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To                :       ALL TEACHING AND NON-TEACHING PERSONNEL

subject     ;       MICROSOFT365ADOPTI0N

Date           :     January 20, 2023

Attached is DepEd Memorandum dated January 12, 2023 from Usec. Atty.
Kristian  R.  Ablan,  Undersecretary  for Administration  (OUA),  Re:  Microsoft  365
Adoption. Reiterating the use of Microsoft 0365 provided by DepEd, among the
Productivity Tools provided are as follows:

a.)  Microsoft Outlook- An Eniail and Calendar Application
b.) Word -A word processing tool, allows user to create, edit and fomat text

documents.
c.)  Excel - a 8preadsheet application for organizing and analyzing data.
d.)  Power Point - a presentation application.
e.)  One Note - a didtal notebook for taking notes.
f.)  Teams  -  a  communication  and  collaboration  platform  for  chat,  video

conferencing, and file sharing.
9.)  OneDrive - A cloud storage service for storing and sharing files.
h.)  Sharepoint  -  A  web-based  collaboration  and  document  management

platfo-.
i.)   Microsoft Forms - A tool for creating surveys, quizzes, and polls.
j.)   Microsoft Planner -A task and project management tool.

DepEd  Personnel without @deped.gov.ph  Microsoft  accounts  will  receive
their  Microsoft  usemame  and  temporary  password  in  their  respective  DepEd
gmail accounts on or before January 27, 2023.

_All     users     shall     sign-in     to     their     Microsoft     365     accounts     at
j±i±..2±±.i++=i(`jr+,`-il  I j-i`i`i\ \i-I `/`t iin.  Users who are  signing in  for the  first time  shall type in
their new password  for  Microsoft  365 and  a  setup their respective  self-service
password  reset  by  providing  their  mobile  number,  alternate  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      password      thru
±.ILLE. J  tiass\\   or(`i i`t>st  `t    iiiit_`rt  i`ori  t  tn Ill  iiJ   t`. tin
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FLurther,  please  be  informed  that  starting  February  1,  2023,  all  DepEd
Personnel  shall  be  able  to  receive  and  send  emalls  through  their  respective
Microsoft Outlook (outlook.office.com) accounts using the same email address.

In this regard, all DepBd Personnel and ofricials are reminded that the
use of these accounts shall be for educational purposes and/or the performance
of official duties and responsibhities.

For clarifications and technical assistance, you may ask your School ICT
Coordinators  or  contact the  Division  Information  Technology  Officer  at  CP No.
09230827617 and/or DepEd Email stephen.pascual@deped.gov.ph

For more details on the guidelines on the use of these technoloSes, please
refer to the attached memoranda: OUA-OUT-011023-010, DepEd Memo No. 227
s.  2012  re:  Guidelines  on  the Use of DepEd  Bmail  Service  and OUA Memo 00-
0820-0130 re: Guidelines on the use and Administration of G Suite and Microsoft
365 for Education.

For Information and Compliance. -
CRISTY C. EPE

Schools Division Superintendent

DepEd Sc:hool5 Division of Digo5 City
RE[ORI]S SECTloN

r:--.-.:,i.=D`

Roxas Street col. Lopes Jaena Street, Zone H, Disco City 8002
1 (082) 553-8396 I  (082) 553fl376  I  (08Z) 553i}170 I  (082) 553fl375
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The Department of Education (DepEd) provides toots and selvices for its cmplo]/ecg,
teachers and students that promote a culture of collaboration and communication
and improve perfomance of tasks. 'The DepEd obtained these tools and services in
the interest of education and public service.

To further marimiae these productivity tools, we would like to reiterate that all DepEd
cmpleyees are provided with ]Dcro.oft 36§ accounts such as:

a.   mcro.aft Outl®®[: An email and calendar appucation.
b.  Word: A wol.d processing tool that allows user to create, edit and fomat

text dcKmments.
c.   Bed: A spreadsheet tool for organizing and anal]wing data.
d.  Povelpoint: A tool for producing and editing slides and preselltations.
e.   Oned®t.: A digital notebook for taldng notes, organizing information, and

Collaborating with others.
f.   Team.:  A  communication  and  collaboration  platform  for  chat,  video

conferencing, and ffle shaling.
9.   OnclMve: A cloud storage service for storing and sharing ffles.
h.  Sharep®lBt:   A  web-t}ased   collaboration  and   document   mamaLgement

platform.
i.    I(lctoe®ft Pome: A tool for creating surveys, quizzes, and pous.
j.   mcrofon manner: A task and project management tool.

