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Objective 

The objective is to improve our Swap Processes for all customers by removing the need for them to 

raise support tickets simply to unbind a Terminal/TID from the outgoing serial number (i.e. a 

broken/faulty terminal). By adding a “unbind TID” function within the ‘Payment Gateway’ ‘EMV 

Terminal’ Section of the Merchant 3C Portal, those merchants who have the required access rights 

can now unbind a terminal within the Portal. 

This will reduce the reliance on Planets Customer Support teams as Merchants can now self-manage 

their estate, thus, improving the terminal swap process.  

Only users who have been granted the ‘Unbind’ function via the 3C Portal ‘Master Admin Account’ 

account will be able to “unbind” a terminal via the 3C Portal, all other users’ access is restricted, by 

default.  
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1. Logging in to 3C Portal 

Prior to completing any task on 3C Portal. The user must login via the home screen. 

3C Portal 

The Merchant must login with their: 

1. Customer ID 

2. Username 

3. Password 

 

Upon successful login completion, the user will be presented with the below screen. 
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2. User Access Enabling Unbinding Functionality 

Not all users will have access to Unbind terminals.  

Should a Merchant wish to grant access to user, their permissions must be enabled via the ‘Master 

Account’ section on 3CPortal. 

Note: Only Users with “Master Account” permissions set to “TRUE” on 3C Portal can enable the 

Unbinding functionally for additional users by following the below steps 

1. Select Master Accounts. 

 
2. Search by username. 

 

3. Select ‘edit’. 
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4. Users will be presented with the below.  

 

5. Select the ‘Payment Gateway’ tab. 
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6. To enable a user to unbind a terminal, the Master account user must tick/select ‘Unbind terminal’ 

function and select ‘update’. 

a. Unbind terminal function (1) 

b. Update (2) 
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7. Upon selecting update – 3C Portal will display ‘User updated successfully’ > Select ‘OK’. 
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3. Unbinding functionality via 3C Portal 

1. Select ‘Payment Gateway’. 

2. Select ‘EMV Terminals’.  

 

3. You will have the option to search by the following parameters: 

a. Search by location (Instance Terminal ID) 

b. Terminal ID or 

c. Terminal Serial Number 

4. Select ‘Search’. 

By selecting ‘Search’ it will display all the merchant’s list of terminals. 

 

5. 3C Portal will display the list of terminals 

6. Under ‘Actions’ users will see the ‘Unbind Terminal’ function per terminal. 

7. To unbind a terminal, Users must select ‘Unbind Terminal’ and select the green tick.  
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8. Users will be prompted/presented with the below screen asking them to confirm that they want to 

unbind a specific TID number.  

 

9. Users will need to select ‘Yes’ should they wish to proceed with unbinding a TID.  

 

10. Assuming the unbinding is successful, users will be informed, and the below message will be 

displayed. 

Note: Should a Terminal ID (TID) not be bound to another terminal serial number by 23:59 on the 

same day, the old serial number will rebind to the original Terminal ID (TID) during the overnight 

TMS call processes which terminals do sometime after midnight each night.  
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11. Under EMV Terminals a user can see when a terminal was last unbound and who completed the 

task.  

a. Date (YYY/MM/DD) 

b. Time (HH:MM:SS) 

 

12. Should a terminal be unbound via Integra Portal, (Internal platform for Planet employees only) the 

last unbinding will display ‘PlanetAdmin/user’.  

 

13. If there is no Serial Number bound to a TID and there is an attempt to unbind the TID, the following 

error will pop up on screen.  

 
Should this message appear, the user should check that they are trying to do unbind the correct 

terminal. If the terminal ID/Serial number is correct, then the terminal is already unbound and can be 

initialized. If the initialization fails, the user should contact Planet Support to have the issue investigated. 

 

14. Should a user log into 3C Portal and not complete any actions, 3C Portal will automatically log the 

customer out after 15 minutes.  
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4. Contact us 

 

 

 

 

Need help? 
If you have a technical issue or need support troubleshooting, please check the  

relevant portal for assistance. 

Our Global Support Team will be glad to help. 

Visit www.weareplanet.com/support 

Disclaimer: 

The procedures included in the document are only valid for brand new terminals. 

Terminals used beforehand may behave differently. 


