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Republic of the Philippines ' Date/Time: JAN 25 2023
Department of Education By, _WICkO 10:§2 a.m
REGION IV-A 'Ref_no. OM 01862023

SCHOOLS DIVISION OF QUEZON PROVINCE

23 January 2023

OFFICE MEMORANDUM
OM No. 018 , s. 2023

ADOPTION OF MICROSOFT 365 AND TECHNICAL ASSISTANCE

Assistant Schools Division Superintendents

SGOD and CID Chiefs

Education Program Supervisors

Education Program Specialists

Unit/Section Heads

Division Personnel

Gumaca, Catanauan, Real Extension Offices Personnel
All Others Concerned

. In relative to OUA-OUT-011023 from the Undersecretary for Administration

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

all DepEd personnel will be able to receive and send emails through Micros—(;ft

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

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

related files in their deped gmail inbox to microsoft outlook and google drive

to microsoft one drive (see enclosure for step by step procedure)

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

link: https://portal.office.com.

. 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 files the ICT Section
will provide a face to face technical assistance to the office of the following

sections/unit while online platform for the extension offices:

No. Section /Unit Date of Schedule Time

1 | SDS January 25, 2023 08:00 - 09:00 am.
2 | ASDS January 25, 2023 09:00 - 10:00 am.
ol oo January 25, 2025 10:00 - 12:00 nn.
4 | Budget/YFD January 25, 2023

5 | Personnel January 25, 2023 01:00 - 03:00 pm.
6 | Admin/Payroll January 25, 2023 03:00 - 05:00 pm.
7 | SGOD January 26, 2023 08:00 - 09:30 am.
8 | Records January 26, 2023 09:30 - 11:00 am.
9 | Cashier January 26, 2023 11:00 - 12:00 nn.
11 | Health January 26, 2023 01:00 - 02:00 pm.
12 | CID January 27, 2023 08:00 - 10:00 am
13 | LRMDC/Library Hub/Planning | January 27, 2023 10:00 - 12:00 nn

14 | Supply January 27, 2023 01:00 - 02:00 pm.
15 | Accounting/Procurement January 27, 2023 02:00 - 05:00 pm.
16 | Gumaca Extension Office via | January 26, 2023 02:00 - 03:00 pm.

Online
17 | Catanauan Extension Office via | January 26, 2023 03:00 - 04:00 pm.
Online
18 | Real Extension Office via Online | January 26, 2023 04:00 - 05:00 pm.
Meeting link for Extension Offices : | Meeting ID: 81047236292
Password: 123456
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6. Immediate dissemination and strict compliance of this Memorandum is earnestly

desired. ; "
ELIAS A. ALICAYA, JR., EdD
Assistant Schools Division Supkrinfendent
Officer In-Charge
Office of the Schools Division erintendent
ICT/whp/01/23/2023
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Enclosure No. 1 to OM No. 0!8 s 2023
Data and Content Migration of DepEd Gmail Inbox to Microsoft Outlook Inbox

STEP 1

48 Outlook

i Scarch the web

In the Start Menu, Search the

B O OUTL  Sew waty re

Outlook App or proceed to TR %
https://portal.office.com to D cutesk

download your Outlook App
P outiook 365

£ outlook 365 login

£ outiander

A outlet

H ~ outt
Note: Make sure you have already downloaded the Microsoft Office 365 Outlook App using your

Microsoft Account

STEP 2
Once you click the Outlook App it will 70 "':*jle
direct this to your DepEd email S _ L
sang aCCount. Fara sa lanat Ng ﬂ'g

account

Sign in with your

existing DepEd email

address and
password

Isang Google Account para sa lahat na Google

M DL @ @

7
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STEP 3 .

This page will appear Go gle

In your screemn.

Microsoft apps & services wants to
access your Google Account

Y —

This will allow Microsoft apps & services to:

N Read. compose. send. and permanently delete all
your email from Gmail

; Associate you with your personal info on Google

« See your personal info, including any personal info
@ you've made publicly available

- Seeyour primary Google Account email address

™M Read, compose. send, and permanently delete all
your email from Gmail

« Associate you with your personal info on Google

See your personal info, including any personal info
you've made publicly available

ge

See your pnmary Google Account email address

'L

By chcking Allow. you aliow this app and Google 1o use your information in accordance
with their respective ) “ou can change this and cther -
d at any time

Deny Aliow H

Click Allow
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STEP 4

& Outlook

You can see the email address
will be migrated to your a —
Microsoft Outlook Account [ Jscepedgoupn
using Internet Message Access
Protocol (IMAP)

Account successfully added

Add ancther email address

Email adc

Advanced options v

B set up Outiook Mobile on my phone, too

Clicke “Done” t0 b

finish the setup i

L - SO

oo ey - Otk

Sl Sd /e fode Ve Hep O Tmeshtyuwntioe

T -
u

New  Hew

Emad Items -

Hew Dekete

ok

aFontes

ncx 2817

CHTRCATES
(b

PSS Feeds
UPLOADED MEMO

Seanch Folders

Seanch Pecple
AddressBook

i Ruies Send Recene

" A1 Folders

Respond Quitk Steps 5 Moie Tags Find Speerh  SendRecent
Friday. January 20, 2023 Customae Cufock Todsy .