As  to other DepEd personnel without @depcd.gov.ph Mierosoft accountg, they will
rcoeive their REcrosoft usemame and temporary password in their respective DepEd
Gmail accounts oD or tiefore 27 .aDuary a023.

Once of the Undersecretary for Adm!edrfutlon
Department of Education - Central Ofroe, Room 508, Sth Floor Mabini Building,

Meralco Avenue, Pasig Cfty; Landline 86ae-1780
Bmai.I: usecforndminstration@deped.gov.ph



All users shall sigri-in to their Microsoft 365 account at bt±putj2gjrtal.ofice.com.
Users who are Signing in for the first time shall type in their new password for
Microsoft 365 and Setup their respcotive  self-service  password  reset ty providing
their mobile number, altermte personal email address and/or answers to security
questions. The new password used for signing-in should I)e always kqu safe. Should
a user forget the passrord for hficrosoft 365, they may request for a new password
thnlbttp8://paaeLg.ordre8et.micro8®ftQp]jpLe:£gLm.

Further, please be informed that starting 1 Februarty 2023, all DepBd personnel will
be  able to reecivc and send emails  through  their respective Hl-oft Outl®el
(outlook.office.com) accounts ustng the same email address.

In this regard, all DepEd personnel and officials are reminded that the use of these
accounts shall be for educational pulpcees and/or the performance of official duties
and  responsibilities.  The  Department  Shall  exerdse  dominion  over  all  DepBd
accounts and over all data, material, and informtion rcoeived, transmitted, Stored,
or otherwise prcoessed through the service.

Moreover, all personnel are also renindcd that disciplinary actions such as account
sugpenalon  and  other  legal  remedies  may  be  initiated  against  anyone  found
responsible    for    violating    the    acceptable    use    of    the    DepEd    accounts.

The Central Office, all Regional Offices (ROs), and all Schools Division Offices (SDOs)
Shall estabush their respective helpdesk mechanisms to support their personnel.

For further quches or clarifications, all concemod DepEd pcrsonncl from various
govcmance level may raise their issues and concerns to the fonowing:

A schedule of wchinars regarding trainings to be conducted and support materials
will  also  be  provided  ty  the  ICTS  -  user  Support  Division  to  be  available  at
httpf://bit.Iv/DeoEdH365Sut)tlort.

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

-ycmu
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DepEd  MEMORANDUM
No.    227        ,s.    2012

aulDEL»iEs oN Ti[B use oF TIIB DEPED EmAIL sBRvlcB

To :       Undersecretaries
Assistant Secretarie s
E~ Directors
Directors Of Services, Centers and Heads of Units
Regional Directors
Schools Division / City Superintendents
Heads, Public and Private Elementary and Secondary Schools
All Others Concerned

I.         To achieve the policy od.ectives of enhancing the existing media of communication,
promoting a sense of identity, and facilitating a culture of collaboration, the Department Of
Education  (DapEd)  issues  the  Guldennce  on  the  Use  ®f the  DepBd  Bmall  Sefvice  to
operationalize  the  use  Of the  DepEd  Email  Service  pursuant to  DepBd  Order  No.  85,  s.
20L2 entitled Polie€] on ike BstablishmerLt Of DapEd Email Service.

2.         The enclosuries contain the following guidelines for reference:

Enclosure No.  1 - Guidelines on Registration for deped.gov.ph  accounts; and
Enclosure No. 2 - Guidelines on the Acceptable Use Of deped.gov.ph accounts.

3.         These guidelines shall reniain in force and in cifect until such  time when they will
bc rescinded or amended. This Department through the  Office Of the Technical Service (rs)
sshall  make  the  necessary modifications  when  deemed  necessary,  as  long as consisteney
with the above stated polity thnists is satisfied.

4.         Any concern on these guidelines shall be directed to the Office Of the Director, TS,
DDepEd  Central Office (CO) through email address:  helt]deskfeadeDcd.Fsov.Dh or at telephone
no.: (02) 6384878.

