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. Gotothe M365 Admin portal.
2. Navigate to Admin > Settings > Domains.
3. Click Add domain.
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Step 2: Add the Domain

1. Enterthe domain you wish to add.

2. You’ll see three options to connect and verify the domain:

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

peacemn Verify you own your domain

Domain name

Domain verification Before we can set up tamworth-warehouses.com.au, we need you to sign in to your domain host and verify that you own the domain. Learn how to find your domain
host

Connect domain
(O Add a TXT record to the domain's DNS records

Finish

Recommended if you can create new DNS records at your registrar or DNS hosting provider. Leam more about DNS

(®) If you can't add a TXT record, add an MX record to the domain's DNS records

Recommended only if TXT records aren't supported by your domain host or registar.

(O Add a text file to the domain's website

Recommended if you've already set up a website using this domain, for example, www.tamworth-warehouses.com.au
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Step 3: Verify the Domain

After adding the DNS record, wait a few minutes for it to propagate (may take up
to 30 minutes depending on provider).

Click Verify in the portal. Once verified, the domain should show as healthy and
ready in the Admin portal.
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Add a record to verify ownership

Domain name

Verify your domain We detected your DNS hosting provider is: Crazy Domains &

Go to your domain's registrar or DNS hosting provider, go to DNS management page for tamworth-warehouses.com.au, and add a MX
record that uses the values below. When finished. come back here and select Verify and we'll confirm you own the domain by finding

Connect domain the new record.
This record's Priority must be the highest priority value of all existing MX records for the domain. Otherwise, it can interfere with
Firh sending and receiving email. You should delete this record as soon as domain verification is complete.
i

Step-by-step instructions

Host Name

D @ (or skip if not supported by provider)

Points to address or value

D ms12523958.msv1.invalid

Priority

D) 32767 (or any large value not used already)

TTL
[ 3600 (or your provider default)
Learn how to add an MX record
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-+ Add domain

Domain name T

bigpropertyinvest.com.au (Default)

bigpropertyinvest.onmicrosoft.com

carcollections.com.au

duplexes.com.au

tamworth-warehouses.com.au
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toowoomba-warehouses.com.au

1. Click Set up my service for me. This ensures that DNS is managed within the

M365 Admin p
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Step 4: Set Up Services

ortal.
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O Finish

Microsoft 365 admin center
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Connection options.

How do you want to connect your domain?
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Connect your domain to your Microsoft services so you can use email and instant messaging. There are a couple of options to consider, depending on how you'd like to manage domain name service (DNS)

records for your domain tamworth-warehouses.com.au.

Learn more about DN records

(O Add your own DNS records
If you have a complex DNS record structure, choose this option. Next, we'll provide a list of DNS records that you'll need to add for your domain at your DNS host.

Set up my online services for me
Update your domain's name servers to point to Microsoft and Microsoft 365 will add the rest of DNS records and set up your online services

(O skip and do this later (not recommended)
Your Microsoft services won't be connected to this domain. When you are read, go to the Damains page to finish setting it up

Add the records for your website

Close

Before you update your name server DN records, we need to capture your website's records so Microsoft knows how to route traffic. Add them now to keep your website running while your domain name

servers are changed. f you don't have a website or other web services, just click Continue.

RARE Go to your DNS hosting provider to find the current website records. We detected your DNS hosting provider is: Crazy Domains, &

Import DNS records

Use Import DNS records button and Microsoft 365 wil query your site’s existing DNS records and automatically import them, so that you don't have to enter them manually.

We may not discover every existing record, so you can manually add the ones we were not able to find.
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2. Selectall the online services (such as Exchange, Teams, etc.) you want to enable

for the domain.

Microsoft 365 admin center P search

Domains > Manage DNS

@ Connect domain

| Choose your online services

~ Connection options

® Service selection

O Finish
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Email, contacts, and scheduling are all provided by Exchange. Set up this service to enable al the functionality of Outiook and other email clients. Exchange services need 3 records to work right: an MX
record tells where to deliver email messages, a TXT to prevent someone from spoofing your domain to send spam, and a CNAME record for client-side Autodiscover, helping mail clients connect users

to their respective mailboxes.

Don't add these DNS records if:

* You need custom DNS routing for your email for example, to route traffic through an external spam filtering service

* You'e already using Exchange on-premises as well as Exchange Online (also called a hybrid deployment)
If this applies, you will need to clear the Exchange and Exchange Online Protection selection and set up your own custom DNS records to route email through Microsoft 365 later.

Important: Before adding these DNS records, make sure you've already set up tamworth-warehouses.com.au email addresses in Microsoft 365 for all existing users who still need one, or they won't be

able to send and receive email.
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CNAME  autodiscover

Advanced options

Step 5: Update Name Servers

1. Back up existing DNS records before making changes. If it’s a new domain, this

stepisn’t critical.

2. Change the domain’s name servers to the ones provided by M365.

icrosoft 365 admin center

Point to address or value
0 tamworthwarehouses-com-au02b:mailprotects
v=spft includesspfprotection.outiookcom -3l

autodiscoveroutiook.com

Domains > Manage DNS

@ Connect domain

O Finish

Before making this change, make sure you've already set up tamworth-warehouses.com.au email addresses in Microsoft 365 for all users who need one, o they won't be able to send and receive email.

Step-by-step instructions:

Update your name servers

m
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1.To edit name servers for tamworth-warehouses.com.au. go to your DNS hosting provider: Crazy Domains. &

In this step you'll select the services to be used with your domain tamworth-warehouses.com.au, like email and instant messaging, and we'll configure a DNS zone on Microsoft 365 servers with the
necessary DNS records. We'll instruct you later in the wizard to change the NS records for your domain to point to this zone.

Edit your domain's name server (NS) records to make Microsoft 365 the DNS hosting provider for tamworth-warehouses.com.au. This allows us to connect your Microsoft 365 services and manage their DNS.

2. Find the page where you can add name server (NS) records or edit and customize name servers for contoso.com. It might be located in DNS record management.

3. Create new records, or edit the existing values, to match the records shown here. If your DNS provider doesn't aflow setting all the name servers shown below, you'll need to set at least 2 of them.

4. Save your name server record changes then return here to continue through setup.

L Download CSV file L Download Zone file

NS Records (4)

View instructions for

Record HostName.
Expected De
Expected he
Exected Ne

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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Domains

+ Add domain ¥r Setasdefault €52 Manage DNS & Check health

Domain name |

bigpropertyinvest.com.au (Default)

bigpropertyinvest.onmicrosoft.com

carcollections.com.au

duplexes.com.au

tamworth-warehouses.com.au
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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.
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