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Creating Accounts

User Registration

In order to have a domain name in the system, you need a domain registration
account. The contact information for an account is the WholS information for the
domain names owned by that account.

Users (including resellers) that do not have an account can create one at:
http://dmt.aitdomains.com/domainregistration/reguser.jsp

[7) Domain Name Registration ...

<« C' | & htips://dmt.gitdomanns.com/domairegstrationjreguser.jsp w - Q4
4 AL 1. | [ IS ‘
O [, WORIRCER : ) Toll Free: (800) 878-4084 MRNP4

Domain Registration - Point, Click, $ave. wwww, [Enter Domain Nome |
Login Help

Local: (9101 321-1300

—New User Registration

~Loyin Credentials -

Username: : (6 - 25 chavacters)
Passwoed [ | (7-15cheracters)
Y E—

* Please salect 3 quaslion and enter your answer to that question to use
 your passward Is forgotten.

Password Questin: [What s your favorlte pets name? v

—Organization Contact
] E——

HName(First, M, Last X

Acdress: [ | 2ptisuze [ ]

Cay, Stote  Zig | ] I |

courery. [UNITED SYATES v
e —
B e —
N —

Eiting, admin, and technical cortact nfonnation & the same

‘ ] Newsletter Options
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Creating an Account for a Customer
Before you are able to register domain names for customers, you must become a
Domain Reseller. There are two ways to create an account for a customer.

From Your Domain Reseller Login Page

1. Go to your login page by typing in the host name that you specified in your
Domain Reseller application. It will be something like
“desiredhostname.nameservices.net” (desiredhostname is determined by
you). Click on the “Register” option to go to the user registration page.

2. Enter the desired information for the account. If you have the same
contact information for billing, administrative and technical purposes, click
the button that says “Billing, admin, and technical contact information is
the same.” Indicate if you "would you like to receive product updates and
other company information," receive HTML or text emails, and if you want
your contact information available to others (this is not referring to Whols,
which is required). If you have read and are in agreement with the service
agreement(s), press "Submit."

NOTE: The user name must be unique. The challenge question will be used
for authentication purposes as well as to log into the account if you have
forgotten the password. The organization contact is the registrant.

3. Verify the information for the account and press “Submit.” You will be
informed when the account has been successfully created and an email will
be sent to the organization contact that was entered to register initially.

From Within Your Domain Reseller Account
1. Go through the steps of registering a domain name for your customer from
your account at the base rate (Il a).

Domain Reseller Account Application

In order to apply for a Domain Reseller account (to resell domain names), you
must have domain registration account. If you already have an account, simply go
to:

http://dmt.aitdomains.com/domainregistration/vrsignup.jsp
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[7) Domain Name Registration ..,

< C & htips://dmt.aitdomars.com;dor

1. Specify the rates you would like to resell the domain services as. Then provide

stration/rsignup.jsp & = a
AIT ‘nnmya]in s Local: (910 321-1300 E}
. i> \ - | .
S_E‘/ ‘4'\0 e ‘ = —l-——:} TollFree: [800) 878-1084 MNr=s

Domain Registration - Point, Click, $ave. i

Login Register Help

New to AIT Domains? Click here.

[ Virtual Registrar Registration

r—Rate Information

* Enter the prices you would jike to charge for each e of servize. i you would like o disable Back Qrdering or Monitoring, ancheck the
‘ checkbax heside their heading. ** Rates mey nat drap below the AITDomaIns defined minimum valies as Shown i the Haxes belas.

com net org Info us biz
Our Price 678 483 10,00 10.00 952 9.52
IcANN &
REG 067 0.67 018 048 018 018
Surcharge
My Retall My Cost  MyRetall My Ceat My Retall My Cost My Retall My Coat My Retall My Cost My Retail My Cost
Registration

—Payment Information

* Credits ov debits to your account will be rade only per the anline Virtual Registrar service agreement

flambar — :
lumber (3-cigit urber appears n the lower le# corner of your checks)
ﬁﬁ?.?.i';‘,‘ I:l (sek of rumbers folowing the routing number - do not inchide check nuarber)

Routing o, Accourt 8 heck
IR EER] ik
[ oO123L56 M Q8965L320 0101

TRANSIT SYMBOL

=Email iformation =

* Enter the 8malt 2ddress that your CLEIOMers can reach you 91 3nd the sQaature fine for your emails. (This email adivess will be the reply
o emaif §ddress in the confirmation email messages sent.

From Address pouremaildyour company.com

Signature Line Best Regards,

Yout Company.
1:800-company. Z

v

your bank account and routing information (in order to retrieve your customer’s
payments). The following section is your virtual signature that is used on every
system email sent to your customers from your account. Edit the text to what
you would like to be shown. Choose your desired host name that you would like
to use for access to your domain reseller account (i.e.
http://EXAMPLE.nameservices.net). The header/footer section allows you to
input HTML in order to customize the look and feel of your domain reseller
account. Finally, submit your credit card information used to process fees
incurred with domain registrations.

Verify the information you have submitted is correct and press the “Submit”
button.

NOTE: You will be informed that your application has been successfully
submitted and an email will be sent to the organization contact email address on
file.

Print out the appropriate Domain Reseller service agreement. If you want to
receive commission payments via ACH, go to the following link. This is only for
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US bank account holders - http://www.aitdomains.com/vrprogram/VR Service
Agreement - ACH.pdf

If you do not have a US bank account, commission payments will be sent by
check. However, you will need to complete this agreement -
http://aitdomains.com/vrprogram/VR Service Agreement - Check.pdf

4. Complete the agreement and fax back to (910) 401-1040 or (910) 321-1390.
NOTE: Domain Reseller applications are processed within 2 business days.

