
Working Remotely Checklist 

Here are some items to consider when planning to work remotely. 

1. Can you access the files and applications that you will need while working from 
home? 
 Can you login to portal.office.com to access Bentley’s full suite of Microsoft 

Office 365 apps, including Outlook, Word, Excel, Teams? 
 Can you access all the files that you need that may currently be stored on your 

laptop hard drive? OneDrive, Teams or SharePoint? 
 Can you access the applications that you/your department uses to conduct daily 

business, teaching, and/or research? 
 If you are one of the few Bentley staff or faculty who require VPN to do your 

work. Do you know how to use it? 
 If you require printing, scanning, and/or faxing, is your home working 

environment properly equipped?  
 

2. Do you need access to your office phone and voicemail?  
 Have you forwarded your Bentley office phone to your home phone or mobile 

phone? Follow the instructions here. 
 Do you know how to remotely access your voicemail? Follow the instructions 

here. 
 

3. Are you using your office desk phone for DUO?  If so, when working remotely you 
may not be able to get your DUO challenge.  Consider forwarding your desk phone to 
your cell phone or changing your DUO settings. 

 
4. If you are a faculty member, do you know how to access and use resources specific 

to teaching and research?  
 Do you know how to use and access Zoom?  
 Is your computer setup with a camera, microphone and appropriate speakers? 

 
5. If you will be using your own home computer are you prepared? 

 Is your operating system, Mac or PC, patched and up to date?  
 Are you running current anti-virus software?  
 Can you login to portal.office.com to access Bentley’s full suite of Microsoft 

Office 365 apps, including Outlook, Word, Excel, Teams, etc.? 
 Have you uploaded the files that you need that may currently be stored on your 

local hard-drive to OneDrive or Teams? 
 Can you access the applications that you/your department uses to conduct daily 

business, teaching, and/or research? 

https://portal.office.com/
http://outlook.com/bentley.edu
https://teams.microsoft.com/
https://bentleyedu-my.sharepoint.com/
https://teams.microsoft.com/
https://bentleyedu.sharepoint.com/
https://my.bentley.edu/
https://d2f5upgbvkx8pz.cloudfront.net/sites/default/files/inline-files/VPN_Staff_and_Faculty_Instructions.pdf
https://d2f5upgbvkx8pz.cloudfront.net/sites/default/files/inline-files/Managing%20your%20Bentley%20phone%20while%20remote.pdf
https://d2f5upgbvkx8pz.cloudfront.net/sites/default/files/inline-files/Managing%20your%20Bentley%20phone%20while%20remote.pdf
https://d2f5upgbvkx8pz.cloudfront.net/sites/default/files/inline-files/Managing%20your%20Bentley%20phone%20while%20remote.pdf
https://d2f5upgbvkx8pz.cloudfront.net/sites/default/files/inline-files/Managing%20your%20Bentley%20phone%20while%20remote.pdf
https://guide.duo.com/
https://docs.google.com/document/d/11tvCu0GbibOyIsQKpKltXsQW9bhn9-Jx26m4VJKYN50/edit
https://support.apple.com/en-us/HT201541
https://portal.office.com/
https://portal.office.com/
http://outlook.com/bentley.edu
https://teams.microsoft.com/
https://bentleyedu-my.sharepoint.com/
https://teams.microsoft.com/
https://my.bentley.edu/

