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MyNCR Key Management Training  

 

This user guide for Key Management in MyNCR is designed to provide Partners with basic instructions for managing keys 

via NCR’s key management experience. 

The intended audience for this guide is NCR Partner Users who access their keys online from NCR. 
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Accessing Key Management 

 
 

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

Step 2 From your dashboard, click “Key Management” in the upper left of the screen or click on the 

“Key Management” portlet. 

 

 

  

https://myncr.ncr.com/
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Checking Renewal Status 

 
 

Step 1 

 

Click on the “Renewal Status” button in the top left dropdown under “Key Management” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 2 You will see a prompt to input a ‘Start Date’ and ‘End Date’ fields to refine your search. Input a date 

range and select “Refresh”. 

 

 

  

You will then be shown a list of keys, along with their renewal status and related information. 
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Checking Upgrade Status 
 

 

 

Step 1 Click on the “Upgrade Status” button in the top left dropdown under “Key Management” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 2 You will see a prompt to input a ‘Start Date’ and ‘End Date’ fields to refine your search. Input a 

date range and select “Refresh”. 

 

 

  

You will see a list of keys, along with their upgrade status and related information. 
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Transferring a Key 
 

 

 

Step 1 Click on the “Key Transfer” button in the top left dropdown under “Key Management” 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 2 Complete all fields on the Key Transfer form and click the “Submit Transfer” button in the 

bottom right. 
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 You will receive a confirmation message that your key transfer request has been submitted. 

This request will be reviewed and you will receive additional information within 3 business 

days. 
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Viewing Brand Key Codes 

 
 

Step 1 Select the applicable keys using the checkboxes on the left side of the table. Then click on the 

“Brand Key Codes” button at the top right of the table.  

 

 

 

Step 2 

 

A .txt document will automatically be available to save to your computer. You can view the brand 

Key Codes within this document. 
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Upgrading Keys 

 
 

Step 1 Select the applicable keys using the checkboxes on the left side of the table. Then click on the 

“Upgrade Status” button at the top right of the table.  

 

 

 

Step 2 

 

Complete the ‘PO Number’ field with your desired PO number, select the number of years for 

renewal using the ‘Years’ dropdown, and then click the ‘Submit Renewal’ button. 

 

 

 You will receive a confirmation message that your maintenance renewal has been submitted. 
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Renewing Maintenance 

 
 

Step 1 Select the applicable keys using the checkboxes on the left side of the table. Then click on the 

“Brand Key Codes” button at the top right of the table.  

 

 

Step 2 Complete all fields on the Key Transfer form and click the “Submit Transfer” button in the 

bottom right 
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You will receive a confirmation message that your maintenance renewal has been submitted. 

 

 

 

 