5. Immediate dissemination of this Memorandum i8 desired.

Trfuds"_"®
Secretary

DcoEdComotcx.MeTalcoAvenue.Pasi.Citw160of763`W2o8/6337228/6.?2.136`A6.?64876/6`W.62og4~g.deoed.coy.oh



E])cloeuie No.  1 t® D¢pEd menofandtim Ho. 227, a. 2012

GunELINEs ON ftEGlsr"TION FOR dtrycf:gotuaf. AccotJNrs

1.  Roleg and Respousibllltlee

a.  Siiper Adnlnlstrators.   The full  aystem administrators shall be assigned by
the  Secretary.  They  shall  have  complete  access  to  the  dqped.got;.ph  control
panel and all administrator actions.

b.   ICT Admlnistmtor8.  The Central Office, each regional office, and each division
office  shall  assign  an ICT administrator to  be  in  charge Of the administrative
maintenance of users and groups in their respective area of responsibility.

c.   Pef3ot]acl Oflcer.   The Central Office, each rerional office, and each division
office  shall  assign  a Personnel or Administrative Officer who will serve  as the
authorized officer for creation and deactivation Of accounts.

d.   Helpdc3lE. 'Itoubleshooting and other technical concerns relative to the service
shall likewise be addressed ty the Technical Service (rs), in coordination with
other assigned employees Of the Department.

2.  Assignment

a.   All permanent empleyees of this Department shall be assigned a dqped.got/.ph
account which can be accessed through htto:/ /aelLdeoed.f!ov.t}h.

b.  Consultants  and  personnel  under  coritract  of Service  may  be  assigned  theirir
respective accounts upon the request Of their immcdiatc heads Of the unit and
subject to the discretion and approval Of the super administrators. The requests
shall be based on the need Of the said individuals for official email accounts in
the performance of their duties.

c.   All  users  will  be   divided  into  three  doniains  in  the  administrative  panel:
employees; consultants; and contracts of service.

d.  The   dgivgot/.ph  accounts  assigned  will  adhere  to   the  following  naming
conventions:

<first namc>.<last namc>@deped.gov.ph for regular emplqyecs;
<first nanel>.<last name>@consultant.deped.gov.ph for

consultants ; and
<first name>.<last name>@cos.deped.gov,ph for contracts Of service.

e.   Email addresses following a different naming convention, assigned as an alias,
will be assigned upon the request Of the head of unit and will be sutiected to
the discretion and approval of the super administrators.

f.    Offices which need an email address will be assigned a distribution list, with its
employees who need to communicate using the said address under it, upon the
request of the head of unit and will be subjected to the discretion and approval
of the super administrators.
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For:
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Ekec®m and Mancom Hembers
cO Dlitislon Chiefs
Schoob Dlvi8lon Superfutendente
Re8lonal/I)ivlelon/ School Information Technology Offlcer8
Pfinclpals/ School Heads
All Others Concerned

Subject:       GUIDBLmES ON THE USE AND AD]INI8TRATIOH OF
a st7I'rE AND xpcRosOFT 365 FOR EDucATIOH

1.   The Department of Education (DepEd) continues with its aim of improving
governance by providing tools that promote a oulture of collaboration and
communication,   and   improve   performance   of  tasks.   With   this,   the
Department of Education provides employees, teachers, and students with
access to twenty-first century tools that support education and its delivery.
Included in this online education package are tools for email, productivity
and collaboration.

2.   Users will have access to the fouowing tools:
a.   G Suite for Education
b.   Microsoft 365 Education

3.   All  regular  employees  and  public  school  learners  of the  Department  of
Education shall be assigned a G Suite for Education and a Microsoft 365
Education user account.

4.   Consultants and Contract of Service personnel in the Central, Regional or
Division Office may be assigned their respective user accounts upon the
request of their immediate heads of unit and subject to the discretion and
approval of the assigned User Account Administrators in each governance
level. The request shall be based on the need of the said individuals for
official user accounts in the performance of their duties.

5.   Employee, consultants and contract of service personnel accounts in
Secured from the assigned User Account Administrator of each
level.
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Department of Education, Central Office, Mcmlco Avenue, Pa8ig City
Rm 519, Mabihi Bldg; Mobne: +639260320762; Tel: (+632| 86337203, (+632) 86376207
Email:  u see. admin@deped.gpv.ph; Facebook/Twitter @depedtayo



6.   The standard naming convention for employee, consultants and contract of
service personnel shall be:

a.   G Suite for Education:
<f irst ra:me>. <tasl rra:rne>@deped.gou.ph

b.   Microsoft 365 for Education:
For Central, Redonal and Division Office Personnel:
<f irst nn:rne>. <last name>eneped.goo.ph

For School persormel:
<f irst nane>. <last rrame>@<regtonal tenand>.deped.goo.ph

c.   If the usemame is no longer available in G Suite for Education, the
User Account Administrator  must append  a  sequential  number
after the  last name.  The  Microsoft  365  Education  user  account
name must fouow the  same  as the  G  Suite  for  Education user
account name.

