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DIVISIOII ffiEMORAI{DUIE
t'to. 33 , s. 2st3

To: Public trlementary ald sec*ndarv s*haor Heads
Teaching arrl Nan-?eachir:g prrsonr:el
SllO Personnel
All Others Crxcerned

DISSEMIITATIOT OF *[81}f ORAIIDUM SO. OUA-OIIT.O 1 1O23_O 1 O RE:lt{rceoscFT A65 As0Pnor
For the infor:natian, guidancr, ar:d ccmpliarce of alr concerrred, encroseci isx{e,rcrandurn No. ouA-ouT-011t}23-0ro eg, rutcrosort 3s5 Acroption.

Imrnediate dissemir:ation of t&is L4emorandum is hereby enjoined.
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Putrlic Elemrntary ar:d Seconclar:, School Heads
Teaching and irlon-Teachir:g prrs*nnei
SDO Persorrnel
All Others Concer:red

DrssEMrlTATrOlr oF. rfiEH$RAiSDtnE !ro. otrA_otI?-t) t 1023_O I O Rt:
1T{ICRSSCIFI 365 ADSPTIOIT

For the iafcr:nation, guirlancr, antd campliaace clf ali concemecl, enciosed isMemorandum No. ouA-our-CI110?3-0to ng: Micr*sort 36s Ad*ption.

Imr,ediate disserni*atian orthis Mem*ran<lum is hereby enjoined.
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ar3.

ndersecretary for Atiministration

The Department of Educatiffr {DepEd} pmrrides tools aild servies forits employees,
teachers and students that promote a cuttum of col&eborat*rn and communication
and improve performance of ta,sks. Ttre DepEd obtaiaed these toots and sewices in
tlre intere*t af education and pr:.blic mrrriee"

Tofurtlurmaximizet}eseprductivitJr tcols,we*uuldtike toreiterate thatall kpEd
employee* are provided with lilfausoft BfS amrmts such as:

a. Eftcrctoft Outlook An email and calendar application.
b. If,crd: A word. proce$$ing tosl that allosrc user to cteate, edit ald format

tert document*.
E-cel; A spread*heet bol for oryanizing and anatyzing date.
h*nrForut A tool for prcducirg md editlng slides and preserrtations.
oneilote: A digitsr notebook far takiilg notes, orgnnizing information, and
collaborating with otlers.
Teaor: A communieatinn a*d collaboration platform for chat, video
mnftrencing, aatl fitre sttfffurg.
Onollripe: A cloud $tsrage strr'ice fm *torirg and sharing files"
Stsre-"olni: A web-ksed mllaboraflon ana aocument management
platform.
[tcmcoft Fotrmr: A tool for creating sul?eys, quiz*s, and polls,

fl*mla A task alld grojoct rnanagem€nt tcol.

As to otlrer DepEd personael without @eped"gon.ph Micrcsoft affiirtts, t11ey will
receive their Micmsoft usertutmr and temlmragr passrmnd ia their reslrectine nepEd
Gmail accounts or or tcfonc 2? Jannsqr *OC3.

Gf&** ef t** #a**re**reta4r &r &*re3rct**rcffs*r
ilep*rtrneat *f Hde*ati*r" * f*ratrei S#*e, €*.*ars E*Sr S*EE Ftr+er ffia&r*r:i EaeiEdixg

&{ersl** &a*&ue, Pa*ig*iry; trendt*cce SSSS-E?**
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AIIwsshatr si8Ftotothcir}[krocoft 365 acwunt d@usqs crto arc sigdng in frr tt t*l.t*. -]r"tr'ffit *n i, aeur pr.mrorrr forMicrosorft s6s and searp atr r,espectiw-.rf_-*rr*T;qryrd reset by prwidingtlrcir mobile ntrmber, attcmate p"fu"r email aaares.iarrdfor ansrri.s'tJsecurityquestions' Ttre nerrpasmrd usca ror.qgd"g-ir, -lddL 
"r"q" kept safe. $houtda user forget the psswordfor uicrwft-g6s]th-y;Ar*q"*st for a n$y Inu"wordth -'

Further, please be infarnred ttrat starting r Fcbmr*y 2{t llr, aII Dep&l personnel willbe able to rrceirre and send eoraits tnrough tlreir re*pective [icmrort outroo&{outlookoffice.mm} rccaunts usirrythe same ernail address.

