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Welcome to Bentley 
University!
We are excited you are here…

As a new member of the Bentley community, your 
onboarding experience should be as smooth and effective 
as it can be. This Welcome packet is designed to provide 
you with some of the navigational information you may need 
to help you get acclimated. Starting a new job is not always 
easy. This information is intended to get you up to speed 
quickly and efficiently, so you can spend less time looking 
for things, and more time enjoying your new role.
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Bentley Email &

If you have not already, you will 

be receiving an email from the 

Bentley Helpdesk with your 

Workday login credentials. 

Workday is our central 

employee portal. If you have 

not received this email, please 

contact the Bentley Helpdesk 

at 781-891-2854. They will be 

able to help provide you with 

your login information. 

Account Set Up

https://www.bentley.edu/mybentley


IT & Equipment
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Equipment- Prior to your start date your 

department works with IT to determine 

what you will need in terms of equipment. 

If you are working remotely, a laptop will 

be shipped to you. If you are working on 

campus, please consult with your 

manager. *Please note this process may 

vary depending on the position.

Cybersecurity- Cybersecurity is 

everyone's responsibility at Bentley!

Check out the IT Cybersecurity page to 

learn more. 

Contact Information-
FACULTY/STAFF – Phone: 781-891-2854 or 

email  HELPDESK@BENTLEY.EDU.

Need Assistance?- Having problems 

with your Bentley computer or connecting 

to the Bentley network?  Have questions 

about how to use Office 365 apps or 

Workday?  Want to know more about the 

IT services available to you? This is the 

place to start!

https://www.bentley.edu/offices/it/cybersecurity
mailto:HELPDESK@BENTLEY.EDU
https://www.bentley.edu/offices/it/technology-services-resources
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Workday Tasks & 
HR Paperwork

❑ Direct Deposit

❑ Benefits

❑ Visa & Passport Information

❑ Personal Information (DOB, Address, 

etc.)

❑ Emergency contact Information

❑ Federal Tax Elections

❑ State Tax Elections

❑ Rights under Massachusetts Family and 

Medical Leave Law

❑ Confidentiality agreement  

❑ I-9 form

❑ SSN

❑ Prior Service Credit Form 

Once you are logged into Workday please review & 

complete the list of tasks located in your queue. It is 

important that you complete all of these electronic 

tasks in a timely manner.

Click here to access a step by 

step guide on how to complete 

each Workday task

https://d2f5upgbvkx8pz.cloudfront.net/sites/default/files/inline-files/Nov.%202020%20Step%20by%20Step%20Guide%20to%20WD.pdf
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Benefits
Bentley offers a “Total Rewards” package 
designed to attract, motivate, retain, and 
reward our employees. Our Total 
Rewards approach includes fair and 
competitive compensation, 
comprehensive benefits, career 
development and opportunities, generous 
paid time off, flexibility and work-life 
balance, a positive, engaging work 
environment and employee experience 
and a wide array of resources and 
facilities. 

Don’t forget! You have 30 days from 
your start date to make your elections! 

For any benefit related questions please 
contact Sandy Smith, Senior Benefits 
Specialist, and schedule a time to meet with 
her: ssmith@bentley.edu

For more information 

check out our Benefits

website! 

mailto:ssmith@bentley.edu
https://www.bentley.edu/offices/human-resources/benefitshr
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Parking Permit & ID Badge
Parking Permit

To register your vehicle, log in to the Bentley Community 
Engagement site. You can also do this through your Workday 
account. Log into Workday, click on the benefits tab it will take you 
to the BCE site. At the top of that page login with your Bentley 
email and password then select "Request Parking Permit" in the 
menu. Fill out the form, print the page and wait 24 hours for your 
information to be entered into our system. 

Once you have registered your vehicle online, you can pick up 
your parking decal at the University Police station. Bring the 
registration form that you printed, your valid driver's license, your 
valid motor vehicle registration, and Bentley ID card.

*Please note that if you are unable to register your vehicle online 
you can stop by the card office with your vehicle registration in 
hand and they will issue you a parking permit in person.

Working Virtually For the Foreseeable Future?- Please only register 
your vehicle and pick up your pass when you are scheduled to come 
back to work on campus. 

ID Badge

The process to get a Bentley ID is simple. One day after your date of hire 
come to the Card Office. The helpful staff will take your photo and quickly 
print you an ID. The one-day wait is to allow for your information to be 
populated into our system.

*The card office is open Monday-Friday, 7am-3pm. 
No appointment is needed.

https://bce.bentley.edu/s/1888/bp19/home.aspx?sid=1888&gid=2
https://www.bentley.edu/about/campus-map


New Hire Orientation 
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New Hire Orientation is hosted by our HR 

Learning & Development team. The sessions 

occur six times per year (once every other 

month). 

The sessions cover Bentley’s history, programs, 

policies and services.  In addition to an 

Executive Welcome by a member of the 

President’s Cabinet, presenters also cover key 

information on campus safety, diversity and 

inclusion, and sustainability, cyber security, and 

others. New Staff Orientation is also a great way 

for new employees to meet other new members 

of the Bentley community.