Domain Management

Register Domains

This is the option for registering domain names. As a Domain Reseller, you will be
able to register domain names for yourself and/or your customers all from your
account. When registering domain names through your account, regardless if it is
for you or for your customers, you will be charged your buy rate. To register domain
names at the retail rate (which you decide), you must login to their account.

Registering Domain Names for Yourself
1. When logged into your account, click on “Domain Management” and then
“Register Domain Name”.

[ virtual Registrar Webske X

€« C £ htips://demo.nameservices.net/domarregstration/recdoman.jso

Virtual R

April 18, 2011 04:59 PM, US Eastern Time

ﬂ Manage Accounts v | Domain Managament v || Account Management

Domain Management

.
.
.
.
.

Register Domain

Renew Domain

List Domains

Manage ONS

Nameserver anagement
Domain Information
Change Onner

Lock /Unlack Domain
Hhain Page

Domains are tocked by

defould, This secority
meosre protects you
P

istrar Website

Enter Domain Name m

Transfer Hanagement v Support v Logout

List Domaing
Nameserver Menagement
pur domaia name Please enter oned name per i hout the "wivw®
popei " and 8O Y. M if your domail
Change Domain Owner ation, you witl be requested o g and payment
Lock /Uniock Domain

Registration Period Years
Humber of Domains o]

Amount Due
Incloding ICANN & REG (30.67 for .com &.net, others $0,18) fee per year,

modifications to your
domains. You may unlock
the domains ot arytime.

Domain for Customer

[ 1 would like to register this domain for a customer.

O 1 would like to rezister this domain for a new customer.

=T\

~

421 Maiden Lane — Fayetteville, NC 28301 — (877) 549-2881 — Fax (910) 401-1040 — http://www.AlITDomains.com
Copyright © AlITDomains / AIT, Inc 2011

s

Qigtrat


http://www.aitdomains.com/vrprogram/VR%20Service%20Agreement%20-%20ACH.pdf
http://www.aitdomains.com/vrprogram/VR%20Service%20Agreement%20-%20ACH.pdf
http://aitdomains.com/vrprogram/VR%20Service%20Agreement%20-%20Check.pdf

NN

b=

v
(&)
Credited

L e atln

2. Enter the domain names you wish to register in the domain name field without
using “http://” or “www.”

Example of how to input domain names:
domainl.com
domain2.com
domain3.com

3. Indicate the number of years you would like the domain names registered and
click “Submit”.

4. Enter the name server information for the domain names. Do not include the IP
addresses of the name servers. The system will automatically pull the IP
addresses of the name servers from the registry.

NOTE: You can set default name servers that can be automatically populated in
the name server fields.

5. Enter the credit card information you would like to use for the registration and
click “Submit”.

NOTE: You can set default payment information for your account to avoid
having to re-enter your information each transaction.

6. Verify the domain name, name server information, number of years and the
total amount due for the registrations. Check the box to indicate you have read
and accepted the registration service agreement(s) before submitting the
registration.

7. A confirmation email will be sent to the registrant.

Registering Domain Names for Your Customers
There are two ways to register domain names for your customers — from your
account or from your customer’s account.

From Your Account (Registering at Base Rate)
1. When logged in, click on “Domain Management” and then “Register Domain
Name”.
2. Enter the domain names you wish to register in the domain name field
without the “http://” or “www.”
Example of how to input domain names:
domainl.com
domain2.com
domain2.com
3. Indicate the number of years you would like to register the domain names for.
Under "Register Domain for Customer," indicate which customer account you
want to register the domain names for by checking "l would like to register this
domain for a customer" and choosing the account from the drop down box.
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If your customer does not have an account, check "l would like to register this
domain for a new customer" (this will allow you to create an account for your
customer). Click on “Submit”.

4. |If you clicked on “l would like to register this domain for a customer” and chose
one of your customer accounts, you will go through the same steps for
registering a domain name for yourself.

a. Enter the name server information

b. Enter the credit card information you would like to use for the
registration and click “Submit”

c. Verify the domain name, the nameserver information, number of years,
total amount due for registrations and check the box indicating you have
read and accepted the domain registration service agreement(s) before
submitting registration

d. Print out the “successful registration” page for your records

5. If you clicked “I would like to register this domain for a new customer”, you will
go through creating a new account for your customer before going through the
steps outlined in Step #4

From Your Customer’s Account (at Retail Rate)

Follow the same steps as registering names yourself but log into your customer’s
account.

NOTE: A confirmation email will be sent to the registrant.

Common Problems: Cause - Fix
1. Invalid domain name error
¢ Unsupported TLD extension
¢ “www” included in domain name
¢ |llegal characters — Provide valid domain name
2. Unable to check the availability of the domain name
¢ Connection to registry is down — Try again at a later time
3. Invalid name server error
¢ Name servers provided are not registered at appropriate registry — Have
name servers registered
4. User already exists, error when creating a new account for customer
¢ User name provided is already used by another account — Repeat whole
process with a different user name

Renew Domains

This is the option for renewing domain names. As a Domain Reseller, you will be
able to renew domain names for yourself or for your customers from your
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account. When renewing domain names through your account, regardless if it is
for you or for your customers, you will be charged your buy rate. To renew domain
names for your customers at the retail rate, you must log into your customer's

account.

Renewing Domain Names for Yourself or for Your Customers at Buy Rate

1. When logged into your account, click on “Domain Management” and then
“Renew Domain”. You will be able to see all the domains within your

Domain Reseller account.