7.   Public school leaner accounts shall be created by the Icrs based on the
Leaner Information System. These accounts shall be distributed through
the Division Information Technology Officer and the School ICI` coordinator,
in a process they deem appropriate, sthctly adhering to data privacy rules
and guidelines.

8.   The  standard naming convention for the public school leaner accounts
shall be:

<Lea:rTugr Roference Number>@<regiorwl tern:nd>.deped.goo.ph

9.   Upon  receipt  of account  credentials,  all  users  must immediately  access
their  accounts  thru  accounts.goo8le.com  for  G  Suite  for  Education  and
portal.office.com for Microsoft 365 Education.

10. Upon  signing in,  all users  must ensure  that their  self-service password
recovery is set up by accessing the fouowing pages:

a.   G Suite for Education -https:/ /myaccount.gootle.com/security
b.   Microsoft 365 Education -https: / /myaccount.microsoft.com/

1 I . Users having difficulties accessing their user account may request technical
assistance     from     their     assigned     User     Account     Administrator.
For password reset, the user must utilize the  self-service password reset
facility before contacting their administrator.

12. R®le8 and Re®ponchllltles
a.  Administrators

i.   The  Super  Administrators  manage  the  policies,  conriguration
and user accounts for both a Suite for Education and Microsoft
365 Education across all the tenants in the organization. This
task is assigned to the ICTS - Solutions Development Division.

ii.   Helpdesk Administrators are authorized to manage DepEd user
accounts. Their main responsibility is to perform user account
management actions that require bulk processing, escalation or
higher level rights and permissions than those provided to



performing   the   different   user   account   management
procedures.

4.  'The Ilo may delegate one other personnel from the same
governance level to assist in the performance of his/her
duties  as  a  User  Account  Administrator.  However,  the
accountability for actions performed remains with the ITO.

5.  To delegate an alternate User Account administrator and
in the event that a new Information Technology Officer is
assigned  in  the  Regional  or  Division  Office,  the  Super
Administrators must be notified immediately thni  email
via   icts.sdd@deoed.F!ov.Dh.   Details   must   include   the
name,  plantilla position  and official DepEd email Of the
alternate or new User Account Administrator.

iv.   'I`he    School    Administrators    serve    as    the    school-based
administrators that handle concerns such as ensuring that the
user accounts are distributed to learners  and resetting Of user
account passwords.
'The  School  Administrator  shall  use  the  appropriate   school
accounts in resetting of user account passwords.

v.   All administrators shall act as champions on the proper use of
both  G  Suite  for  Education  and   Microsoft  365   Education
accounts.

b.  Users
i.  All users, at all levels of the organization and in schools, must

ensure the safekeeping of their respective user accounts.
ii.   Strictly follow the acceptable use and prohibited use guidelines.
hi.  'The employee and his/her supervisor must ensure that all files

and important correspondences are properly turned over before
effective date Of transfer resignation, or retirement.

13. Acceptable Use
a.  Use

i.   'The  use  of these  accounts  shall  be  for  educational  purposes
and/or the performance of official duties and responsibilities.

ii.   Reasonable    use    Of   the    service    for    personal    electronic
correspondence   is   acceptable.   However,   strict   professional
discretion  is  expected  to  be  employed  at  all  times.   DapEd
personnel  shall act proltssionally alid  shall be bound  by the
provisions Of the  Code  of Conduct  and  Ethical  Standards  for
Public Officials and Employees (R.A. 6713)

iii.   It is  highly recommended  that personal colTespondences  andd
files be saved in a separate location.

b.  Prohlblted Use



i.   The  G  Suite  for  Education  and  Microsoft  365  Education  are
government services obtained in the interest of education and
public service. Transmission and storage of offensive, disruptive,
discriminatory,    pornographic,    profane,    abusive,    libelous,
derogatory, illegal, and otherwise similar material unbecoming
of learners and agents of the civil service are strictly prohibited.

ii.  The   account   shall   not   be   used   in   connection   with   any
commercial,    religious,    social,   political,   and   other   siniilar
interests.

iii.   Disclosure of confidential and sensitive personal infomiation is
strictly prohibited unless it is required by duty or assignment.

iv.   Sharing  of  account  credentials  with  other  individuals  and
organizations is strictly prohibited.

v.   Use of the account to access illegal content or to access content
(e.g. copyrighted information) in a manner that violates the law
is likewise stringently forbidden.

