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MyNCR Changing Orders  

 

This user guide for Changing Orders in MyNCR is designed to provide Partners with basic instructions for changing 

orders via NCR’s order management experience. 

The intended audience for this guide is NCR Partner Users who track orders online from NCR. 
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Accessing Change Orders 

 
 

Step 1  Log in at https://myncr.ncr.com/ 

Step 2 From your dashboard, click “Start Ordering” in the upper right of the screen or click on the 

“Place Order” portlet. 

 

Step 3 The online ordering application will open. If you are authorized to place orders for more than 

one legal entity, you will first choose the desired legal entity on the displayed pop-up window 

by clicking on the Customer Name. 

 

 If you are not associated with multiple legal entities, you will not be presented with a choice, 

and instead be taken directly into the Online Ordering application. 

 

Step 4 

 

Select the Change Order button in the top right of your screen to enter the Change Order 

application. 

 

 

 

https://myncr.ncr.com/
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Add Features to Keys 
 

 

Step 1 Once you have entered the Change Order application, select Add Features from the 

‘Change Order Type’ dropdown. 

 

Step 2 To add features: 

1. Enter the applicable Key number 

2. Select the corresponding catalog 

3. Click the ‘Continue’ button 
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Step 3 Select the features you would like to add and enter the appropriate quantity in the 

‘Additional Features’ column. 

 

  

Once complete, click the ‘Continue’ button at the bottom of the screen. 
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Step 4 Review the change order and click the ‘Continue’ button if everything looks as 

expected. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5 You will receive a confirmation message that your order has been submitted, and a 

reference number for tracking purposes. 
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Replace or Split Keys 
 

 

Step 1 Once you have entered the Change Order application, select Replace/Split Key from 

the ‘Change Order Type’ dropdown. 

 

 

 

 

Step 2 To replace or split Keys: 

1. Enter the applicable Key Number 

2. Select the corresponding catalog 

3. Click the ‘Continue’ button 
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Step 3 Add a Blank Key to the ‘Key 1’ column (and optionally, the ‘Key 2’ or ‘Key 3’ columns). Select which 

features to split or add, just like you would on the Add Features screen. 

 
 Once complete, click the ‘Continue’ button at the bottom of the screen. 
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Step 4 Review the change order and click the ‘Continue’ button if everything looks as 

expected. 

 

 

Step 5 

 

You will receive a confirmation message that your order has been submitted, and a 

reference number for tracking purposes. 
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Combine Keys 
 

 

Step 1 Once you have entered the Change Order application, select Combine Key from the 

‘Change Order Type’ dropdown. 

 

Step 2 To combine Keys: 

1. Enter the applicable Key Numbers in ‘Key #1’ and ‘Key #2’ (‘Key #3’ is optional) 

2. Select the corresponding catalog 

3. Enter the replacement Key in ‘Replacement Key#1’ 

4. Click the ‘Continue’ button 
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Step 3 Select the features you would like to combine and enter the appropriate quantity in 

the ‘New Key’ column. 

 

 Once complete, click the ‘Continue’ button at the bottom of the screen 



MyNCR / Online Ordering User Guide 

 

13 

 
©2022 NCR Corporation. All rights reserved. NCR – Confidential 

Use and Disclose Solely Pursuant to Company Instructions 

 

Step 4 Review the change order and click the ‘Continue’ button if everything looks as 

expected. 
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Step 5 You will receive a confirmation message that your order has been submitted, and a 

reference number for tracking purposes. 

 

 

 