'ﬂvxrtuameqsuambsm < ez

€« C A htips://demo.nameservices.net/do

ﬂ HManage Accounts o Domain Management Account Management

Virtual R

April 19, 2011 11:34 AM, US Eastern Time

istrar Website

Enter Domain Name m

Transfer Hanagement Support « Logout

Register Domain
Domain Management s !
Lt Domains
¥ Register Domain ooy i ) o
Ranaw Demi imposed 10year imit on domain neme registrations. To renew ¢ domain, click on e
¥ feadsaligs Domainlformation domain name and select the number of years 2o renew the domain for,
% List Domains Change Domain oW
Lock fUnlock Domain "back" button on your browser if you receive an error or your request
b MenageONs appeals (o uite out, Check your Renewal Date in Romain Management/list Domains and check
b Nameserver Management your Pay History to di ine whether your renewal was successful before trying again.
7 Domatn Information .
Domain Name Renewal Period Renewal Date &
9: Changelwear [0  imhip.com 04/06/2012
7 LockiUnlock Domain Totat: [50.00

» MainPage

r—Payment Information

Domains are tocked by

defoutt, T secarity Payment Method:
from unquthorized

modlfications to your M2y I:

domatns, You may untock
the domains ot arytime,

Cardholder Hame: I:]
Bilting Address: |:]
State: Dlip: l:]

hitps:jfdemo.nameservices.netfdemanregistr Sicnfrenevsdon. jop

=2 [ SLU:

=Y

2. Indicate the domain names you wish to renew by checking on the check box
to the left of the domain name, specify the number of years for the renewal,
provide the payment information for the renewal, and click "Submit".
NOTE: The drop down box for the number of years will only contain the
number of years you can renew the domain name(s).
NOTE: If you are renewing your domain name for 10 years before the
domain name is expired, you will receive an error message. Please retry your

transaction using only 9 years.
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3. Verify the domain name, the name server information, the number of years,
total amount due for the renewals, and click on the check box to indicate
that you have read and accepted the domain registration service agreement
before submitting the renewal.

4. Print the “Successful Renewal” page for your records.

NOTE: A confirmation email will be sent to the registrant.

Renewing Domain Names for Your Customers at Retail Rate

Same steps as renewing domain names for yourself but you must be logged into the
customer’s account.

NOTE: You will be able to see only the domains owned by that account. A
confirmation email with also be sent to the recipient.

Common Problems: Cause — Fix
1. Unable to renew the domain names:
¢ Connection to registry is down — Try again at a later time

List Domains

This is where you can list all the domain names in your account with the renewal
dates, created dates, domain status and the account holder (owner of domain
name). This is also where you can set auto-renewals and modify name server
information for domain names.

Viewing Domains from Your Account

When logged into your account, click on "Domain Management" and then "List
Domains." You will be able to see all of the domain names within your Domain
Reseller account.

NOTE: If you have over 50 domain names in your account, you can list by 25, 50, 75,
or 100 domain names at one time. You can also sort the domain names by
alphabetical order, their renewal dates, and by account holder.
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April 19, 2011 11:35 AM, US Eastern Time

Enter Domain Name W

T
Domaln Management +

n Manage Accounts v

Account Management « Transfer Management Support + Logout
Register Domain

Domain Management EzpeiW oy
b Rezister Domain . @ domain hame Lo Modify 15 homesérvers, 1L is limited upto 10 domains ot o time, Rightighted

s Nameserver Management [ wort the domains, ciick on ¢ither the Domain Nome, Renewal Date, or Account Holder heading.
7 Renew Doman Domain Information
b List Domaks Change Domain Owner Hold, L - Registrar Lock, P - Pending Authorizotion Capture
5 i i Lock fUniock Domain

anage DN
r g Renewal Created Account, Aute
b MNameserver Management Domain Hame Date & Date Status Holder Renew
»  Demain Informatica [0 imhip.com 04/06/2012  11/13/2002 L livedemo
»  Change Quner Check ALL Uncheck ALL Check ALL Uncheck ALL
7 LockiUnlock Domain
b ManPage Hodily Hameservers Update Auto-Rencw

Domains are locked by
defoult, This security
measure protects you
from uncuthorized
modifications toyour
domains, You may untock
he domaias ot anytime.

Copyrizht 2011 Virtal Registrar Demo

https:jidemo.nameservices.net/domanregitr sticnfistdomains . 5p.

Viewing Domains from Your Customer’s Account

Follow the same steps as viewing domains in your account but start by logging into
your customer’s account.

NOTE: You will be able to see only the domain names owned by that account.

Modifying Name Server Information for Domains from Your Account

1. When logged into your account, click on "Domain Management" and then
"List Domains." You will be able to see all the domain names within your
Domain Reseller account. Indicate which domain names you want to modify
by clicking on the check box to the left of the domain name and click "Modify
Nameservers”.
NOTE: You can "check/uncheck" all the domain names by clicking on "Check
ALL" and Uncheck ALL."

2. If you checked only one domain name, the current name server information
will be shown. Replace with the new information and then click "Modify".

3. If you checked several domain names, the current name server information
for the domain names will not be displayed. Verify the domain names to be
modified, enter the new nameserver information and then click "Modify".
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NOTE: You will be informed if the modification was successful and a
confirmation email will be sent to the registrant.

&« C' £ htips://demo.nameservices.net/domarreg

ﬁ Manage Accounts

Domain Management

Register Domain
Renew Domain

List Domains

Hanage DNS
Hameserver Management
Domatn Information
Change Owner

Lock MUnlock Domain
Mah Page

Domains are tocked by
defoult, This secority
measyre protects you
from uncuthorized
maodifications to your

domains, You may untock
the domains Gt arytime.

