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Republic of the Philippines

Bepartment of Education
REGION VII - CENTRAL VISAYAS
DIVISION OF CITY SCHOOLS - TAGBILARAN CITY

Office of the Schools Division
Superintendent

DIVISION MEMORANDUM

No.

To:

[ ,s. 2021 May 20, 2021
DISTRIEUTION OF MICROSOFT ACCOUNTS
Public Elementary and Secondary School Heads
Public Elementary and Secondary School ICT Coordinators
All Others Concerned
18 Attached is Regional Memorandum No. 368 s. 2021 titled Distribution 1of

Microsoft Accounts.

2. In connection with this, may we request School ICT Coordinator to attend online
meeting and orientation on the distribution of Microsoft account of the Learner on

Tuesday, May 25, 2021 at 9:00AM via Microsoft Teams.

3 School ICT Coordinators are requested to register on this website

http://bit.ly/icttagbilaran on or before May 24, 2021.

4. The participants should have an activated Microsoft Office 365 account and MS

Teams installed to their desktop/laptop computer or mobile phones.

5. An invitation shall be sent to participants’ DepEd email address before the MS

Teams session.

6. Immediate dissemination of this Memorandum is desired.

JOSEPH IRWIN A. LAGURA PhD
Schools Division Superintendent
Office of the Schools Division Superin

JIAL/CPC/ICTU/JCM/JCM

Address: Dampas District, Taghilaran City, Bohol
e ! Telephone Nos.: (038)427-1702; (038)427-2506; (038)422-8177; (038)427-6718; (038)544-2147
* Email Address: taghilarancity.division@deped.gov.ph



Republic of the Dhilippines
Bepartment of Education
REGION VI - CENTRAL VISAYAS

Office of the Regional Director

REGIONAL MEMORANDUM
No. [} 36 ‘T, s. 2021

DISTRIEUTION OF MICROSOFT ACCOUNTS

TO z ALL SCHOOLS DIVISION SUPERINTENDENTS
ALL OTHERS CONCERNED

1. This Office disseminates CTUA MEMO 00-0521-0085 titled Distribution of Microsoft
Acccunts.

2. Also attached is the Learner Accounts Distribution Guide and Teacher-Adviser
Orientation Kit.

3. In relation to this, all Division IT Officers are requested Lo attend the ITO Meeting on
Wednesday, May 20, 2021 at SAM via MS Teams.

4. All Division IT Officers are requested to conduct an orientation with their respective

School ICT Coordinators o discuss the cistribution procedure.

5. Immediate dissemination and compliance with this Memorandum is required.

SALUSTIANO T. JIMENEZ, JD, EdD, CESO V
Director IV
Regicnal Director
STJ/CAE/ICTU/JPS

Address: Dofia M. Gaisaro St., Sudlon, Lahug, Cebu City
Telephone Nos.: (032) 231:1433; (032) 414-7399
Email Address: region7@deped.gov.ph




0365 and GSuite Learner Accounts Distribution Process

Purpose:

To have a uniform implementation of the distribution of the Learner accounts.

Scope:

All public schools within the Department of Education Central Visayas

Guidelines;

1. Distribution of the learner accounts shall be done by the Teacher-Adviser and may be assisted
by the School ICT Coordinator.
2. Thelezrner accounts shall be distributed or given to the Parent or Guardian regardiess of the
grade lavel of the learner.
3. Here are the steps to be followed before and during the distribution:
1. Division ITC to meet with the District and/or School ICT Coordinators who are Admins of the
learner accounts to discuss the process of distribution and to have them sign the EULA.,
2. If zpplicable, District ICT Coordinators will call the School ICT Coordinators and cascade the
ori=ntation done in step 1.
3. The School ICT Coerdinators will orient the Teacher-Advisers with the presence of the
cnol Head/TIC of the distribution process.

(¥}

4. Texcher-Advisers will request for a homeroom/PTA meeting of his/her class advisory.
a. Purpose cof the learner accounts
b. Benefits
c. Do’sand Don’t’s in using the learner accounts
d. Activation and instellation process
2. FAQs
I Conduct survey who are willing to receive the accounts.
5. Te cher-Advisars will request the parents/guardians to sign a consent form.
6. Nczethatonly parents/guardians who signed a consent form will be given the learner
gcoounts.
7. Toefollowing will he the manners of distribution:

Learner accounts w Il be given during the module distribution.

