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MetroGuard ™ Handset Protection User Guide
Access the Online Payment Center login screen at the following URL.
https://www.qpay123.com/wqvps/mainapp.aspx
Your Internet browser displays the following screen.
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Enter the User Name and Password in the appropriate fields and press the LOGIN button. If the login screen also displays the Branch field, then enter that information as well. 

Note: This screen contains four links, as follows:

* Change Password – click on this link to change your user password.
* Qpay Corporate Website – click this link to see Qpay’s official website.
* Terms of Use – click this link to read the Qpay website user agreement.
* Need Paper – click this link to see promotions on paper via Qpay. 
Note: You can only have one open browser of Qpay’s Online Payment center. In case you open two browsers of Qpay’s Online Payment center, the following message is displayed: “You can only have one open browser at once”. 

Note: If you fail to correctly enter your user name and/or password, the following message is displayed.

[image: image3.jpg]Windows Internet Explorer

‘ Error: 1121, [35] The username or password entered i incorrect
Please veify and re-enter. I s presist please contact the helpdesk.







Click OK to verify and re-enter. After you log in successfully, the MetroGuard Main page displays, as follows:

[image: image4.jpg]Transactions

Handset Protection

Provid

WetroGuard E

Enter Claim ID:

e——=

Enter Phone Number:

———— 4
—





Notice that the above screen recognizes the user who has logged in as well as the respective branch ID (in this case it is “71000008”, corresponding with user “kjohnson”) displayed in the upper right hand corner of the screen. 

The branch must have permission to access the MetroGuard service products in order to make service payments.  This may be set-up via the Qpay Control System. The screen displayed above falls under the Transactions tab. (Additional tabs include Search/Cancel, Report, Preferences, and General Information.) 

If MetroGuard is not displayed in the Provider field (left pane), continue ahead by clicking on the drop-down button next to this field.
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Select MetroGuard (as shown above). This provider is inserted into the left pane Provider field. The Qpay system also inserts provider-related graphics and promotional information at the top of the screen.  If you prefer to select the provider by clicking on the Show All Providers button, however, then the browser displays the following screen.
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Click on the provider you wish to select. In this case, select the MetroGuard icon. If the page you are viewing does not contain the MetroGuard icon, then use the Previous and Next links at the bottom of the page until the icon is located.

The browser redisplays the MetroGuard Main page as follows:
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Enter the Claim ID and Phone Number (located in the right pane of the screen) to process the claim.
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Once the number is entered, click the Go button.

If the Claim ID and Phone Number are both recognized by the MetroGuard system, continue with the Verification Page. Otherwise you will see the following error message displayed, indicating that the system does not recognize the information you have given:
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Click OK to close the Error Message. At the MetroGuard Main screen, re-enter another (valid) Claim ID and Phone Number as follows:
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Click Go to submit this information to the MetroGuard system.  
The Verification page is displayed when both the Claim ID and Phone Number are recognized.
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Carefully review the information in the Verification page. 

If everything is alright, then click the Confirm Claim button to continue. 
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The Payment page is then displayed.
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Notice that all of the customer’s information is listed in the left pane:

* Customer Name
* Phone Number
* Claim ID Number
* Shipping Name
* Shipping Address
* Shipping City, State, Zip Code
* Replacement Make Information (see Accessories)
* Replacement Model Information (see Accessories)
* Replacement Color Information (see Accessories)
Notice that all of the payment-related fields are displayed in the right pane:

* Payment Amount (with View Details link)
* Convenience Fee
* Total to Collect 
* Payment Method
* Amount Received
* Change Due


To view the available View Details Pop-Up window that summarizes the Total Amount to Collect, click on the View Details link just beneath the Payment Amount field.  

The Qpay system displays this window as follows.
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Verify that the information in this window is accurate, and then click on the Close button to return to the Payments page. To print the information in this window, click on Print or Print with POS (Point of Sale) as needed. 

At the Payments page, complete the following fields.

1. Payment Method - click on the button of the drop-down box to see all the available choices for the Payment Method.

2. Amount Received – enter the amount you have received from the customer in the payment form specified in the Payment Method field.

Note: Press the Tab button to see the Change Due amount you must give to the customer. 
Review all information you have entered in the fields listed in the previous step and click the Make Payment button to process the payment.
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If you click the Make Payment button without correctly entering information in the Payment Method or Amount Received field(s), an appropriate error message is displayed informing you of your error.  Make necessary corrections before clicking Make Payment again. Remember that you can only complete the Amount Received field when your user settings and preferences allow for you to enter data into this field. 

If you click the Make Payment button and there is already, in the system, another equal and uncancelled payment with the same field values (specifically, Payment Method and Amount Received), then the system displays the following error window (see next page). Click Close to return to the Payments screen and enter non-duplicate information. 
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If you have set up your user preferences to require user and password confirmation as the Make Payment button is clicked, the browser displays a pop-up window asking you to enter your password so that the payment may be processed, as follows.
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Enter your user password and click the Make Payment button.

Note: The system displays the following warning message if additional security options have been selected in User Preferences. 
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Click the Make Payment button to continue ahead with the payment process. 

The Transaction Confirmation screen displays as follows.
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Notice how this screen displays all Customer Account information related to the transaction:

* Payment Confirmation Number
* Customer Information
* Shipping Information
* Replacement Information
* Payment Information

Note: The above screen displays confirmation for each product that has been purchased.  
Your right-pane listed options in the Confirmation screen are: 

* Print Receipt in English (click button in Right pane) 
* Print Receipt in Spanish (click button in Right pane), and/or 
* New Transaction (click button in Right pane). 

Note: Before the print options are selected, make sure to load your printer with paper to print out a physical copy of the receipt.
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You may also decide to view the Payment History for this account. Click on this button, which is displayed in the lower part of the left pane of the Confirmation screen.
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Note: The Payment History Window includes both MetroGuard AND MetroPCS payment histories (as displayed above). 
Click Close to close the Payment History Window.

If for some reason the system will not allow you to process the Make Payment request, the following screen is displayed.
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Click OK to close the warning window and return to the Payment page.

Cancellation Policy

When you (the dealer) determine that a payment transaction must be cancelled (for example, the customer fails to pay or has paid and suddenly wants to cancel), you must contact Asurion directly by e-mail or phone, as per the information and instructions they have given you. Asurion alone determines whether the payment transaction may be cancelled. Asurion should be able to make that determination immediately, and Asurion will contact Qpay regarding this matter. Regardless of whether the payment transaction is cancelled, you (the dealer) do not have to contact Qpay in any way regarding this matter. 
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