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To

MICROSOFT 365 N)OPTION

Assistant Schools Division Superintendents
SGOD and CID Chiefs
Education Pro gram Supervisors
Education Pro gram Specialists
Unit/ Section Heads
Public Schools District Supervisors
Public Elementary and Secondary School Heads
Teaching and Non-Teaching Personnel
All Others Concerned

1. In relative to OUA-OUT-OllO23 from the Undersecretar5r for Administration

informing the freld on the adoption of Microsoft 365 on 1 February 2O23 that all

DepEd personnel will be able to receive and send emails through Microsoft Outlook

(outlook.office.com) accounts using the same DepEd email address.

2. In view thereof, all DepEd Quezon teaching and non-teaching personnel are

instructed to make a backup of thelr work-related lllec ln thelr deped gnall
labox to mlcroeoft outlook ead google drlve to mlcrosoft one drlve (see

enclosure for step by step procedure).

3. Al1 new and active users using Microsoft 365 accounts shall sign-in through this

link: .office.com

DEPEDQUEZON,TM.SDS.O4.OO90O3

T redting Possibilities, lnspiring tnnovdtions"
Address: Sitio Fori, Brgy. Talipan, Pagbilao, Quezon
Trunkline r: (042) 784-0366, l042l784-0764, (042) 784-0391, l042l784-0321
Email Addr€ss; quezon@deped.gov.ph
Website: www.depedquezon.com.ph

8y :

4. Microsoft users who forgot their password may request new password through this

link: https : 1 / password=1g_set.m!cr,gqofto_n!i4q.cqq1
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5. For clarilications and other inquires, kindly contact IT OIIicer Mr. Wilbert B. Porteza

tlrru this landline no. O42 (0421784-0321, (042],784-0366, (O421784-OL64, (0421784-

0391 local 100.

6. Immediate dissemination and strict compliance of this Memorandum is earnestly

desired.

ELIAS A. ALICAYA, JR., EdD
Assistant Schools Division Su
Oflicer In-Charge
Office of the Schools Division

ent

tendent

ICT,/ubp/O1/ 20,/2023
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"Crc ati ng Possib il it ie s, I n s p iri ng I n n ov otion s"
Address: Sitio Fori, 8rgy. Talipan, Pagbilao, Quezon
Trunkline r: l142l784-0366,lO42) 784-0764, (042) 784-0391, lO42) 784-0321.
Email Address: quezon@deped.gov.ph

Website: www,depedquezon.com.ph
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Enclosure No. I to DM No. 0,l\, , s. 2o23

Data and Corteat Migratton of DepEd Girnall Inbox to Mlcrosoft Outlook Inbox

STEP 1

Note: Moke sure you lnue alreadg dounloaded the Microsofi Offce 365 At ook App using gour
Microsof Account

STEP 2

Once you click the Outlook App it will
direct this to your DepEd email account

DEPEDQUEZON-TM.SDS-04-OO9-OO3

Google
lsang accounl. Para sa iahal ng Google

depsd gov ph

lsdrr.t aoo,JrF A, u,rrl pdrd \d ldndl nd GoogrP

GPl lroc.! > C

ln the Start Menu, Search the

Outlook App or proceed to
https:l/porta l.office. com to
download your Outlook App

o

Sign in with your
existing DepEd email

address and
password

"Creoting Possibilities, lnspiring tnnovations"
Address: Sitio Fori, Brgy. Talipan, Pagbilao, Quezon
rrunkline fl: (042) 7a4-o366, lo42) 784-0164, lO42) 784-0397, lo42l784-0321
Email Address: quezon@deped.gov.ph
Website: www.depedquezon.com.ph
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STEP 3

This page will appear
in your screen.

DEPEDOUEZON-TM.SDS-04-OO+OO3

By .rcrh! Alo* y@ ruov/ lh6 ip0 and GooO. to u* y@r in,o.r.lis . &dda@
v?it' ,l." rBp*tE. ' i , , : Yd ce ci g. tH ,nd c,ltd I .ri

d any nft

Qe,,gle

Microsoft apps & services wants to
access your Google Account

s .gov.Dh

This will allow tr4icrcsofl npps 3 !efflces to:

Read compose. send and permanenlly delete all
vour emarl lrofl] Gmail

Associate you wrth your peGonal info on Google

Se€ your peFonal rnfo rncludrng any personal rnfo
you've made publrcly ava able

Read. compose. send and pemanenlly delele all
your ehaillrom Gmail

Assoctale you wth your F€rsonal rnfo on Google

See your pelsonal 
'nlo. 

including any personal rnlo

vou've made publrcly available

see your pnmary Googts Accounl emari address

x

M
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-
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Click Allow

"crcoting Possibilities, lnspiring tnnovotions"
Address: Sitio Fori, Brgy. Talipan, Pagbilao, Quezon
Trunkline f : (042) 784-0366, l042l 784-0764, (0421 784-0391, l142l 784-03Zr
Email Address: quezon@deped.gov.ph
Website: www,depedquezon.com.ph

see your pnmary Google Accoij ema address
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STEP 4