In this reIIB'rd' atl DepEd pamon:rel and offEcials are reminded that the use rf theseaccounts shalt be foreducatiural pryq apdlar trreperrormanm of ofiEcial dutiesand responsibilities._ The se*ri,n&t srsu l**oase- aominion o*r-.'-o.pnaaccount$ and over all data, Inaterial, ana inrsrf,ilauorr r***ira, traasmitted, storedor ottrerrdse processed ttrmugb the serr*ce.

Morecver, aII persoarxl are also rmfuded that disciplinsryactions such as amountsuspensioa and othe-r regal remedie$ meJ. u iiitiateo agairct anlrone foundresponsibre for violatinfi thf acaeptabte u$e of- the Depgd accounts.
Thc Certral Oflie, all Rqioual Offim !RO*}, and all Schoals Division 0ffices {SDOs)shall eetablish thcirrespective helpd{$i. *riiur"l*** to u"peort their personnel.

Fcr further queries or cJarificatir:ns, all mnermed. Depm personnel frorn variousgoven,ane level mayraise theirlesum and coacerne dt}E folloring:

A sehe&,le of urebinars-regarding trairings ta be mnducted and s*pport materialswill also be provided by-the r&s * uier supeot Hri*ion to be available atS*aqt &*t.8qr**pff FfiS6ffiplrqrq.

Imrnediatc dissmrination of and strict cmpliance to tllis memorandum is directed.
Thankyou.

*"__:_,ffitrffirrcfiJi;
Ce*tr*i *fEr*

ICIS * User SupffiDieision



Srg*btir of ttle ggitiBpix*r

Bs*erts?s*$t *f €keirstf*s

s.€# s * E*83

DepEcl MSMORANDUM
No. 2?? , s. 2A12

GI'IDEI,ff{ES Olr THE USE Or ?TTE DBPED CUAIL STAIIICT
To: Undersecretariee

Assistant $ecretaries
Bureau Direetors
Dkectors of $errices, Cent*ra and Heads of Units
Regional Directars
Schools Division/ City Superinturdents
Heads, pubric and hivate Elementary and secondar5r schoolsAll Others Concerned.

1' To aehieve thl:nucr objectives-of eahancing tbe lxisting media of commurrication,promotlng a serse of identtty, ,rrd f$r"a"s;o,iil of collaborafian, the Department ofEclueation {Dep&D issues tn* cota*nlr*;oth"-Ir"e af.the D*pEd Eunll serriee tooperationali* e: use of B* *pgd E?ajl@e h.f:*l to DepEd Order No. BS, s.2ol2 eatitled *,liry onthegscaari*menr af Depw.Em,,*seruice

2' Ttre enclosures contain the falrowing guidelines fcr reference:

Enclosure No' i - Guidelines on Registration for deped.gov.ph accounts; andEnclosure No' 2 * Guideli*es o,r th*"A.;*pk;i;use of deped.gov.ph acccunts.
3' These guidelines shall remain in force a,,d in efrect until such time when they udilbe rescinded or anrended- ttiu nfi*rt*rnt through tr.* om** ortrre iecanicat $ervice gs]*f #*"*"-'il,ffi H-Xffi l*ffiag1 #ffi ,,.'r***ry, ; ;;s as consistencv

4' Any concern on pgse guideiines shsil be directed to the office of the Directar, Ts,
:;,1",Jr,.#r$-?r* tcot ttriush e,od "id*@ or ar terephone

5' Immediate disseminatkru of this Memcrandum ie desired.

