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Adding a new Record

Fill in the record details as need 
and click save.

Above the records the following 
message appears, you may 
continue to edit the file or click 
save changes in settings

When apply changes is click a 
new screen will appear to show 
success, click close to close this 
message.
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1 On the setting panel 
click on + Add Record



Deleting a Record

From the 3 action items beside the 
record click the red icon with the 
white bin to delete

Above the records the following 
message appears, you may 
continue to edit the file or click 
save changes in settings

When apply changes is click a 
new screen will appear to show 
success, click close to close this 
message.
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Editing a Record

From the 3 action items beside the 
record click the yellow icon with 
the black pen to edit a record, 
each record Item is now editable

Once you click Save, above the 
records the following message 
appears, you may continue to edit 
the file or click save changes in 
settings

When apply changes is click a 
new screen will appear to show 
success, click close to close this 
message.
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Reviewing the change log

From the 3 action items beside the 
record click the blue icon with the 
white clock and arrow to view the 
change log, there you will see who 
made changes and when.

Click on this button to return to 
editing the Zone
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Additional pop 
windows for different 
types of records



Adding a new Record
1 On the setting panel 

click on + Add Record

2 A new blank line will appear at the 
top of each of the existing records

Fill the record by providing the name (this is in the format of a subdomain e.g. 
sub.yourdomain.ie, but you can just up in sub), the type of record you wish to add, its TTL 
(Time to Live) and the data you want associated with the new record e.g. for an A record an IP 
address and for a text record a string of text

4 Once complete click 
Save
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Two  popup messages will 
appear, click Apply Changes on 
the confirmation screen
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And then close
on the success 
screen
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At the top of the screen a yellow warning will 
appear to say that changes are Unsaved 
changes, you may continue to edit or add 
more records, or you can click Save 
Changes in the Settings panel
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More 
Information

For any additional queries, please 
contact our Service Desk

• Support Hours: 09:00 – 17:30 
Monday to Friday

• Email: noc@heanet.ie
• Tel: +353 (0)1 6609040