vi.   The  introduction,   intentional  or  otherwise,   of  any  form  of
computer virus or malware, may it be from an email attachment
or external link to a file, is also strictly prohibited.

vii.   Each individual is responsible for any information or statement
sent out from his or her own account, mating him or her liable
for violations stated in this poliey.

c.  Protection Against Lintilllty
i.  Appropriate    discretion    shall    be    applied    in    terms    of

representations,  clains  and  disclosures  made  through  the  G
Suite and Microsoft 365 official DepEd email account.

ii.   In the spirit of email risk awareness and to mitigate the possible
liability, the inclusion of the following disclaimer in the signature
line of all communications sent through the email service of G
Suite    for    Education    and    Microsoft    365    Education    is
automatically included :
"This   oorirmurintion  rrra,y   corttaln  confidential  or  ptwileged
infiormafrorL, and is irttended solely for the individual or en:titty to
whom   it   is   oTigi;rally   addressed.   Any   disclosure,   copS]ing,
dissewhation, or any action taken in rctin:roe to it try others, other
than the intended rectpieut,  is strictly prohibited.  The opiwious,
conclusions and statemeruts expressed in this mjessage are those
Of the sender and rruxg nat necessarily re;fleck the views Of the
Departmerit Of Ed:uechorL .

14. mvacy and Monltoring
a.  The  privacy  of every  individual  user  shall  be  respected  as  a  strict

general policy. Supervision of accounts shall only be undertaken upon
a finding of probable cause indicating a breach of the safe, proper, and
reasonable use of the deped.gov.ph service or a violation of any I



other rules or regulations as possibly evidenced by contents processed
througiv  the  deped.gov.ph  service,   as  determined  by  the  DepEd
Executive Committee (Execom).

b.  The individual shall be informed that the account will be subject for
investigation and of the reason behind it.

c.  The contents of the deped.gov.ph service are considered confidential
government  communication.  To  protect  confidentiality  of the  email
messages,  security measures  such as HTrps,  IMAP and  PKI  digital
certificates  shall  be  used  to  encrypt  or  secure  the  connection  and
messages sent and received through the deped.gov.ph service.

d.  AIL data, information, and communication sent, received, or archived
in the G Suite for Education and Mierosoft 365 Education belong to
the government.

15. EfLforcement
a.  In the  event that the prohibited  acts  stated  in  Section  10.b  of this

Polity are violated,  fomal complaints may be  lodged  with  the  User
Account Adinistrator. This shall be done in coordination with the
appropriate  Division,  Regional,  Central  DepEd  Legal  Officer  against
individual users, whether they are still connected with DepBd or not,
and upon a detemination by the super administrators that there is a
probable cause to rely on the validity and veracity of the allegations
contained therein.

b.  Any user found guilty of violating, intentional or otherwise, the policies
stated herein shall be subject to disciplinary action, without prejudice
to such other civil, administrative, and penal remedies as the gravity
of the violation may merit.

c.  The specific disciplinary action to be meted out shall be detemined by
the appropriate DepBd ofricial,  in consultation with the unit head of
the person at fault.
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To          :         Schools Division supchntcndents / OIC -SDSs
Functional Division Chiefs
Section/ Unit Heeds

Sutyeet :         MICROSOFT 365 ADOFTI0N

Date      :        January 19,2023

Attached  is  the  Memorandum  OUA-OUT-011023-010  dated  `January   12,
2023, from Usec. Atty. Michcl Kristtan F{. Ablan , Undc'rsocretary for. Adrninistratioii,
on the Hlcro.aft 365 ^d®ptlon,
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Address: F. Tories St., D.`oo City (8000)
Tthphoce hkb. : (082) 2gl.166S; (082| 221-6147
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'ltic t*partment of Education (DepEd| provides toots and eefvices for its tmplqrccs,
teachers and 9t`rdcnts that promote a culture or colldbontion and communication
and improve pcTformance Of ta8lcs. The DepBd obtained these tools and 9civices in
the intcTest of education and public cervicc.