April 19, 2011 11:37 AM, US Eastern Time

Domain Management Account Management -

Search

Transfer Management -

—Modify Domain N, vers

Domain: [Imhlp.com

—Maodify N vers

Server Hostname:[

Server Hostnama:[

Server Hostnams:l

Server Hostname:l

Server Hostname:l

Server Hostname:[

Server Hostname:[

Server Hostname:[

Server Hostname: |

Server Hostname:]

Server Hostname:[

Server Hostname: [

Server Hostname:l

]
I
J
]
]
]
]
J
]
]
J
]
)

Hodify | Cancel
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Setting Auto-Renew for Domains within Your Account

When logged into your account, click on "Domain Management" and then "List
Domains." Indicate which domain names you want to auto-renew by clicking on the
check box to the right of the domain name and clicking "Update Auto-Renew".
NOTE: You can "check/uncheck" all the domain names by clicking on "Check ALL"
and Uncheck ALL." You will not be able to set auto-renew on domains names that
have already expired because the auto-renew is carried out 7 days before the
domain name expires. You will be informed if the “auto-renew” update was
successful.

Modifying Nameserver Information for Domains from Your Customer’s Account
Follow the same steps as modifying nameserver information for domains in your
account but log into your customer's account.
NOTE: You will be able to see only the domain names in that account. A
confirmation email will be sent to the registrant.
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NOTE: You must have valid credit card information for this function to work
properly.

Setting Auto-Renew for Domains from Your Customer’s Account

Follow the same steps as setting “auto-renew” for domains in your account but log
into your customer's account.

NOTE: You will be able to see only the domain names in that account.

Common Problems: Cause — Fix
1. Failed to modify domain nameservers error message:
¢ Connection to registry is down (will receive unique error ID) — Try again
later
¢ Domain name is on lock or hold status — Set domain name to active;
name server(s) provided not registered with appropriate registry
¢ Invalid attribute (old value or value not unique) — Contact support to
synchronize local DB information and registry information
2. Unable to set auto-renew:
¢ Domain is already expired — Renew domain manually

Nameserver Management

This is where you can register, modify and delete nameservers. This is where AIT's
IMHIP class resellers can register their VDNS nameservers. However, the domain
name must be registered through us. For example, in order to register the name
server nsl.example.com, example.com must be registered with us. Nameservers will
be listed only in the account from which it was registered. So if a nameserver is
registered through your customer’s account, you will not be able to see it from your
account.

Registering a Nameserver from Your Account
1. When logged into your account, click “Domain Management” and then
“Nameserver Management”
2. Enter the nameserver host name, the IP address(es) for the nameserver, and
click “Register Nameserver”.
NOTE: You will be informed if the nameserver registration was successful
and a confirmation email will be sent to the registrant.

Registering a Nameserver from Your Customer’s Account
Follow the same steps as registering a nameserver from your account but log into
your customer’s account.
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Modifying a Nameserver from Your Account

1. When logged into your account, click on “Domain Management” and then
“Nameserver Management”

2. Click on the name server you want to modify, make your changes, and then
click "Update".
NOTE: You will not be able to change the host name of a name server. You
can only change the IP address or add more IP addresses. You will be
informed if the modification on the name server was successful and a
confirmation email will be sent to the registrant.

Modifying a Nameserver from Your Customer’s Account
Follow the same steps as modifying a nameserver from your account but log into
your customer’s account.

Deleting a Nameserver from Your Account

1. When logged into your account, click on “Domain Management” and then
“Nameserver Management”

2. Indicate the nameserver you want to delete by clicking on the check box to
the left of the nameserver and then click on "Delete Nameserver"
NOTE: You will be informed if the name server deletion was successful and a
confirmation email will NOT be sent to the registrant.
NOTE: Active name servers can’t be deleted.

Deleting a Nameserver from Your Customer’s Account
Follow the same steps as deleting a nameserver from your account but log into your
customer’s account.

Common Problems: Cause - Fix
1. Failed to register/modify/delete nameservers error message
« Nameserver is already registered at the registries — Contact support to
have record added to your account
¢ Information for nameserver in the local database does not match with
information at the registry — Contact support to have information
manually updated so they match

Domain Information

This is where you can view the information for all domain names in your Domain
Reseller system. This is also where you can lock user accounts. This option is only
available in the Domain Reseller account.
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Viewing the Domain Names of a Specific Account

1. When logged into your account, click on "Domain Management" and then
"Domain Information”

2. Select the user name you want to search from the drop down box and click
on the “Search” button. You will see all the domain names owned by that
account
NOTE: You can sort the domain names by domain name or expiration date

Viewing the Information for a Domain Name of a Specific Account

1. When logged into your account, click on “Domain Management” and then
“Domain Information”

2. Select the user name you want to search from the drop down box and click
“Search”. You will see all the domain names owned by that account.
NOTE: You can sort the domain names by domain name or expiration date

3. Click on the domain name to pull its information
NOTE: The information includes the domain name’s registrant contact; the
created date, expiration date, updated date, current nameservers and status

Locking/Unlocking an Account
1. When logged into your account, click on “Domain Management” and then
“Domain Information”
2. Select the user name you want to search from the drop down box and click
“Search”. You will see all the domain names owned by that account.

