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RECION IV-A
SCHOOLS DIVISION OF QUEZON PROWNCE

oll 019.c.2023

23 Jantary 2023

OTTICE ilEMORAITDUM
OM No. ?tB , a.2O23

To

ADOPTIOI OF MICROSOFT 355 AND TECHNICAL ASSISTAITCE

Assistant Schools Division Superintendents
SGOD and CID Chiefs
Education Pro grarn Supervisors
Education Pro gram Specialists
Unit/ Section Heads
Division Personnel
Gumaca, Catanauan, Real Extension Oflices Personnel
All Others Concerned

1. In relative to OUA-OUT-OI 1023 from tJle Undersecretary for Administration

informating the field on the adoption of Microsoft 365 that S February 1,2023,

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

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

2. In view thereof, division personnel are instructed to make a backup of thelr work-

related flles ln their deped gmall lnbox to mlcrosoft oudook aod google drlvc

to mlcroaoft one drlve (see enclosure for step by step procedure)

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

link: ortal.oflice.com

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

link: https : / / passwordreset.microsoftonline.com
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5. To ensure that all Division Personnel will backup their related Iiles the ICT Section

will provide a face to face techlical assistance to the oIlice of the following

sections/unit while online platform for the extension oIfices:

No, Sectlon/Unit Date of Schedule Tlme

I SDS January 25, 2023 08:0O - O9:OO am.

2 ASDS January 25, 2023 O9:OO - IO:OO am.

o Legal January 25,2023
1O:OO - l2:O0 nn.

4 Budget/YFD January 25,2023

5 Personnel January 25,2023 O1:OO - 03:00 pm.

6 Admin/Payroll January 25, 2023 03:0O - 05:00 pm.

7 SGOD January 26,2023 O8:O0 - O9:30 am.

8 Records January 26,2023 O9:30 - l1:O0 am.

9 January 26,2023 11:OO - l2:O0 nn.

11 Hea-1th January 26,2023 01:00 - O2:0O pm.

CID January 27 , 2023

13 LRMDC/ Library Hub/Planning January 27,2023 10:00 - l2:O0 nn

l4 Supply January 27 , 2023 01:00 - O2:OO pm.

15 Accounting/ Procurement Jaruary 27,2023 O2:O0 - O5:O0 pm.

16 Gumaca Extension OfIice vra

Online

January 26, 2023 O2:OO - O3:OO pm.

t7 Catanauan Extension OIIice via

Online

Jarruary 26,2023 03:00 - 04:O0 pm.

l8 ReaI Extension O{iice via Online January 26,2023 04:00 - 05:00 pm.

Meeting Hnk for Extension Offices : Meetlng lD; a1O47236292

Password: L23456
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6. Immedrate dissemination and strict compliance of this Memorandum is earnestly

desired.

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

ent

tendent

ICThDbp/01/23,/2023
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STEP 1

t

Note: Make s)re you tnue alreadg dounload.ed. tle Microsofi Olfice 365 Aibok App using gour
Microsofi Account

STEP 2

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

DEPEDOUEZON,TM,SDS-04,0 1 O.OO3

Google

lsang acccunt. Pa.a sa lahat ng Google

gov ph

lsang Google Account para sa lahat na Googh9

GFiFEca>3

ln the Start Menu, Search the

Outlook App or proceed to
https://portal.off ice.com to

download your Outlook App

o

Sign in with your
existing DepEd email

address and
password

Sosunod

"Creating Possibilities, lnspiring lnnovdtions"
Address;sitio Fori, Brgy. Talipan, Pagbilao, Quezon
Trunkline : (042) 7a4-O366, 1042) 784-0164, (042) 784-0391, (0421784-O32f
Email Address: quezon@deped.gov.ph

Website: www.depedquezon.com.ph

Enclosure No. 1 to OM No. 016 , s. 2023

Data and Coatert Migration of DepEd Goail Inbox to Mlcroeoft Outlook Inbox
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STEP 3

DEPEDQUEZON.TM,SDS.04.Ol GOO3
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Go,:gle

