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Ordering: DNS Zone Management  
  
 
 
This document is intended to provide step-by-step instructions to update DNS zone records 
for single domains as well as for multiple domains in the bulk mode. 
  

1. Selecting domains to manage domain name system (DNS) zones  
Start by accessing CSCDomainManager and identify the domain names you want to modify, use one 
of the options below. 

 
 Option one: input the domain(s) you want to change in the “Search” field.  

 

 
 Check the box next to the domain name, then click “MANAGE DNS.” 

 

 
 
 

 Option two: use the “DNS” option under “MANAGE” to navigate directly to the DNS zone record 
page. If you haven’t chosen a specific domain, by default the system will load the top 10 most 
frequently edited zones in the last six months.  
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      2. Managing DNS zone records  
This next screen shows you which zones can be managed and the actions you can take. 
 

 
  

 Important: You can only manage the DNS zones for domains using CSC’s Basic name  
               servers via this interface. If using third-party name servers, you may see an error  
               such as, “Some zones could not be found.” 
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 If you don’t have any records for a given section, you may also see the same message. 
 
 

 

3. Editing an existing DNS zone record  
To edit any information associated with a zone, input the domain name(s) in the “Search by zone 
name” field separated by a comma or a domain list, then click on the magnifying glass. 

 
You may also choose to filter by record types, zone status levels, or by specific values. 
 
If there are zones available that match the criteria, they will appear in the middle of the screen. 
 

 
Once you have placed the domains you want to edit in the search box and applied filters, if there are 
domains that match the criteria, they will appear as below. 

 
 You can view the domain, its status, and additional records by clicking “View all records.” 
 
 Under the “Actions” header, you may edit or delete a record. 
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4. Adding a record  
If you want to add a new record, click the plus (+) sign on the top right.  

 

 
 

 A new section will open up where you can add your new record. 
 

 “Comments” and “Change ID” are both optional fields. The details you’ll add into these fields 
will pertain to the individual record you’re adding or updating and can be viewed later in the 
zone history. “Comments” can be details or a date; “Change ID” can be for tracking an internal 
change number or a ticket number as required by your company. 
 

 Remember to click “PUBLISH” if you want to publish the records right away, and “SAVE & 
CONTINUE” if you want to publish a few records together at the end of your current session. If 
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you don’t want to add a record, click “CANCEL.” 
 

 Once you publish a record, the domain is locked for a short while.    
 

 
 
 
 

5. Adding “A” records  
  
 The “Address (A) Record” provides the host name-to-IP address mapping for the zone. The 

best practice is to copy and paste it and not type the details. This will reduce the chance of 
typos.  
 

 Add the “KEY” and “VALUE,” and you may choose to update the comments as required. Use 
the “Change ID” field to track an internal change number or ticket number as required by 
your company.  
 

 Once done, click “Publish.” 
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   6. Adding “CNAME” records   
 When adding a “CNAME,” remember this must be a unique name. You cannot have two 

identical CNAMEs.  
 Do not direct the root (@) by way of a CNAME. This will cause a loop and the site will go 

down.  
 When adding the value to the CNAME, always remember your trailing dot “.” Once done, click 

“Publish.” 
 Under the record type, choose “CNAME” from the drop down list and add in the details. Once 

done, click “Publish.” 
 

  
 
 
If there are any errors, the system will prompt you with a message as follows: 
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7. Adding “MX” records  
 Before adding an MX record, confirm that you have received a priority. You will be unable to 

create an MX Record without one.  
 You can have several MX records for a single domain name, and they are ranked by priority, 

with the lowest number being the highest priority.  
 When adding the value for the MX record, always remember your trailing dot “.”  
 Once done, click “Publish.”  

  

 
  
  

 

8. Adding “TXT” records  
  
 You may add your TXT or SPF record here. Once done, click “Publish.”  
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9. Adding or editing “SOA” records   
 

 The start of authority (SOA) record designates the start of a zone. Every zone must have a 
single SOA record, which indicates the name of the machine with master data (the primary 
name server). The record also contains the email address of the DNS administrator, which 
informs secondary name servers about the timing of zone transfers.  
   

 SOA min and max values:  
Refresh = between 600 and 4,294,967,295  
Retry = between 600 and 4,294,967,295  
Expire = between 604800 and 4,294,967,295 
TTL = between 600 and 4,294,967,295  

  

 
 
 

 You can update the details as required, then click “Publish.” 
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 10. Modifying single records    
 Choose the domains and record type that you want to edit using the search menu on the left. 

Once you’ve made your selection, look for the pencil icon under the “ACTIONS” header; this 
will allow you to make in-line edits. 
 

 
  
 

 You may now edit the records selected. 
 

 
 

  
 To make multiple changes and publish at the end of your current session, choose “SAVE & 

CONTINUE.”  
 This will show the old and the new records and show the number of records “AWAITING 

PUBLISH” on the top right corner. 
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11. Deleting records    
 Choose the domains and record type you want to delete using the search menu on the left. 

Once you’ve made your selection, look for the trash bin icon under the “ACTIONS” header; 
this will allow you to make in-line record deletions. 
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• Clicking on the trash bin icon, you’ll see a pop up asking for confirmation to delete the record. 

To delete, click “CONTINUE.” To reject deleting, click “CLOSE.” 
 