NOTE: You can sort the domain names by domain name or expiration date.
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3. Click on the domain name you select. If the account is not locked, you will
see a “Lock Account” button. If the account is already locked, you will see an
“Unlock Account” button.
NOTE: Your customers will not be able to log into their account if it is locked.
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Change Owner

This is the option to move domain names within your Domain Reseller account from
one account to another, basically giving you the ability to change the ownership of

domain names. This is also only available in the Domain Reseller account.

Changing the Ownership of a Domain Name
1. When logged into your account, click on “Domain Management” and then
“Change Owner”

2. Select the domain name you want to move from the drop down box and click
on “Search”. The current information for the domain name will be displayed

on the next page.

NOTE: This is the same information from the “Domain Information” search

option (I - 5)
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3. Select the account you want to move the domain name into from the drop
down box and click “Change Owner”

4. Verify the new information is correct and press “Confirm Change Owner” to
move the domain name
NOTE: The new information is the account contact information of the new
owner
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Lock/Unlock Domains

The lock/unlock option is commonly used to protect domain registrations from being
transferred to another registrar. Locks/unlocks can be carried out from your account
or your customer’s account.

Locking/Unlocking Domain Names from Your Account

1. When logged into your account, click on “Domain Management” and then
“Lock/Unlock Domain”. You will see all of the domains within your Domain
Reseller account (including customer domain names).

2. Select the domain name you want to lock/unlock from the drop down box
and click “Search”. Then click on the “Lock/Unlock” button on the next page.
NOTE: You will be informed if the lock/unlock was successful. Locks and
unlocks set from your account can be overridden from your customer’s
account and vice versa. Domains that are on lock can’t be modified (DNS

information) nor can they be renewed.
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Locking/Unlocking Domain Names from Your Customer’s Account

Follow the same steps as locking/unlocking a domain name from your account but
log into your customer’s account.

NOTE: You will be able to see only the domains owned by that account.

Common Problems: Cause — Fix
1. Failed to lock/unlock domain name error message
¢ The status of the domain name in the local database does not match the
status at the registry — Contact support to have information manually
updated so they match

Transfer Domains

Transfer Domains

This is where you submit a transfer request for a domain name that is currently with
another registrar. As a Domain Reseller, you will be able to submit transfer requests
for yourself or for your customers from your account. When submitting transfer
requests through your account regardless if it is for you or for your customers, you
will be charged your buy rate. To transfer a domain name at the retail rate, you must
log into your customer’s account.

Submitting a Transfer Request for Yourself

1. When logged into your account, click on “Transfer Domain”

2. Read the transfer guidelines, enter the domain name to be transferred,
provide the payment information for the renewal, and click “Submit”.
NOTE: You may not be able to transfer your .ORG domain names depending
on your current registrar. They have to be EPP compliant for .ORG domain
names.

3. Verify the domain name, the amount due for the transfer request and click
on the check box to indicate that you have read and accepted the
registration service agreement before submitting the transfer request.

4. Print out the “transfer request submitted successfully” page for your records.

Submitting a Transfer Request for Your Customer
There are two ways to submit a transfer request for your customers — from your
account or from your customer’s account.

From Your Account
1. When logged into your account, click on “Transfer Domain”
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2. Read the transfer guidelines, enter the domain name you are transferring for
your customer and under “Transfer Domain for Customer,” indicate which
customer account you are wanting to submit the transfer request for by
checking “I would like to transfer this domain for a customer" and choosing
the account from the drop down box.

If your customer does not have an account, check "l would like to transfer
this domain for a new customer" (this will allow you to create an account for
your customer). Click "Submit".

3. If you clicked on “I would like to transfer this domain for a customer” and
chose one of your customer accounts, you will go through the same steps for
transferring a domain name for yourself.

1. Verify the domain name, the amount due for the transfer request and
click on the check box to indicate that you have read and accepted
the registration service agreement before submitting the transfer
request.

2. Print out the “transfer request submitted successfully” page for your
records.

4. If you clicked on “I would like to transfer this domain for a new customer,”
you will go through creating a new account for your customer before going
through the steps outlined in #3.

From Your Customer’s Account
Same steps as submitting a transfer request for yourself but log into your
customer’s account.

Confirm Domain Transfer

This is the option to confirm a transfer request that has been submitted.
Confirmation must be done from the account for which the transfer request was
submitted (from your account if the transfer request was for you, from your
customer’s account if the transfer request was submitted for your customer’s
account).

Confirming a Transfer Request from Your Account

1. When logged into your account, click on “Transfer Domain” and then
“Confirm Domain Transfer”.

2. Choose the domain name in the drop down box, enter the confirmation
code, enter the “authorization information”, choose whether the domain
name is .ORG/.US/.BIZ/.INFO and click “Submit”.

NOTE: Pending transfer requests will be in the drop down box. The
confirmation code is sent to the current administrative contact listed with
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the current registrar. For .ORG/.US/.BIZ/.INFO domain names, the current
registrant of the domain name can request the “auth info” from the current
registrar.

3. Print out the “Transfer Request Submitted Successfully” page for your
records.
NOTE: A confirmation email will be sent to the organization contact of the
account for which the request was submitted.

Confirming a Transfer Request from Your Customer’s Account
Follow the same steps as confirming a transfer request for yourself but log into your
customer’s account.

View Pending Transfers

This is where you view the status of pending transfer requests in your Domain
Reseller system. You will be able to list the pending requests, when they were
submitted, when the confirmation code was sent, the email address the
confirmation code was sent and the number of days remaining for the current
registrar to respond to the request.

Viewing Pending Transfers

1. When logged into your account, click “Transfer Domain” then “View Pending
Transfers”.
NOTE: The “Confirmation Sent” date and “Email Address” will show the
latest date and email address if the confirmation code was sent multiple
times. The current registrar has 5 days to respond to a request. The 5 days
do not begin until the request is confirmed. If the current registrar does not
respond, the transfer is automatically approved. However, most registrars
will not let this happen.