{alendar Tasks Messages

e B
Drafts 1
Outhox t
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OPTIONAL: Adding another DepEd Official Account under your DepEd Email
Account to MS Outlook e.g. schoolid@deped.gov.ph

Click on File
in Menu bar

STEP 1

foide Vi Hep ) Tellmewhat youwanttodo

v Search Peophe
g f
"] e Frs Address Book.
New  Mew Rules Send Recenve
., £ il .

Emad Remy - & ook ‘ AN Folders

lew Delete Feipond 2w Sleps 3 Move Tags Find Speech  SendReceme
aFavontes © Friday, January 20. 023 Cysiomae Outook Todsy ..

s 261)
Calendar Tasks Hessages

Iroox ny
— = :
nbn 2817 Quthox )

Inba dmdwwh Outiack
Account Information
| 5

IMAP SMTP

+ Add Account

Click on Add Account

Account Settings
- Change settings for this account or set up more connechions.

Gt the Qutions apg (00105 o And:og

Mailbox Settings

ol Manage the size of your mailbex by emptying Deleted Rems and archving
Tooh
- Rules and Alerts
Use Rules and Alerts to heip organize your incaming emall messages, and receive
Manage Rules updates when items are added, changed, or removed.
& Alerts
Slow and Disabled COM Add-ins
° Manage COM add-ins that are affecting your Outiook expernence
Manage COM
Add-ins
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STEP3

Google

g
Mg

ccount. Para sa lahat ng Google.

o}

n
WL

Sign in with your
additional DepEd
email address and

STEP 4

password mdeped.gov.ph

Isang Google Account para sa iahat na Google
GMmEoOL &b €

The DepEd email address will be added.

Account successfully added
IMAP

|
| | :':’ICCCH gov.ph
+l Al | g
Q0

Advanced options v

Set up Outlogk Mobile on my phone, too
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ot - Semch People A
. * Cleanbp Teatn Emal . Address Book
New  New Z . Fues Read  Send/Mecene

Email Hems & bk - ate e s T Fiftes Enail Aloud AN Folders

Hew Delete Aespond Suick Steps 3 Move Tagi Find Speach  SendMeceive
 Favorites

Inbox 7817

irea
‘:”s—‘cemcq. 'OR 8 o e pEcERED w o
weex 2817 f " .

[Gemad]

CERMFICATES

Drafes

Outbon

PSS Feecs

UPLOADED MELIC

Search Foigerss

quezon@deped.gov.ph

Inbosc
1Gmad)
Outbex

S hves

Sesech Foiders

= omoa o

Firter spplied SendFeceive IS Connected L w ——
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Enclosure No. 2 to OM No. _01% , s. 2023
Data and Content Migration of DepEd Google Drive to Microsoft 365 One Drive

Option 1: GOOGLE TAKEOUT
Google Takeout allows users to download their content, or transfer content
from their DepEd Google account. This process allows you to keep important files and
emails.
What can you transfer/download?
« Email in Gmail (not data from Contacts, Chats, or Tasks). Google provides
additional information on how to export, backup, and restore contacts.
* Documents in My Drive.
What you cannot transfer/download?
« Files in Shared drives
« Files in My Drive where you have viewer access
« Files for which the owner has turned off the download, print, and copy options
Download all of your Google Account data

1. While signed into your DepEd Google Account, browse to
takeout.google.com.

Gocgle Account P ‘

€ 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.

CREATE A NEW EXPORT

Select data to include 53 of 54 selected
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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- gle Account N« §

|

€« Google Takecut

Select data to include 2 of 54 selected

# 7 Data Snared for Research
Resocnses saved wih your Coogle ASCount f1am your Daricipation in Google D
reseach studies 3nd proects

L Drive

Fias you own That Rave besn sored in your L,

Your Google Fit dald iINCLAINg yuut woraou's, s.eep dala. an .t daly metics D
e steps ard distance

Go-gle Account oo .

€ Google Takeout

Selectdata to include 2 of 54 setected
Q Voce
Your saved Google Voize call Pistory, messages and vowcemails as well as D
cLrrent inied numbers

u YouTube and YouTube Music
Wiatrh and search histoly vigeos comments and other content you ve created D

on YouTLpe and YouTube Music & o 0 [

- =2
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3. Choose your preferred delivery method, Frequency, file type, and size, then
Create export.