Microsoft apps & services wants to
access your Google Account

A .9h

This will allow to

Read. compos€ seM and pennarEotly deble all
your emarl lrom Gmail

AssocEle you wrth your personal nto on Google

See your personal rnfo ncludmg any personal in(o
you ve made publrcly ava&rble

See your pomary Gooqle Accounl erra address

Read. compos€. send. aod pennaaEn y d€lete all
your emarl lrofi Gma

AssocEte yo(r wlth your personal nfo ofl Google

see your peEonal mlo rncxrdirE any persorEl inlo
you've made publEly available

See your pnmary Googh Accounl ema address

x

t'f

rD

M

.D

.D

Click Allow
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This page will appear
in your screen.
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STEP 4

You can see t]le email address
will be migrated to your

Microsoft Outlook Account
using Internet Message Access

Protocol (IMAP)

Click "Done" to
Iinish the setup

Oullook

Aacount succesgf ully added

Add ancth.r.mr rddr.s

ima,l adoregs
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OPTIONAI: Adding another DepEd Official Account under your DepEd Email

Account to MS Outlook e.g. schoolid@deped.gov.ph

STEP 1

lli

rnd.I Jr.u*t ?!.1023

Account lnformation
f---'1a.,-"- 

",

u

ctma(alll

rrtcroo$!.(

5lo* and Oirabred COM Add- ft

DEPEDQUEZON-TM-SDS-04-O 1 O-OO3

Click on File
in Menu bar

Click on Add Account

"Crcoting Possibilities, tnsphing lnnovotions"
Address: Sitio Fori, Ergy. Talipan, Pagbilao, Quezon
Trunkline fl: lO42) 784-0366, l}42l784-0164, (042) 784-0391, 1042) 784-0321
Email Address: quezon@deped.gov.ph

Website: www.depedquezon.com.ph
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STEP 3

STEP 4

Go*gle
lsang account. Para sa lahat ng Google

Sign in with your
additional DepEd
email address and

password

il outlook

lsang Google Account para sa lanal na Google

GMroc*)c

Add anotheiem.l.ddre

5.r up O{tloor llobil. on myphofl.,loo

ped gov ph

The DepEd email address will be added.

dl .u,,.,,,r,

Account su.cessf ully added

I

i! :,1-,r.-l--,-', -j-{lil: jjii;llj

Susrrnod

4anaprn anq akrna acccunt

lurna'1., a .ro aaacirnl
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Enclosure No. 2 to OM No. olg , s.2023

Data aad Content Mtgration of DepEd Google Hve to Mlcrosoft 365 Oae Drlve

Option 1! GOOGLE TAKEOUT

Google Takeout allows users to download their content or U?nsfer @ntent
from their DepEd Google account. This process allows llou to keep important files and
emails.

What can you transfe./down load ?

Email in Gmail (not data from Contacts, Chats, or Tasks). Google provides
additional information on how to export, baclup, and r€store contacts.
Documents in My Drive.

what you cannot transfer/download?

1. While signed into your D€pEd Google Account browse to
takeout.google.oom.

Goc gle Account

CIEAIf A NEW EIPOPT

r Select data to includc

e Google Takeout

Your account, your data.
Export a copy of content in your Google Account to back it up
or use it with a service outside of Google.

DEPEDQUEZON-IM-SDS.04.O1 O.OO3

"Creoting Possibilities, lnsphing lnnovotions"
Address: Sitio Fori, Brgy. Talipan, Pagbilao, Quezon
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. Files in Shared dri/es

. Files in My Drive where you have viewer accesso Files for whlch the owner has tumed ofr the download, prlnt and copy optlons

Download all of your Google Account data
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2. Select the data you wish to download (Drive, Photos, etc.). one of the
available formats, and click Next Step.

Go. glc Accor.rnt

I 6009r. i.klour

. sd.cr.t r.ioiBlu.b

a_

o

a

R*D3.! !r?.1ifl' r! Go.ar.l..i.:non iu !./oon@f 6@0r. o

Ye' 6d,!h F/r d.r. hcr-crr{ rlu is\o!.t. r,s d.r. - LJ*r, nan.. o

Go lle Account

( Go69lc Lkeolt

S.lctd.r. to iftru.,.

ra, srr.d Gt'g'. v.'....r1 l.'idr fr.r.!.3 -a rc*6.itr.! *ar.3 o.Ln6: i.r.c nurbel ...