Common Problems: Cause - Fix
1. Domain requested for transfer is not a registered domain name
¢ The domain name provided is not a valid domain name — Check domain
name and resubmit request
2. Failed to confirm request error message
¢ Connection to registry is down — Try again at a later time
3. Incorrect confirmation/Authorization code error message
¢ The confirmation code is incorrect — Double check the
confirmation/authorization code, contact support to have confirmation
code resent and/or contact current registrar to confirm authorization
code
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Payment History

Payment History

This is where you view all the payment transactions submitted through your
account. You can sort the domain names in alphabetical order or by payment date.
As a Domain Reseller, you will be able to list the payment transactions of your
account as well as your customer accounts, the dates of the transactions, the
amount for the transactions, the type of credit card that was used, and the last four
digits of the credit card.

Viewing the Payment History of Your Account

When logged into your account, click on "Account Management” then “Payment
History”. You will be able to see all the transactions submitted through your Domain
Reseller system.

You are also able to “View Receipts” to see the exact invoice sent to your customers.
NOTE: Transactions that were not submitted through your Domain Reseller system
will not be displayed. For example, if a domain name was registered through an
account under another Domain Reseller and moved to an account under your
Domain Reseller system, you will not see the domain name in that account’s
payment history.
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Viewing the Payment History of Your Customer’s Account
When logged into your customer’s account, click on "Account Management” then
“Payment History”. You will be able to see only the transactions submitted through

that account.

Add/Modify Payment Information

This is where you add, modify, or remove payment information for your account,
which is used for “auto-renewals” and the convenient “auto-filling” of payment
information for registrations, renewals, transfers, and synchronizations. No emails
are sent when payment information is added, modified, or removed.

Adding Payment Information for Your Account
1. When logged into your account, click on "Account Management” then

“Payment History”. Then choose “Add Payment Information”.
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2. Enter the credit card information you would like to use for “auto-renewals”
and for “auto-filling” of payment information for future transactions from

your account then click “Submit”.
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Adding Payment Information for Your Customer’s Account

Follow the same steps as adding payment information for your account but log into
your customer’s account.

Modifying Payment Information for Your Account

1. When logged into your account, click on "Account Management” then
“Payment History”, then “Modify Payment Information”.
NOTE: “Modify Payment Information” will not be visible unless you have
payment information in the account.

2. Change the information and click “Submit”.
NOTE: You will be informed the payment information was successfully
modified.

Adding Payment Information for Your Customer’s Account

Follow the same steps as adding payment information for your account but log into
your customer’s account.

Removing Payment Information from Your Account

1. When logged into your account, click on "Account Management” then
“Payment History”, then “Modify Payment Information”.
NOTE: “Modify Payment Information” will not be visible unless you have
payment information in the account.

2. Check the box to the left of “Click here to remove payment information”,
then click “Submit”. Confirm that you are sure you want to remove the
information.

NOTE: You will be informed if the payment information was successfully
removed.

Removing Payment Information from Your Customer’s Account
Follow the same steps as removing payment information from your account but log
into your customer’s account first.

Domain Payment Information

This is where you view the payment details of a specific domain name. Since the
payment history only shows the transactions submitted through your Domain
Reseller system, payment information for domain names that were not registered,
renewed, transferred, or synchronized from your system, this option enables you to
view the details of the last payment. This option is available only in your account.
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Pulling a Domain’s Latest Payment Information
1. When logged into your account, click “Account Management” then “View
Payment History”. Then click “Domain Payment Information” and choose the
domain from the drop down box.
2. Choose the domain name from the drop down box and click “Search”.
NOTE: Details from “Domain Information” is also displayed through this
option.

Account Information

Update Contact Information

This is where you update the contact information for your account as well as all your
customer's accounts. The contact information of an account is the WholS
information for the domain names owned by that account.

Updating Contact Information on Your Account
1. When logged into your account, click “Account Information”
2. Make the necessary changes and click “Submit”
NOTE: You will be informed if the modification was successful and a
confirmation email will be sent to the registrant.

Updating Contact Information on Your Customer’s Account
As a Domain Reseller, you can update your customer’s contact information from
your account or from their account.

From Your Account

1. When logged into your account, click “Account Information”

2. Check the box to the left of “Click here if you would like to modify contact
information for a customer” and choose the customer account you wish to
modify.

3. Make the necessary changes and click “Submit”.

NOTE: You will be informed if the modification was successful and a
confirmation email will be sent to the registrant.

From Your Customer’s Account
Follow the same steps as updating contact information for yourself from your
account but log into your customer’s account first.
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Change Password

There are three ways you can change the password for an account. The first way
requires the current password for your account. The other two ways should be used
only if you do not have the current password.

Changing Password While Logged Into Your Account
1. When logged into the account, click “Account Information” and then
“Change Password”.
2. Enter the current password for the account in the “Old Password” then the
new password in the “New Password” and “Verify New Password” fields,
then click “Submit”.

NOTE: You will be informed if the password has been successfully changed.
J B vceinegstua vebste -+ & S
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Changing Password by Logging in with Your Account Challenge Question
1. Go to your Domain Reseller system login page and click the “If you can’t
remember your login, click here” link.
NOTE: This is right below the “Login” button
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2. Enter the user name OR domain name in the appropriate field and click
“Send Email”
NOTE: You will be notified if the password was sent successfully. The system
will reset the password for the account associated with the user name OR
domain name provided and send it to the organization contact email address
for that account.

