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Adding a Domain to Microsoft 365 Admin 
Step-by-Step Guide for Email and DNS Management in M365 

Overview 
This guide provides clear instructions for adding a customer’s domain to the Microsoft 
365 (M365) Admin portal, enabling you to set up mailboxes and manage DNS records 
entirely within M365. 

 

Step 1: Log In to the Client’s M365 Admin Account 
1. Go to the M365 Admin portal. 
2. Navigate to Admin > Settings > Domains. 
3. Click Add domain. 

 

 

Step 2: Add the Domain 
1. Enter the domain you wish to add. 
2. You’ll see three options to connect and verify the domain: 
3. TXT record: Easiest option, but check if your DNS provider supports it. Some, like 

Crazy Domains, may require premium DNS for TXT records. If unavailable, use 
the next option. 

4. MX record: Add the MX record to the current DNS. This is usually managed where 
the client bought the domain. 
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5. TXT records on website: Not recommended. Avoid this option, as it involves 
website access which you should not require or perform. 

 

Step 3: Verify the Domain 
1. After adding the DNS record, wait a few minutes for it to propagate (may take up 

to 30 minutes depending on provider). 
2. Click Verify in the portal. Once verified, the domain should show as healthy and 

ready in the Admin portal. 
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Step 4: Set Up Services 
1. Click Set up my service for me. This ensures that DNS is managed within the 

M365 Admin portal. 

 

 



 
 

Email us today at help@leadercloud.com.au 

2. Select all the online services (such as Exchange, Teams, etc.) you want to enable 
for the domain. 

 

 

Step 5: Update Name Servers 
1. Back up existing DNS records before making changes. If it’s a new domain, this 

step isn’t critical. 
2. Change the domain’s name servers to the ones provided by M365. 

 

3. Wait a few minutes for the changes to propagate, then click Verify again. 
4. Microsoft will automatically import all selected DNS records into M365 for you. 
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Completion 
Your customer’s domain is now fully set up in Microsoft 365, with mailboxes and DNS 
management handled directly in the Admin portal under the Domains section. 

 