You can see the email address
will be migrated to your

Microsoft Outlook Account
using Internet Message Access

Protocol (IMAP)

Ac(oun: successfu i addeo
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DEPEDOUEZON-TM,SDS-O4,OO9 OO3

Click "Done" to
frnish the setup

"Creoting Possibilities, lnspiring tnnovdtions"
Address:Sitio Fori, Brty. Talipan, Pagbilao, Quezon
Trunkline ,: (042) 784-0366, 1042l.184-0764, (0421784-O39L, 1042\ 784-0327
Email Addr€ss: quezon@deped.gov.ph
Website: www.depedquezon.com.ph
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STEP 3

STEP 4

Go gle

lsa ng accc -,.t

rc

-; r;: -g Google

Sigrr in with your
additional DepEd
email address and

password deped gov ph

lsang Gooqte Account;)a.a sa anal na Google

gF4Foa-Jte

The DepEd email address will be added.

A((ount su((essfully added

il )ok

DEPEDQUEZON.TM-SDS-O4.OO$'OO3

r.t uo ourbor riobi. on my Dhon.-1oo

"Credting Possibilities, lnsphing lnnovotions"
Address: Sitio Fori, Brgy. Talipan, Pagbilao, Quezon
Trunkline f: (042) 784-0366, (04217A4-0164, (042) 7A4 0397, (042) 784-0321

Email Address: quezon@deped.gov.ph
website: www.depedquezon.com.ph
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Option 1: MOVER.IO MICROSOFT TOOI

The Mover Migration tool is a Microsoft owned migration tool available at no
cost to subscribers of Micrcoft 365 with qualifying licenses to migrate files from a
large number of popular doud storage providers into OneDrive.

Shared Drives are not covered in this process. You must transfer it manually
(refer to Optionl).

Step ,: Log Into llovenio

fi!!:\Ii

l"4igrate your conlent to
Microsott 365

!! ui<rosoft . *EME?

Sign ln

^€

B5H

Step 2: Authorize a File Soutte (Google Drive)

After logging into Mover,io, select Authorize New Connector, and then, next
to Google Drive (Single User), select Authorize. Then, provide a name for yurr new
Google Drive connector, and select Authorize again.
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"Crcoting Possibitities, lnspiring lnnovotions"
Address: Sitio Fori, Brgy. Talipan, Pagbilao, Quezon
Trunkline #: 10421784-0366, (042\ 784-01.64, (042) 784-0391, (042) 784-0321

Email Address: quezon@deped.gov.ph
website: www.depedquezon.com.ph

Using your favorite browser, navigate to htFs://app,mover.io and select "Sigo
in with Microsoft".

!: li,l il rni Mk.oro,r
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Sign into your DepEd Google account using your @deped.gov.ph ernail address
and password, and allow Mover.io to have permissions to your Google Drive.

P
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Choose an account
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Mov€r w.nl3 to !ccc!! Yout
Googla Accotr't
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Mover.b will then list the folders in your Google Drive. By default Mover.io will

migrate every file and folder inside Google Drive. To select only a specific folder,
navigate to it in the folder listing.

Step 3: Authorize A File Dcstination (OneDrive)

In the middle pane of the Mover.io app, labelled Select D€stinauon, choose

Authorize New Crnnector. Then, next to OneDrive for Eusiness (Single User), select

Authorize. Provide a name for your new OneDrive connector, and select Authorize

again.
Steo 2 Select deslinahon
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"Creoting Possibilities, lnspiring lnnovotions"
Address: Sitio Fori, Brgy. Talipan, Pagbilao, Quezon
rrunkline #: (042) 784-0366, l142l784-0764, (042) 784-0391, 1042).784-0327
Email Address: q u ezon @deped.gov. ph

website: www.depedquezon.com.ph
ftffiH'
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Step 4t ltlignE your llles

S€lect Start Copy in the far-right column of Mover.io to begin the migrauon
process,

Step 1: Selecl source Step 2: Seicct deslnation
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"Crcoting Possibilities, lnsphing lnnovotions"
Address: sitio Fori, Brgy. Talipan, Pagbilao, Quezon
Trunkline s: (042l, 7 84-0366, (042!. 7 84 -01-64, (042 ) 784-039 1, (0421 7 84-0327
Email Address: quezon@deped.gov.ph

website: www.depedquezon.com.ph

Mover.io will list the folders in your OneDrive. Select Create Folder, and choose
a name indicating that thes€ files came from Google Drive. Then select the folder you

created to migrate files into. Mover.io will display the destination fulder:

Slep 3. Slarl translerrino



!tsepublir ot tlJe pllaliWifle$

REGION IV_A
SCHOOLS DIVISION OF QUEZON PROVINCE

Monitor the migration progress in the Mover.io page that appea6. The
migration will continue in the background. moving your files to Oneorive. when the
t ansfer is complete, Mo\rer.io will show a staus of Success nelt to the rcw
representing your migrauon.