5. Learner accounts will be given via email to the parents of online students/learners.
(parents will be ask:d to acknowledge receipt via email}

8. Te cher-Acviscit will conduct monitoring and assessment of the distributed accounts.



Attachment ¢ M 2001 — Bistribution of Microsoft Accounts

Teacher-Advi: .r Orient=in: Guide

Purpose of th= lzarner zccoiint:

The learnera suntwas o 24 as part of the education delivery. These are aducation licenses
specifically for “he use o7 v £,

Benefits of having a lezrnar iccount:
With the lear:. -~ accourt, . learner will be able to:

1. Uset: Office 777 = plications online and offline. Each learner can install Office 365 in 15
devic (5 lapte -0z, 5tablets, 5 phones). No need for the parents 1o purchase a licensed
Office -pplicati

2. Use of 3Suite a- »lic ions under the Depkd domain.

Dosand Don' whenusing e lsarnar account:

DOs

1. Dous. ‘heacce r<zhool related activities only.
2. Doal s obse " etiguctte when working online.,
3. Doproizetyour-:li s am cyberattacks by being cybersmart.
4, Docr ‘nueto he fzatures of the applications to maximize the benefits.
5. Do ey ! €rzccount after using it especially if vou are accessing it from a
on e
6. Dot Vour a cradentials safe.
7. Do us. “urrent 2le profile so the teachers can recognize if camera is off.
8. Do = the © time to maximize the new features.
5. Dot the ¢ “iozetreminders of classes and tasks.
DON'T’s
1. Doq | ceount credentials to anyone.

“ernate email or mobile number.
" too often while class is ongoing uniess audio does not work.
natofficial accounts can have access for, it might result to class
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Attachr
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" — Disrribution of Microsoeft Accounts

Ast JCess
ice
=0 - ondtemnorary password.

1 ned 1o update the password by providing the Current and New

Jie ew password.
b5 wsivord, you will be asked to set up your accounts recovery option
din. Howving:

-

Mo!
i email — personal email that is secureg
¢ 7o stay signed in.
d your account once you see the Office 365 dashboard.
zatic -zd online. You will need an internet connection for you to use the
ns. Fc has provided each learner a sunsciiption that will allow you to
r.hlet, or phone.
laptop, tablet, and phone, make sure that your laptop
ns required (see COMPONENT REQUIREMENT). To install,
»nection and follow these steps:
63 .. click on the Install Office button at the tap right side of your
=2 ”
@ ;'5, an exe file will be downloaded. By default, the file is saved
- you may find the file at the bottom part of the screen.
aded exe file.
0N process.
g w . o2ing installed.
154 © 7 in 30 minutes depending on the speed of vour connection.
e g/ /bitly/3webAGE)
.0 GHzorfaster, 2-core. 2 GHz or greater recommended for
1888
rocessor
Ve
£ GB RAM; 2 GB RAM (32-bit)
S RAM
i i

GB of available disk space
of available disk space; HFS+ hard disk format (also known as
fed) or APFS Updates may require additional storage over



Attachm: Lation of Microsoft Accounts

ndows 10 SAC, Windows 8.1, Windows Server 2019, or
2016. Please note Microsoft 365 Apps for enterprise will be
‘indows Server 2019 or Windows Server 2016 through October

‘he three most recent versions of macOS. When a new version
:sed, the macOS requirement becomes one of the then-current
‘L versions: the new version of imacOS and the previous two
est experience, use the most current build of any operating
necified above. Product functionality and feature availability

ron older systems (Search Lifecycle Policy).

“on of Microsoft Edge, Internet Sxplorer, Safari, Chrome, or

‘rience with video calls and online meetings, we recommend
¢ that has a 2.0 GHz processor and 4.0 GB RAM {or higher).
'video camera, a microphone, and an audio-output device to
'ing and meeting features.

Frequent!
1. Wi
e spacifically for the use of Denkd.
! password) that will be used to access and install Office 365
2. v
2ry.
r collaboration with teachers and learners.
31, WAl ' raccount?
“will use your name, LRN, grade level and school ID.
4 V_:
d suite of productivity apps which includes Microsoft Word,
te, Qutlook, Forms etc.
5 WV 57
lice 365 allows DepEd to store all the files in the cloud.
ir faverite Office applications.
6. C

2anersan A3 Studentaccount which allows for the installation
our laptop/MacBook, tablet, and phone.
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Sepublika ng Nilipmas

avan ng Evukaspon

nan ng Pangalawang Kalihim

:ctors

sion Superintendents

and Division IT Officers, and School ICT
nators

JON OF MICROSOFT ACCOUNTS

wretury for Administration {OUA) is spearheading &
isinz Microsoft Teams as the official platform,
wvent for graduating Grade 12 learners and their

- upcoming online events. all Regional and Divisior
pordinators are directed o ensure the complete
« Microsolt 0365 accounts to leaching and non-

s under thelr respective scopes.,

Grade 12 learners and their teachers who should
d activated by May 28, 2021.

I be conducted for a briefing on this initiative and
| be released in a separate memorandum.

aet Kathleen Aisa R, Bandiola of the ICTS-User

I at kathleen. bandiolaadeved.gov.ph . /,,._q_&‘
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ALAIN DEL B. PASCUA-—"
Undersecretary

e Undersecretary for Administration (OUA)

Bafarmiitn o (i 3 Jiniciogy Scrciee (ICTS;
201
sufety Office (OSSO

Serpiee f e et

» Avenue, Pasig City
. (+632) 86337203, (+632) 56376207