Secretary
FS*

i

€s

%



&Gbfill tro. I to DcpEd Xcuorudu trlo,Qfif, * 2Ot2

f'trrDriLrlrDs or REGIgrRarror FoR d@.g,w.p'oaccour{Ts
1, Rolec ard RepoacibflIfie*

a- Eupcr 4dnialctr.ato*' The fulI syetem administrators shall be assigned bytlre secretary' They shall have complete acceas to t].e deped.gou.phcontrolpanel aad all adminisb:ator actions.

b' rcr adilitisttltorE' The c€ntrql office, each regionat office, and each divisionolfice shall assign an ICrr administrator i" G-i" charye of t]re admi*istrativemaigtenance of users and groups in their r**picuoe area of respcnsibility.
c' Pereonnel offcea The cerr&al office, each regional office, and each divisionoffice shall assign a Personnel or aamioi*t"ative ofrcer who will serve as theautJ:orized ofr.er for creation ana aeactivation of account*,
d' Helpdcs*' Troubleshooting and other technical concerzls relative to the service6'hall ukewise.be addresseE by the TechniJs**i"u ffsl, in coordination with

. otlrer assigned employees of de Oepartmen; --'

2. Ae*tgnaent

a. All peruranent employees of this Departnent shall.be-assigned a dcped.gou.phaccount which can be accessed ttrrough

b' consultants and personnel under coatract of serrrice may be assigned theirrespective accorrnts upor the request of their immediate heads of the unit and*ubjcet ts *1e d'is*r*tion ana sppisq.{uri *"pcr u*ministrators" The requEptseh*il be based on the "*iuHi[i said individrrfi; for official enrail accounts inthe performance of their dufi*u. 
-

c' All users reifi bs divided into t-hree domains ia the administrative panel:employees; consultants; and **t 
""t* "i"orri**. 

*'

t' 
ff"-{"f* T*on 

accounts assigned will adhere to the following narning

<first name,>.<rast name@deped.gov-pfo for regurar emproyeeo;<first,r.*:1". 
"l*s o*or* frol;"fi#dd;.gov.ph forconsultants; and

<first name>.<rast name@cos.deped.gov,ph for contracts of service.
Email addresses following a diserent naming convention, assigned as an arias,will be assigued 

Ypoll thI requesror tuu u*i*;i;; and rrill be *ubjected tothe discretion and approo*f oitfr* *"p* administrators.

olfices which need an email address rrill. be assigued a distribution list, with itsemployees who aeed to communlcatg using til ;;;dress under it, upon tJ:e

I??ff'i"T.ffm-'J"H:* wil be *fr;;Jt" -l'; diecrerion *i *|p*u,r

Ir



fuguxff*acaitbi'rnr

mm,ff *-#ffi'r-"""s.*r'*#on

For:

Subject:

c€ llivisG-#:ffiftT?&*-#:3B* Eneraherr

F:HTfr$-*i jgr***qd***
.*tl Aft**r*'ffiffix**s;il:?;ek&,ffiH**:ffi,ff**x ?eclm*Iogy 

offFisers

ffffiffire*3#rffig3g***.
I. The Departn

.,2. users; r#;. -^ -,- -1" 
pacxs$€ are bols #;#i:;j:ffffiT;

;: *,fu:!ffi,hffi.**g to*rs:b. ruri"ruoi"s#;ftH;., s *"-vr{.