To further marimiae these productivit)r tcol9, Ire could mc (o reiterate that all DapEd
cmploytrs are pro`nded with Demch 3®3 a-ims such as:

a.  Nlcp.edt outl®®l: ^n cmail and cutcnder application.
ti`  V®rd: A trord procesing tool that alloo`r9 user to create, edit and roT"t

text dacumcnts.
c.   beet: A 3prt:adshcet tool for organizing and analysing data.
d,  ®amefp®fot: A toot tr producing and editing Sudes and prcrmfation8.
e.   Oi].bet.: A digital notcbcok for taldng notes, orgarilzing information, and

colt aborating whh otrve.
f.    T®.a.:  A  co[nmuhication  and  collabomtion  platfomi  for  ch&1,  video

corferenctng, and 6ke Sharing.
9.   OBeDffro: A dorrd 3tomgc scrvicc for 9toTing and aharing files.
h.    I.repel-I:  A  vebLbascd  couabouton  and  doc`ment  mnagrncnt

platform.
i.   Xlcao.edt Pob.: A tool for creating survqya, quiacs, and pou8.
j.   mcto.ch H±±== A I,a3k and prtyect inanagttncnt tool,

A3 to otttcr DcpEd pcrsonncl without ©dcped.gr/.pli Microsoft acoount8, they will
ztccivc their hlicroooft ueermmc and temporary pasocord in their lespcctive DapBd
Gmail cooounte ®4 or ===iae ar J.ao.ry 20ae.

Once Of tb. Ue4.I.ecaet-ry for Ad±ie!ftntlon
Departrncnt Of EducAtior` - Central Omoe. Room SOB. Std Floor N®hini Buiidin€.

Meratoo ^iref`ue, Paslg City: landline 8638-1780
Bmail: `i.ecforadminetmtion©deped.gov. ph
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AIl users 9ha]l sign-in to their Microsoft 365 account at a.ttpL.:i/]2grtdr.®fficF: E. g_qz¥.
userg  who arc  signing in  for the  fret  time  shall type  in  thclr new paasond  for
Mlcroooft 365  and setup their respective  self-8cTvice  paaetrord lcact ty providing
their motite number, alt€matc personal cmail address and/or an8wcr9 to Security
que3tion9. The new pasacord used for signing-in Should bc always kept 9afc, Should
a user forget the passverd for Microsoft 365, they may request for a new passverd
lhrut``ttpl:/.(piiaHwo_rdre.a!.it.Ift}``raiJit;:'t.ir,?_irjt`,`:I-,-`.i`.

Further, plcasc bc infomed that Starting 1 rchfD.ry 20ne, all DcpBd pcrgonnel will
t)e  able to rcccive  and send cmails  through  their  reapeetive  Xlcto.ch Oulut
(outlook.oficc.com) accouna oalng the aamc cmail addrceg.

In this regal`d, all DcpBd pcrsonncl and officials are rmlndcd that the use Of thcsc
accounts 8hall bc for cducatioml pil]pases and/or the pcrrorrmncc of offidtl duties
and   responsibilities.   The  Department  shall  cxeTcisc  domiTiion  over  all   DapEd
accounts and over all data, material, and infor"tion roccived, tranamittcd, stond,
or otherwise procc8scd through the service.

Mor€ouer, all personnel am also reminded that digciplinary actions Such as acoount
suepcn8ion  and  other  legal  remcdics  may  bc  iritiatcd  against  anyone   found
reopon8iblc    for    violating    the    aoccptablc    use    of    the    rtyEd    acoountg.

The Central Office, all Etedonal Crmco (Roe), and all Schcol8 [furislon Omoes (ScOs)
shall c3tablish their regpecthre helpdcsk mcchahigms to support thdr personnel.

For fu]thcr qucricg or clahflcafrone, all conctrmcd  DcpBd  personnel from various
govcrnan¢c lcvcl may raia€ thctr Issues and conc¢ms to the following:

C5E'ii=±±e I-I
ccntraJ once

Rc8iodut -
Schools Diwlsion once and School     I

pcrsornd

quTS!4!t!Lh.CL±H.`~
Icrs - User Support Divialon

I      ,.i,-_          _.I-;     \,`,,1     {b-.,,,        ;-,)-(

8633-7264
fnformd`t-toTirdrr56Ein~inicatia-ns

~    ..TcchnQlp,g}' U~r*t_
Division Information Technology

Omccr and the hdpdc®k mechanismr`. ".--                                     established at the SDO

A 8chedulc Of vrotinar5 rqurding trainingr to bc conduetcd and s\xpport matcrial8
will  also  be  provided  ty  the  lc'rs  -  user  Support  Division  to  be  available  at
i`ttp,:/./bit..!r/DepEdH`9¢.set±zpg_rt.

Immcdthtc disocmimtion Of and Strict compliance to this mcmorand`uri ig dirmted.

Thank you.