+
I

0

0

00

/ 4N ll8

0

0 Bfies

0 Bytes

Mover.io will store previous migrdtion settings in case you'd like to run the

migration again. You cin start another migration by selecting Transfer Wizard near

the top of the window, and walking through the process again.

I 37t ()8
0 0 0

connectorswillstayauthorizedonceyouconnectthem,sotherei5noneedto
sign in again

"Credting Possibilities, tnspiring lnnovotions"
Address: Sitio Fori, grgy. Talipan, Pagbilao, Quezon
Trunkline f : l042l 7 84-0366, \0421 7 8 4 -O 764, (042) 784-039 1, l142l 7 84-O32r
Email Address: q uezon @ deped.gov. ph

Website: www.depedquezon.com.ph

Depsrtment of @Uucution
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RECEIVED
tl }l192023r:-"1ei Time

The Department of Education (DepEd) provides tools and services for its
teachers and students that promote a clrlture of collaboration and finn
and improve performance of tasks. The DepEd obtained these tools and services in
the interest of education and public s€rvice.

To further maximize these productivity tools, we would like to reiterate that all DepEd
employees are provided with flcroroft 365 accounts such as:

As to other DepEd personnel without @eped.gov.ph Micrcsoft accounts, they will
receive their Microsoft usemame and temporary password in their respective DepEd
Gmail accounts or. or bcforc 2? Jannry 2trt3-

OIEce of the Uadereecretaryr for Adalnlctrstloa
Department of Education - Central Oflicc, Room 508, sth Floor Mabini Building,

Meralco Avenue, Pasig City; Landline 8638-1780
Email : usecforadminstratior(@deped-gov.ph

FROM

TaoBgapan ng Pangalawang Kslihim sa Pan8An8asiwa

ouA-ouT-011023-010

ABLAN,.

a. [ieroloft OuUooL: An email and calendar application.
b. Yord: A word processing tool that allows user to create, edit and format

text docriments.
c. E8cGt: A spreadsheet tool for organizing and analyzing data.
d. Pot csPol8t: A tool for producing and editing slides and presentations.
e. Oacllotc: A digta] notebook for taking notes, organizing information, and

collaborating with others.
f. Teaor: A communication and collaboration pladorm for chat, video

conferencing, and file sharing.
g. OncDdve: A cloud stora8e servic€ for storing and sharing Iiles-
h. Shar=Poiat: A web-based collaboration and document management

platform.
i. lclorolt Formr: A tool for creating surveys, quizzes, and polls.
j. f,ictoeoft PLnlcr: A task and project management tool.



Al1 users shall sign-in to their Microsoft 365 account at ;,. 1o ,,.r*1.'fiice c.*.
Ir:ers who are signing in for the first time shall t5pe in their new password for
Microsoft 365 and setup their respective self-service password reset by providing
their mobile number, altemate personal email address and/or answers- to security
questions. The new password used for signing-in should be always kept safe. Should
a user forget the password for Microsoft 365, they may request for a new pa.ssword
thru irl,l,, , . ,r ;, 1( r,ril-.1,:r(|i-!:.ijiirlr{. . {rjrj.

Further, please be informed that starting I Fcbnrery 2o2s, aJl DepEd personnel will
be able to receive and send emails through the ir re spective utcmioft outlool
(ouflook.office.com) accounts using the same email address.

In this rega.rd, a.[ DepEd personnel and ofEcia]s are reminded that the use of these
accounts shall be for educational purposes and/or the performance of official duties
and responsibilities. The Department shall exercise dominion over all DepEd
accounts and over all data, material, and information received, transmitted, stoied,
or otherwise processed through the service.

Moreover, all personnel are a.lso reminded that disciplinery actions such as account
suspension and other legal r€medies may be initiated against anyone found
responsible for violating the acceptable use of the DepEd accounts.

The central office, all Regional ollices (Ros), and all schools Dvision olEces (sDos)
shall establish their respective helpdesk mechanisms to support their personnel.

For further queries or clarifications, all concemed DepEd p€rsonnel from various
governance level may raise their issues and concerns to the following:

Govcrre.ncc Levcl

Central OfIice

Regional Office

Schools Division Office and school
personnel

9lneelqdt E ch{sc
ICTS - User Support Division

8633-7264
lnformation and Communications

Techqolqpl Unit
Division Information Technolory

Oflicer and the helpdesk mechanism
established at the sDo

A.schedule of webinars regarding trainings to be conducted and support materials
will also be provided by the lcrs - User support Division to bi available at
httlcr/ l bii ,y/ D{ pE(im:i6ssupport.

Immediate dissemination of and strict compliance to this memorandum is directed.

Thank you.
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