" $}ffiffiffiffirH'ffi3?;i m;:,".i5..H"flffi1#.***
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:H3,ffitr
5, Employee, cor
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m:mmrfiI"*" for emplovee, easultants arrd contract of
a. G Suite for &lucatiorr:

1;ltrst n ar'r,e>. <la.st name@epd. gou.ph
b. Microsoft 365 for Education:

For central, Regional and Division office personnel:<frst namer. *Wt nam"*Wupeigaign
For School per*omel
<first narne>. <ls.st nsmer@<regional tenant>.deped.gou.ph

c. If the user1rame is no lo*go avairable in G suite for Fducation, theuser Account edmiaistritor *"*t-"pp*"a a eequential numberafter the rast name. The Mi;;ft &s ra.rcatioa user accountname must folrow the same as the G $uite r".ra""*uon u$eraccount narne.
7' Public school learner accounts shau be created by tlre ICT$ based on theI,earner Infonnation System. These 

";;; *rrfli u* ai*t iurrilu tt rough. the Divisiou Infcrmation rectrnotogr om;;; the schooticr 
"Lrainator,ffi iltrffi.t* deem appropriaf,, stricuv a,lrre'lng l;;;'p;"**y rules

8' 
ff&.ff'ard namiag convention for the pubric school learner accounts

<Icarner Referen* Xum@<regioaal tenilnl>. deped.. g au. p?t9. Upon neceipt of aeeount *redefttials, all uEer$ must immediately aeeesstheir accounts trrru accouni*.googu.rom f;a suite for &lucation andportal.office.co& for Micrcsoft s6s"Ea"""ti"". 
*r \:,L*LG ror E;cuc{

lo' upon signing in, all users must ensure trrat ttreir self-seryice passwordrecovery is set up by accessing th. f"il;*i*g'i**.,a' G guite for Eduee.tioJ - h*p*:llmiaeeiunt.googre.eomlseeurigrb' Micmsoft 365 Educatio 
" - itw.ii**1*,rrr*.microsoft. com /11' users having di:ffieulties accessi*g their user account may request technicalassistance from their assilred -u;* Aeount Administrator.For password re$et, the user must utiliae the self-service password resetfac,ility b+fore contacting th; adainietrator.

12. Rolsa and Rnopon*Ibllifies
a. Administrators

i. The Strner Ar{mirio+*}^*- -.-

11.

\



performing the different user account managemezrt
p,r,ocedures.

4' The ITo may delqate one other personael from ttre samegovefiumce lever to assist in the performance of hi*lherduties as a User Accouut Administator. it*eoer, theaccountability for actions performed remains *th the IT0.
5. To delegate an alternate user Account administrator andin the event that a new lnformation t""rr""G olficer isassigned in the Regional or Division om"*Iur* superAdministrators musi be notified. immediately trrru emaitvia icts.sdd{@eped.eov.ph. Details must "incUAe 

therame, plantilla position and official DepEd email of thealternate or rrew User Account Adminisdator.
iv. The schoor Administrator:s seffe as trre school_hasedadministrators tJ:at handre *rr.*rrr* such 

"* *.r*r*il *rat theuser accounts are distributed to learners and re*ettiig of useracmunt passwords"

The school Administrator shalr ue the appropriate schoolacmuRts in resetting of user account passwoids. -

v. AII artministrators -l+ act- as champions on the proper use ofboth G Suite for Education and Microsoft. 368 Ed.ucationaccounts.

b. Usere

i' AI1 users, at all levels of the orgarrization and in schools, mustensure the safekeeping of their iespective user accorrrrt*.
ii" strictly follow the a*ceptable use and prohibited use guidelines.
iii. The employee and hislher supanrisor rnust eilsure that all filesand impartant coreslronaencee are propedy turned over beforeeffective date of transfer resignatioa,'or retiremenl

13. Acceptahle U*e

a. Use

i' The use of these accounts shall be for educational purposesandlor the p,erformanee of offietet duties ana responsldri6**.
ii. Reasonahle use of the service for personal erectroniccorrespondence is acceptabre, However, strict professionaldiscretion is e4pected p tr lmdofed at all td*;. DepEdper*onner shall act psofessionalr5r.ria *a"u be ,,s-und by theprovisions af the Cede of Condriet and Ethieal $tandards forpublic Olficiats and Employees {R.A. 6Zt3}

iii. It is_highly recammendd trrat personar mrespondences andfiles be saved in a sep*rate tocation"
b. Ptohlbitad Ueo

\
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