Changing Password Using the “Send Password” Tool

1. Go to your Domain Reseller system login page and click “If you can’t
remember your login, click here” link.
NOTE: This is right below the “Login” button.

2. Click the “Click here to login using your question and answer” link.
NOTE: This is right below the “Send Email” button.

3. Enter the user name of the account and click “Submit”. You will be
prompted with the challenge question for the account. You will be logged
into the account if you provide the correct answer.

Change Email Format

This is where you change the format of emails that you receive from the system.
You must be logged into that account in order to change the email format.
1. When logged into the account, click “Account Information” then “Change
Email Format”.
2. Choose either “HTML” or “Text” by clicking the appropriate radio button and
clicking “Update Email Format”.

Newsletter Options

This is where you subscribe or unsubscribe from the newsletter list. As a Virtual
Domain Registrar, you will be able to pull the email addresses of your customers
that have subscribed to your newsletter list.

Subscribe or Unsubscribe Your Email Address
1. When logged into the account, click “Account Information” then “Search for
Account”.
2. Indicate if you “Would like to receive product updates and other company
information?” by clicking on the appropriate buttons and clicking “Update”.
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Search for Account

This is where you search for accounts within your Domain Reseller system. You can
search for the accounts in your system through your account. Searches can be done
by domain name, user name, or email address.

Searching For an Account by Domain Name
1. When logged into the account, click “Account Information” then “Search for
Account”.
2. Enter the domain name in the “Search Criteria” field, click the radio button
on the left of “Domain Name” and hit “Search”.
NOTE: This is the same information displayed from the “Domain
Information” search option.

Searching For an Account by User Name
1. When logged into the account, click “Account Information” then “Search for
Account”.
2. Enter the user name in the “Search Criteria” field, click on the radio button to
the left of “User Name”, and click “Search”.
NOTE: This will display some of the information displayed from the “Domain
Information” search option.

Searching For an Account by Email Address

1. When logged into the account, click “Account Information” then “Search for
Account”.

2. Enter the email address in the “Search Criteria” field, click on the radio
button to the left of “Email Address”, and click “Search”.

3. The next page will display accounts that have the email address you provided
as the organization contact address, the status of the account, the
organization name and the organization contact.

NOTE: If you click on the account user name, the same information from
searching for an account by user name will be displayed.

Account Listing

This is where you can list all the accounts within your Domain Reseller system.
Domain Resellers that do not have too many accounts should use this instead of the
“Search for Account” by user name.
1. When logged into the account, click “Account Information then “Account
Listing”.
2. The next page will display your account as well as your customer accounts.
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NOTE: If you click on the account user name, the same information from
searching for an account by user name will be displayed.

Lock/Unlock Account

This is another area where you can lock or unlock accounts. As a Domain Reseller,
you will be able to lock or unlock your customer accounts from your account. If an
account is locked, you will not be able to log into the account.

Locking an Account
1. When logged into the account, click “Account Information” then
“Lock/Unlock Account”.
2. Select the account you want to lock from the drop down box and click
“Search”.

3. Verify the information of the account you are locking and click “Lock”.
NOTE: You will be informed if the account was successfully locked. You can
only lock an account if it is currently unlocked. The same information from
searching for an account by user name will be displayed.
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Unlocking an Account

1. When logged into the account, click “Account Information” then
“Lock/Unlock Account”.

2. Select the account you want to unlock from the drop down box and click
“Search”.

3. Verify the information of the account you are unlocking and click “Unlock”.
NOTE: You can only unlock an account if it is currently unlocked. The same
information from searching for an account by user name will be displayed.

Email Listing

This is where you can pull the email addresses of customer accounts within your
Domain Reseller system. You can select the type of email address to retrieve —
organization/registrant, administrative, technical and billing.

1. When logged into the account, click “Account Information” then “Email
Listing”.

2. Indicate which contact email addresses you want to pull
(organization/registrant, administrative, technical and/or billing) by clicking
on the checkbox beside the corresponding contact and click “Get Email
Listing”.

NOTE: You can pull the email addresses of more than one contact type.

VR Settings

Rate Settings

This is where you view the current rates of your services as well as submit a retail
rate change request. When a retail rate change request is submitted, a security
confirmation code is generated and sent to your organization contact email
address on file.
1. When logged into your account, click “Manage Accounts”, “VR
Management”, and then “Rate Setting”.
2. Make your desired rate changes on your services and click “Update”.
NOTE: You will be informed the rate request change has been received.
Retail rates can’t be set lower than the assigned base rate.
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Confirm Rate Change

This is where you confirm retail rate changes you are requesting. The new retail rate
does not take effect until the rate change request is confirmed with the security
confirmation code that was generated and sent to the organization contact email
address on your account.
1. When logged into your account, click “Manage Accounts”, “VR Management”
and then “Confirm Rate Change”.
2. Enter the code you received in the email into the “Confirmation Code” field
and click “Submit”
NOTE: You will be informed the rate changes were successfully confirmed.

Update Account Information

This is where you view and/or modify the bank account and routing number for your
Domain Reseller account. This information is required for Domain Resellers that will
receive commission payments via ACH payment.
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1. When logged into the account, click “Manage Accounts”, “VR
Management” and then “Update Account Information”.

2. Make the necessary changes in the “Routing Number” and/or “Account
Number” fields and click “Update”
NOTE: You will be informed the account information has been successfully
modified.

