selecting Order Digital Certificates will take you to the Select Certificates page. This screen 
will allow you to order Digital Certificates. Simply select the digital certificates you want to 
order and select Continue. 

 
• Once you select Continue, you will be able to follow the digital certificate workflow to order 

your certificate. 

• Selecting TRADEMARK CLEARINGHOUSE will take you to the “Trademark Clearinghouse 

Filings” page. 
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• Selecting ‘Social Media’ will take you to the “Social Media” page. 
 

 


	1. Home Page Information and Live Person Support
	A. Chat Support
	B. Menu Bar Options
	2. Searching the Portfolio
	B. Advanced Search
	C. Smart Search
	D. Portfolio Enhancements
	E. Improved Search
	F. Portfolio View Adjustments
	G. Portfolio View Templates
	H. Registrations