Google Account

& Google Takeout

2 Choose file type. frequency & destinati

Send download link via email ~

When your files are ready. you Il get an email with @ download ink You il have one week 10
download your liles

Frequency

(®) Exportonce

1 expont
(O Exportevery 2 months for 1 year
t exports

File type & size

Zlp

Zip files can be opened on almost any computer

2GB

Exports targer than this size will be spht into multiple files

4. Once the export is completed, it will be delivered to the specified location.
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Option 2: MOVER.IO MICROSOFT TOOL

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

Shared Drives are not covered in this process. You must transfer it manually
(refer to Option1).

Step 1: Log Into Mover.io

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

PUELP C—1| "

i Signin
Migrate your content to ' ’

NGRSO 368 (52 s o ee | il
am 3gn in with Microsoft

&% Microsoft - S{ANIP : s
e

Sgnmwthour old Kover actcunt

By ugnngm you agreets i T ama xrgtom

Step 2: Authorize a File Source (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 your new
Google Drive connector, and select Authorize again.

Rt Autharize Source Connector } %
™ o == 0
i
t
/s an - m | Pease orvde & name 1 vou Google Drve (Sangle User)
| Comnecior aTd ATy BGuEas CredenTEs.
g ==
‘ ! Drspiay Name
0.: Fentan R v m ! Google Orrve (Sagle User;
1
o — R
e — =3 ->[e=]
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Sign into your DepEd Google account using your @deped.gov.ph email address
and password, and allow Mover.io to have permissions to your Google Drive.

G Sy ratome

»
»- i Mover wants to access your
| Google Account
Choose an account i

O > - -

to continue to Mover

This wil aliow M .ef bo:

o

& Set eatcreate w veiete 81 of yout Googe ()
Dene et

|
| L

SRR Make sure you trust Mover
Vo My G 1A e I 00 RN the 0 BDS Y

(& Use anotner account AN SPe BT AP 3 PR O e & TPCS 1 yOS LOIGH ACCS unt

cewn hiym G e teipn you W date tatrly

SECMONE S Prvacy fghy 376 Terms of Lorvice

Mover.io 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 Destination (OneDrive)

In the middle pane of the Mover.io app, labelled Select Destination, choose
Authorize New Connector. Then, next to OneDrive for Business (Single User), select
Authorize. Provide a name for your new OneDrive connector, and select Authorize

again. .
|
| O
|

Step 2: Select destination

Q@

Piaase orovese a i Fe your OneDrve for Busness (Single

Uner) Conmecion anC any A 00 Cresent s

Orelrren for Busness (Segle User]

A versons of OnaDrrve for Busness Nave lendations on The

i
|
| et barngil s 5w Ay e Byvieres st more sbud kg
, Ane Dor Fomge ’ ’
At Wrriatons anc how we can heo here
i M n e e S 1 Acbr m
Neea meip
@ e == > IE]
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Mover.io will list the folders in your OneDrive. Select Create Folder, and choose
a name indicating that these files came from Google Drive. Then select the folder you
created to migrate files into. Mover.io will display the destination folder:

Step | Seiect source HUEHTP L v () e e
c Gocgs D 508 e m Step 1 Select source
@ o e Soge e 6 wcige rve Sng Low
e @ OB (e
Step 2 Select destnation
Autr o ue Neew { orew e
@ . s Step Z Se'ect destination
R
. O = e S
Step 4: Migrate your files

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

Step 1: Select source Step 2: Select destination Step 3: Start transferring
‘:~ cog sl e Irge ios PP caprvntae Long path restrcton on OneDrive for
TSR T T T T Busress Sng'e User
By +30t 0 470 folae e Lier 2o adice E:1 Covnse Fruee Pease ~ote that OnaDrve tor Busmess
oo N (Srgie User has namn angm lentatons Our
T 000 has no ‘e,
| RN e scan wit heip centh, these. Pease
rract SLOPOM OF (@@t Cut hand, guoes
for more n'ormaton,
CEIEAEE Ry
- < Start Copy
| CEEGEEEETITD
- D
ey
IR
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Monitor the migration progress in the 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 status of Success next to the row
representing your migration.

(2 New Transter Created *

Normal Transters | ' Mgraten Acicns

Transiers 1 1)

Files Data

0 0 Bytes

0 0 Bytes

les e

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

rpne o i v e e

Ay S e

— o Lt
— PRI Semimin bt Bonar Rt
a

e & agenie

Connectors will stay authorized once you connect them, so there is no need to
sign in again.
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