Email Settings

This is the option to view and/or modify the reply to email address and signature file
for system notification/confirmation emails sent to your customers. As a Domain
Reseller, you will be able to set yourself as the sender of all system generated emails
sent to your customers.
1. When logged into your account, click “Manage Accounts”, “VR
Management” and then on “Email Settings”.
2. Make your desired changes on the “From Address” to change the reply-to
email address on the system emails that are sent to your customers and on
the “Signature Line” for the signature file that is appended to these emails.

Header/Footer

You can customize the look and feel of your Domain Reseller site by modifying the
HTML code in the header/footer files and embedding a style sheet within the
header/footer file.
1. When logged into your account, click “Manage Accounts”, “VR
Management” and then on “Header/Footer”.
2. Make the necessary changes in the “Header HTML” and/or “Footer HTML”
fields and click “Update Site”
NOTE: For class description, click the link right below the preview and
update buttons. The source for images you want on your header/footer is
“configurations/YOUR_USERNAME/images/” .
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Upload Images

This is where you can upload images to your Domain Reseller account and view the
images that are currently there. The images specified in your header and/or footer
files do not have to be called from “configurations/YOUR_USERNAME/images/” but
it must be called securely or users of your site will be displayed a warning that some
items on your pages are not secure.

Uploading Images to Your Account

1. When logged into your account,, click “Manage Accounts”, “VR
Management” and then on “Upload Images”.

2. Upload the image(s) by clicking on “Browse”, specifying the location of the
image file on your local computer, and clicking “Upload”.
NOTE: You can upload up to four images at one time. You can’t have more
than 200K worth of images. The total size of all the images you have
uploaded in your account will be displayed at the bottom of the page.
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Viewing and/or Deleting Images in Your Account

1. When logged into your account, click on “Manage Accounts”, “VR
Management” and then click “Upload Images”.

2. You will be able to see the images that have been uploaded in your account.
To delete them, click on the check box to the left of the images you want to
delete and then click “Delete Selected Images”.
NOTE: You will be informed if the image(s) were deleted successfully.

Default Nameservers

This is where you can set default nameserver information for your Domain Reseller
system. As a Domain Reseller, you can set your nameservers to be automatically
provided for new domain name registrations by you or your customers.

Adding/Modifying/Deleting Your Default Nameservers
1. When logged into your account, click on “Manage Accounts, “VR
Management” and then click “Default Nameservers”.
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2. Enter the nameservers you would like to have pre-filled into the nameserver

portion of the domain registration process and click “Submit”.

NOTE: If you do not have any default nameservers, the fields will be blank. If

have already placed default nameservers, they will be listed in the

“Nameserver” fields.
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Generate Report

Batch Reports

This is where you can pull all the transactions submitted through your Domain
Reseller account within a specified time period. It shows the type of transactions,
domain name, expiration date, current status of the domain name, owner, payment
date and the payment amount charged.
1. When logged into your account, click “Manage Accounts”, “VR Report” then
“Generate Reports” and then click “Batch Reports”.
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2. Indicate the time period you want to generate the report for by choosing the

month/day/year of the begin date and the month/day/year of the end date.
Hit “Execute”.

NOTE: The default date range is the current day.

Domain Reports

This is where you can perform more specific reports for the transactions submitted
through your Domain Reseller account. Reports can be broken down by transaction
and TLD type.

1. When logged into your account, click “Manage Accounts” — “VR Report” —
“Domain Report”.
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2. Select the type of report you want to generate by choosing the transaction
types, TLD and date range you want for the report then click “Execute”.
NOTE: By default, all transaction and TLD types are selected and the date
range is the current day.

Commission Reports

This is where you can view the current commission amount in your Domain Reseller
account. It includes the transaction dates, transaction IDs, transaction type, the
total or retail rate, the cost or base rate, the margin or commission, the balance
forwarded from the previous month, the total for that month, the $150 reserve
amount, and the commission due as of that month.
1. When logged into your account, click “Manage Accounts” — “VR Report” —
“Commission Report”.
2. Specify the month and year you want to run into the drop down boxes and
click “Execute”
NOTE: You can view the details of a transaction by clicking on the transaction
ID.
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View Renewals

This is where you view domain registrations in your Domain Reseller system that are
within 60 days of expiring and/or past the expiration date.
1. When logged into your account, click “Manage Accounts” — “VR Report” —
“View Renewals”.
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2. You will see a list of domain names with their expiration date, status, account
holder and registrant email address.
NOTE: You can sort the list in ascending or descending order by domain
name, expiration date or account holder.

Support
FAQ’s

This is where you can view the answers to commonly asked questions. The entries
are categorized under the following categories — General, Registrations,
Administration and Nameserver modification. This option is also available from the
login page.
1. When logged into your account, click “Support” — “FAQ’s”. Click on the
guestion to view the answer.
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Sitemap

This allows you to view all the options in your account and go directly to a particular
function under those options.

1. When logged into your account, click “Support” — “Sitemap”. Click on a link
to go directly to the page for that option/function.

Contact Us

This allows you to contact AITDomains support directly. Use this option for Return
Authorization Code’s as well as any other account related issues. You are also able
to view your “Ticket History” by clicking the corresponding link.

1. When logged into your account, click “Support” — “Contact Us”. Enter your

domain name in the field and give a description of your issue(s).
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Information

Ticket &2 [972573])

Domain : imhip.com

Email admin@ait.com
Plhone :

Date received: 47192011 12:22.58 PM
Status: Open

Action:

Click here to close Ticket

Requeston ti/10/2011 12:22:38 Pt

Topic : AlTDomalns.com Regisbration

| cannot seem to access my Domain Managerent Tool. Can you please assist with my login information?
Submitted By : Unknown Unknown
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