Due to COVID-19 our programming has 

changed from its regular format. 

https://www.bentley.edu/offices/human-resources/learning-development
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Return To Campus
Updates

The health and safety of our students, 

faculty and staff remain paramount in our 

decision-making process on reopening the 

campus. We believe it is important to 

support creative and flexible work 

arrangements for our community. Therefore, 

faculty and staff will be given flexibility in 

their work arrangements, where possible, as 

part of our goal to provide a safe working 

and learning environment for all members of 

our community.

*Be sure to continue to check the Back to Bentley 

website for additional new content and updates*

https://www.bentley.edu/backtobentley/offices


Employment Policies
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& Practices
Respect, fairness and consistency are the hallmark of 

a Bentley career. We maintain a comprehensive set 

of employment policies and procedures to ensure that 

employees know what to expect—both for their own 

behavior and from the university. This is the 

foundation of fair and consistent treatment for all, and 

thus all employees should review/familiarize 

themselves with these policies as a part of their 

onboarding.

To review the following policies please visit the 

HR Site: Policies & Practices

o Discrimination, Harassment, and ADA Policies

o Employee Development

o Employee Relations

o General Administrative Policies

o Leaves of Absence

o Safety in the Workplace

o Separation from Employment

o Status and Pay

o Time Away From Work

o Links to Other University Policies

https://www.bentley.edu/offices/human-resources/employment-policies-and-practices
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How To Guides, Tips & Tricks, & More
• Business Partners- Employees should direct all 

inquiries initially to their assigned HR Business Partner 

(except for benefits-related questions). The HR 

Business Partner will be able to resolve most issues 

and, when necessary, will consult with the appropriate 

specialist on one of the other teams. 

• Bentley's Administrative Go-to Guide- is intended to 

make doing business at Bentley easier by bringing 

together in one resource all the contacts, links, forms, 

and other tools used by administrative staff on a regular 

basis. 

• Staff & Faculty Resources- Human Resources 

supports Bentley's educational mission by supporting 

our most important resource--our faculty and staff. Our 

welcoming, professional team provides services and 

solutions to meet the varied needs of all employees, 

from employment, compensation and benefits, to 

professional development, employee/labor relations 

and more. Click here to explore what’s offered.

• Conversations about performance (CAP)- Bentley is 

dedicated to ensuring each employee is empowered to 

bring their best self to the work they do. It's because of 

this dedication that we recognize the value of 

conversations about performance as part of employee 

development and performance management. 

https://www.bentley.edu/offices/human-resources/contact
https://d2f5upgbvkx8pz.cloudfront.net/sites/default/files/inline-files/AdminGo-toGuide%20updated%2010.8.19%20%28Recovered%29.pdf
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.bentley.edu%2Foffices%2Fhuman-resources%2Femployee-resources-staff-and-faculty&data=02%7C01%7CKMANNING%40bentley.edu%7C447cd489ea8b411ae43d08d8566ce0f7%7C9030beae3cfc4788a9e2130204ff1f10%7C0%7C0%7C637354372921204462&sdata=MEQ2l02hipQCHPDErAfHm6GfIY7R28zCG%2BrqbPtaixs%3D&reserved=0
https://www.bentley.edu/offices/human-resources/employee-resources-staff-and-faculty
https://www.bentley.edu/offices/human-resources/performance-management


Continued…
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• Athletics

• Facilities

• Falcon Funds

• Holiday Schedule

• Library

• Payroll Schedule

• Purchasing

• Racial Justice Task Force

• Safety & Security

• Strategic Plan

• Student Affairs

• University Events Calendar

• University News

Looking For More? 
There is so much to explore at Bentley! Click 

on the links below to learn more about different 

departments, services, events & more.

https://bentleyfalcons.com/landing/index
https://www.bentley.edu/offices/facilities-management
https://www.bentley.edu/mybentley/falcon-funds-deposit
https://d2f5upgbvkx8pz.cloudfront.net/sites/default/files/inline-files/2020-2021%20Holiday%20and%20Winter%20Break%20Schedule_1.pdf
http://library.bentley.edu/index.asp
https://www.bentley.edu/offices/payroll
https://www.bentley.edu/offices/procurement
https://www.bentley.edu/racialjustice
https://www.bentley.edu/offices/academic-services/safety-and-security
https://www.bentley.edu/about/the-strategic-plan
https://www.bentley.edu/offices/student-affairs/dean
https://events.bentley.edu/
https://www.bentley.edu/news/university-news


Important Contact
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Information

➢ Human Resources- 781.891.3427

➢ IT Helpdesk- 781.891.2854

➢ Payroll- 781.891.2154

➢ Police (business line)- 781.891.2202

➢ Police (emergency line)- 781.891.3131
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The Human Resources Department is located in Rauch 201 (Building #7 on Map)

Here are directions to Bentley. 

Bentley University Campus Map

https://www.bentley.edu/offices/campus-map


BE A FORCE. 
To be a force is to make a difference, big or 

small. It’s about accountability, recognizing 

the need for positive change, and acting on 

it. It’s about understanding others, 

challenging the status quo, and making an 

impact that doesn't just move business 

forward but that moves us all forward. 

“
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