 
 

 If you click “CONTINUE,” the record will be published right away. 
 
 

 
 
 

12. Publishing DNS zone record changes for single domains   
 
 By clicking the “RECORDS AWAITING PUBLISH” button, you’ll publish all the records for which 

you had used the “SAVE AND CONTINUE” option previously. 
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 The next screen requires you to preview the changes you want to make. 
 

 See the records you’ve edited, added, or deleted separately—or view them all using the 
“VIEW ALL” default option. 
 

 View the previous record changes you’ve made as “OLD” and “NEW.” 
 

 Click the trash bin icon next to specific records if you don’t want to proceed with one or 
more record changes. 
 

 Click the “CANCEL” button to reject publishing the records on the preview screen. 
 

 Click “PUBLISH” if you’re happy with all the changes you want to make.  
 

 
Note: If you exit this screen without publishing your zones, your updates will not be saved for 
another session.  
 

 Once you click “PUBLISH,” you’ll see the following screen. Click “CONTINUE.”  
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 You’ll see the “Processing” status since these records are propagating. The zone will be 
locked for further edits to allow for replication. This is also indicated in the striped 
background.  

 

 
 
 If there are errors and the zones failed to publish, they’ll appear as below.  
 

 
 
 You cannot rework a zone that failed; you’ll need to delete them and add them afresh, making 

sure the errors listed under “Failure Details” are addressed. Or contact your CSC client service 
partner or service support team.  
 

 These records need not necessarily be ones that you have added; they could be records failed 
across the account that another user may have submitted. 
 

 You can delete the records by clicking the trash bin icon under “Actions.” 
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 A pop-up message as below will appear for each of the records you want to delete. Click
“CANCEL & REMOVE” to remove these records.

 The system will confirm the zone edit has successfully been removed.

13.  Bulk DNS zone record changes
• You can make 100 record changes at one time. If you need to make more than 100 changes at 

once, contact your support team or client service partner.

• Begin by choosing the domains to update by placing them in the search box and applying 
filters as required.

• Filter by a single record type across the domains or filter by a specific key or value in the 
domains. 
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 Activate bulk update mode by clicking the check box next to “Modify active zones listed below.”
Within that, the number of zones activated are shown. In the example below, it’s 39 zones.

 Exercise caution when updating zones in bulk; it would replicate across all selected zones.

 Once the box is checked, bulk edit options are presented as below to add, delete, or edit
records.
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14. Adding records in bulk
Click on “Add Records” to provide the following record options: 

 To add an A record, click “A” and you;ll be brought to the below screen to add a new A record
across all 39 domains.

 To publish right away, add the record details as required, then click “PREVIEW & PUBLISH.”
Choose “SAVE & CONTINUE” if you’d like to add a few more zones and publish at the end of
your session, and choose “CANCEL” if you don’t want to proceed.

15. Deleting records in bulk
 Once you’ve filtered for the domains and zones you want to delete, click “Delete Records.”

Please exercise caution, as the records chosen will be deleted.
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• The system will ask you to confirm the selected records for deletion. Once verified, click
“CONTINUE” to delete the zones or “CANCEL” if you don’t want to proceed.

This system pop-up will confirm how many changes have been applied. Click “CONTINUE.” 

After each change, the system will provide you the following options: 

 “YES I HAVE MORE RECORDS TO ADD” if you want to add records for the domains selected

 “NO MORE ADDITIONS, TAKE ME TO PREVIEW” to preview and publish your records

 “NO, BUT I WOULD LIKE TO STAY ON THIS PAGE” to make other changes such as adding or
editing records
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16. Editing records in bulk
 Once you’ve filtered for the domains and records you want to edit, click “Edit Records.”

 Similar to the add records screen, you’ll be presented with the screen below to edit
records as required. Ensure you have the correct domains or records selected, as the
update you make will replicate across all these domains.

 Once the details are filled in, choose “PREVIEW & PUBLISH” to publish the records right
away, or “SAVE & CONTINUE” to publish them at the end of your session. Choose
“CANCEL” if you do not want to proceed with the changes.
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 If you click “PREVIEW & PUBLISH” the below pop up will appear to let you know your
changes are in queue.

 Click “Continue” to proceed, which will give you a chance to preview before publishing.

17. Publishing DNS zone record changes for bulk domains
 At the end of your current session, click “RECORDS AWAITING PUBLISH” on the top right to

publish the records you saved before.

 The next screen shows the preview of the changes you want to make.

 See the records you have edited, added, or deleted separately, or view them all using
the default “View all” option.

 View the previous record and the changes you have made as “OLD” and “NEW.”

 Click the trash bin icon next to specific records you don’t want to go ahead with.

 Click “CANCEL” at the bottom if you don’t want to publish all the records on the
preview screen.

 Click “PUBLISH” if you’re happy with all the changes you want to make.
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Note: If you exit this screen without publishing your zones, your updates will not be saved for 
another session.  

 Clicking “PUBLISH” will show you the following screen. Click “CONTINUE.”

 Records will propagate and show as “Processing.” The zone will lock for further edits to
allow for replication, which is shown by the striped background.
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 You cannot rework a zone that failed; you’ll need to delete them and add them afresh,
making sure the errors listed under “Failure Details” are addressed. Or contact your CSC
client service partner or service support team.

If you have any questions, contact your client service partner or service support team. 


