OPTUS Configure Hoteling

Hoteling - Overview

Hoteling enables a user’s phone profile, including phone number, features, and calling plan to be
temporarily loaded onto a shared (host) phone.

Hoteling is comprised of two features: Hoteling Host and Hoteling Guest that work together to allow the
customer to designate specific phones (hosts) that users (guests) can temporarily log into and use as their
own phone. When a guest logs into a host phone, their user profile is automatically transferred to the
device. The host device then becomes the user’s primary device while they are logged into it

Signing In
1. Enter the url https://loop.optus.com.au/rep

2. Enter your Username and Password (provided to you by Optus).

3. Click SignIn
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Configure a Hoteling Host

1. Select a Site from the dropdown menu

2. Go to the Assignments menu
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3. Select Mac Address from the first dropdown field

4. Search for the Mac Address of the device you want to set up as the Host device

5. Click Edit on the user | # Edic
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6. Select Device from the menu options
7. Tick the Multi User Phone (Hoteling Host) check box

The device will now be enabled as a Host phone
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If you want to limit the time a Guest user can associate with a device:
8. Tick the Limited Association Period check box
9. Select the Association period in Hours

10. Click Save
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Configure a Hoteling Guest
1. Go to the Assighments menu

2. Select a Site from the dropdown menu
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3. Select the List By User tab

4. Search for the User that you want to associate as Hoteling Guest

5. Click Edit on the user | # Edic
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6. Select On The Go from the Menu options
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7. Click the switch to ON &7

8. Select Save
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@ Call Forwarding Hoteling Guest provides a transportable guest profile which allows a user to temporarily log into and use a phone designated
as a Hoteling Host as their own phone.
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Note: A User with a Hoteling Guest profile can now go into their My Phone portal and associate their
profile with an available Hoteling Host device
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