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Feature Overview 
The Optus Loop Admin portal provides real-time management of your phone system together with other 
Unified Communication features. 
 

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 Sign In 

 
 

Dashboard 
The Dashboard gives you an overview of Optus Loop options including an Inventory of all the Optus Loop 
features.  The Dashboard makes it easy for Administrators to view all services, users and numbers at a Company 
or site level. 

1. Select from any of the available Menu options (Numbers, Devices, Users, Advanced Services, 
Analytics, Reports, Profile) to navigate through the features. 

2. Select your site from the Site drop down menu 

3. Change login details, Company Profile and create Admin logins from the drop down at the right 
of the screen 

 

https://loop.optus.com.au/rep
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Quick Start 
 
The Quick Start area of the Dashboard provide you with 4 different wizard which let you follow the prompts to  

• Set up a user – setting user features for a user 

• Configure options for Handling Incoming Calls 

• Add a phone – adding a new phone to your site 

• Set up Office Hours – setting up an office hours schedule which can then be added to Call Queues or 
Hunt Groups to route calls at different times of the day 

 

Numbers 
 

This is where you get an overall view of all Company numbers, Users numbers, Call Queues, Hunt Groups, Auto 
Attendants to name a few. There are 2 tabs in the Numbers menu, List by Number and List by Service. Making 
changes are easy from this Window. 

1.  Select your site from the Site dropdown 

2. Click on the Numbers menu to view the information 

3.  Enter search criteria into the Search field to display certain criteria 

 

 

 
Station Inventory displays a list of the Stations (Licences) you have. 



Optus Loop REP Admin Portal Overview 
   

Optus Loop – Overview of REP Admin Portal                3                                                                        15/10/18 

 

 
 

Devices 
 
The Devices menu display all the devices you have assigned to your company, i.e. Optus Loop Tablet Client, 
Mobile client, Desktop client, Yealink and or Panasonic phones. 

1. Select your site from the Site drop down menu 

2. Click on the Devices menu to view the information 

3.  Enter search criteria into the Search field to display certain criteria 

 

 

Users 
The Users menu lists all the user you have in your company. 

1. Select your site from the Sites drop down menu 

2. Click on the Users menu to view the information 

3.  Enter search criteria into the Search field to display certain criteria 



Optus Loop REP Admin Portal Overview 
   

Optus Loop – Overview of REP Admin Portal                4                                                                        15/10/18 

 

 

 

Advanced Services 
The Advanced Services menu lists the advanced features that can be configured for your Company.  The 
configurable options are grouped under headings Call Routing, Site Package Settings, Productivity Services and A 
La Carte (depending on any additional options a particular site may have purchased) . 
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Analytics 
View Analytics to get an analysis of Call History and Usage in Minutes or Calls.  Click on the drop down arrows to 
filter special criteria 
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Reports 
The Reports menu lets you select to run reports on Auto Attendants and Call Queues. 

 
1. Select your site from the Site dropdown 

2. Select the Reports menu 

3. Select the Auto Attendants or Call Queue/s 

4. Select a time frame for the report 

5. Click the  to display your report 
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Profile 
 

View site specific information from the Profile menu to get an overview of site contact information, numbers 
Directory Listing and Notes. 

 

 

1. Select your site from the Sites drop down menu 

2. Select the Profile menu 

3. Click on the relevant tab at the top of the menu to make your change 

 