I
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"Creoting Possibilities, lnspiring lnnovdtions"
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3. Choos€ your prefened delivery method, Frequency, file type, and sDe, then
Create export.

Gocgle Account

e Google Takeout

Choose file type, frequsncy & d€stinati

yilen lour l,les a'e reaOy you ll gel an emrrt wlth a dowatojd trr\ you have one week 10

do'nnload )'our l'lcs

4. Once the export is completed, it will be delivered to the specified location.

DEPEDQUEZON.TM-SDS-04-01 GOO3

S.nd download link via a{naal -

Froqu6rlcy

O Etpon on."

l expo.l

O Erport every 2 rnonihs for I yeat

File typc & sire

.zlp

Z , rrles can be oaenpd on alnrosl any complller

2Gg

L xDorts li.gef rlrn thrs srZe wltl be spil rnlo mulltpl€ fites

"Crcoting Possibltities, lnspiring tnnovdtions"
Address: Sitio Fori, Brgy. Talipan, PaSbilao, Quezon
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Email Address; quezon@deped.gov.ph
Website: www.depedquezon.com.ph
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Option 2: MOVER"IO MICROSOFTTOOL

The Mover Migration tool is a Microsoft owned migrauon tool available at no
cost to subscribeB of Mioosoft 365 wit,l qualirying licenses to migrate files from a
large number of popular cloud storage providers into OneDrive.

Shared Drives are not @vered in this process. You must transfer it manually
(refier to Optionl).

Step 7: Log Into lJovenlo

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

fiinEy

lJigrate yoLu content to
Mrcrosoft 365

Sign In

!r' tvlicrosoft , ?W

^€

!Jr.s.h,'.u.a!t.ilPl1,..

l, l?nt- rd {r6 .: r:'i -, r,::-r':a

F* r,io.^'r,, p aq. or- n r.. urt

Step 2: Authorize a File Source (Google Drive)

After logging into Mover.io, select Authorize New Connector, and then, nelt
to Google Drive (Single User), select Authorize. Then. provide a narne for yo:r new
Google Drive connector, and select Authorize again.
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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.

v
Choose an accounl

lo contrn0.lo r.to.cr

,a-lr- ...,,-

-l-!-

e u--D6r(ad

lJiJrlr,re orslr^r,t.Jn C(r,nectcr

6 k drnd. d*ddF.cd!'. o

MoY.r warii to acccss F,,l
Googl,a Aacount

-DoaF.

..ti,i.4 r.*1r!*.. &r !+t

*

Mover.b will then list the folders in your Google Drive. By defaull 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 ltedinatbn (OneDrive)

In the middle pane of the Mover.io app. labelled Select Destination. choose
Authonze New @nnector. Then, nelt to OneDrive for Business (Single Uer), select
Authorize. Provide a name for your new OneDrive connector, and select Authorize
a9ain.

Step 2: Select destination

t t--a{L

cd' b ar G,:4. @i
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Mover.io will list the folders in your OneDrive. Select Create Folder, and choose
a name indicatlng that thes€ files came from Google Drive. Then select the folder you
created to migrate files Into. Mover.io will display the destination folder:

a.*--"-*
e *,--'''-"-'-' o *""**

a 'G,i,.!*r,P

EI
EI rl:l

EI

+
:.--
_-

Step 4: lrigraE your lrles

Select Start Copy in the far-right column of Mover.io to begin the migration
process.

Slep 1: Sele{l source Slep 2: Select deslination Slep 3. Stan kanslerring
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Monitor the migration progress in he Mover.io page that appears. The
migration will continue in the background. moving your files to OneDrive. When the
transfer is complete, Mover.io will show a stauJs 6f $s..asq nelt b the row
representing your migGtion.

<D

0

sign in again.

0 0

/ 13,l8

0

0 Byles

0 Bytes

Mover.io will store previous migration settings in case you'd like to run the
migration again. You can start another migrauon by selecting Transfer Wizard near
the top of the window, and walking through the proc6s again.

00 0 t 37t G8

connectorswillstayauthorizedonceyouconnectthem,sothereisnoneedto

"Creating Possibilities, lnspi ng lnnovotions"
Address:5itio Fori, Brgy. Talipan, PaSbilao, Quezon
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