
TIT

``*-+_ro.r-,

aRepulilic i]f toe apo(ltpptneS

@apactmettt ot ¢butatlo"
Region V

schools DI`nsloN oF SoRsocoM

May 8, 2024

E#%gmon#4
suRVEr oH AcmvATED mcRosom 365 AccouHTs AND SRE-

AssESS]mHT auDE FOR mcRoSoFT 365 ArmAicATloNs

To:     Assistant schcols Division superintendent
Chief Education Supervisors, SGOD and CID
Education Program Supervisors/ Division Coordinators
Public Schools District Supervisors
Section/ Unit Heads
Public Elementary and Secondary Schools
District/ School IC'I` Coordinators
All Others Conoemed

1.        In compliance with Regional Memorandum No. 496, s. 2024 dated April
23,  2024,  re:  "Survey on Activated  hdicrosoft  365  Accounts"  and  Regional
Memorandum No. 497, s. 2024, re: aself-Assessment Guide for Microsoft 365
Applications",   the   School   Heads   with   the   assistance   of   School   Icr
Coordinators and SDO Section/Unit Heads are requested to accomplish the
Enclosure No.  1 - Status of MS of Teachers and Non-Teaching Personnel of
this Memorandum.

2.       This initiative aims to equip its workforce with the necessary tools for
success in today's digital era, encouraging innovation and productivity across
all levels and to assess the number of personnel who have activated Microsoft
Accounts.

3.       In line with this, PSDSs and District lcT Coordinators are requested to
compile and consolidate the Enclosure No.  1 - Status of MS of Teachers and
Non-Teaching Personnel and accomplish the Enclosure No. 2 - Summary of
Activated MS 365 Accounts submit the hard and soft copy to SDO - Icr Unit
(c/o  Mr. Arvin Esmena,  Master Teacher I/  Icr Coordinator- Designate) on
RAP 13, 2024.
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4.        F`or  the  Self-Assessment  Guide  for  rmcrosoft  365  Applications,  all
DepEd      Persomel      are      encouraged      to      accomplish      this      link:

SAG  M365 to address any lmowledge gaps and ensure effective
utilization of the provided tools and services incorporated in MS 365 Account.

5.       Immediate  dissemination  of  the  Memorandum  to  all  concerned  is
earnestly desired. +_

wnAAAAt B. GAHDo, cBso vl
chools Division Superintendent
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23 April 2OG4
REGIONAL MEMORANI)UM
NO.TOsa30624

suRVEy ON Ac'ITVA;rED MlcRosOFT 365 AccOuNTs

To: Assistant Regional Director
Schools Division Superintendents
Regional Chiefs Of Functional Divisions/ Sections/ Units
Pubuc Elementary and Secondary School Heads
Teaching and Non-Teaching Personnel
Aft Concerned

1.          h line with the Microsoft 365 Adoption protocol (OUA-OUT-011023-010),  the
Department   Of  Education   (DepEd)   is   dedicated   to   improving   conaboration   and
performance through technology. As part of this commitment, all DepEd employees have
their   Microsoft   365   accounts   activated.    This   initiative    underscores   DepEd`s
determination to equip its workforce with the necessary tools for success in today's
digital era, encouraging innovation and productivity across all levels.

2.         Starting from Febniay 1, 2023, all DepEd staff began utilizing a unified DepEd
eman address to Send and receive emails via their individual mcrosoft Outlook accounts
(accessible  through  outlook.office.com).  Additionally,  emplnyees  working  in  DepEd
Region 5,  both in regional and field offices, are encouraged to embrace Microsoft 365
applications and productivity tools.

3.          The survey on activated Microsoft 365 accounts ains to assess the nulnber of
personnel who have activated Microsoft accounts. The regional and division Information
Technology Officers qTO) and the school heads are advised to lead the survey guided ty
the following str`ictured procedures.

Pha Redond -I Dlun®n - a--I
Preparation RITO to communicate DITO to School Head to

the purpose and communicate the co-uricate the
inportance of the purpose and purpose and
suney to RD, ARI), impertance Of the mportance of the
and personnel, survey to SDS, ASDS, suney to school
emphasizing the need division persomel, persormel,
for their cooperation and school heads emphasizing the

emphasizing the need need for their
for their cooperation cooperation

RTO to prepare DITO to pl'epare School Head to
survey materials survey materials prepare surveymaterials

Ensure issuance of Ensure issuance of Ensure issuance of
Office Memorandum Office Memorandum Office
regarding the conduct regarding the Memorandum
of the surey conduct of the survey regarding theconductofthesurvey

I)ata RITO to distribute the DIT0 to distribute Slehool head to
conectioD survey materials to all the survey materials distribute the

functional division, to au froctiond survev materials to

D.SED
MATATne-®`- ®\^==ee ","^S

Reglona I CeTrter Sfte, Fta`.ds, Legazp[ City 4500

3©  O®cO §16 9555

£3 rogion5~d.gov.pli



3Republi[ ol tlip STui[jiipi.iias

@epdrtment ®f ®bucdttoil
REGION V -BICOL

units or sections division, units or all school
either electrohicany sections, either personnel either
or in hard copy, clectronicany or in electroliically or in
depending on the had copy, depending hard copy,
preferred method of on the preferred depending on the
data conection. method of data prefelred method of

conection. data collection.
Provide clear Provide clear Ffrovide clear
instructions on how instnictions on how instructions on how
to complete the to complete the to complete the
s-y and where to survey and where to survey and where
submit the responses. sul)hit the to subrit theresco-. responses.
Monitor the progress Monitor the progress Monitor the
of data collection and of data conection and pl.ogress of data
address any issues or address any issues or collection and
concerns raised try concerns raised ty address any issues
ROV personnel. SDO personnel. or concerns raisedbyschooluersormel.

Data iunysts Compile and organize Compfle and organize Compfle and
the survey responses the survey responses orgarfe the survey
to facmtaLte analysis. to facilitate analysis. responses tofacffitateanalysis.

/dyyze the data to Analyze the data to Ardyze the data to
deterrfuc the determine the determine the
percentage of pereentage of peentage of
pcrsomel with personnel with persormel with
activated Microsoft activated Microsoft activated Micl'osoft
accounts in each RO accounts in each accounts in school.
V FD and SDO FD and
unit/section. urrit/section.
Identify any Identry any Identify any
discrepancies or discrepancies or discrepancies or
areas of concern that areas of concern that areas of concern
may reqLrfe further may require further that may requin
investigation. investigation. furthermvestisatiotL

Subnrission RIT0 to combine the DIT0 to combine the School Head to
RO, SD0 aDd schol SDO and school data.ForwndthecombineddatatoRTO forward the data to
data' the SDO throughtheDlro

Reporting RIro to present DITO to present School Head to
results of survey to results of suney to present the results
RD, ARD nd other SDS, ASDS and other of the survey to
members of the members of the personnel
execom execom

Follow-Up RIT0 and concerned DITO and concerned School Head with
RO V personnel to SDO personnel to technical support of
imT>leznent any inDlement anv Dlro and
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r^ei,'il''i, of t''e Dnt'ippjii.g

®apdrtment of ®bucattoii
REGION V -  BICOL

necessay corrective necessay conective concerned schcol
actions based on the actions based on the personnel to
findings and fudings and implement any
recotrmendations of recommendations of necessary
the sulvey. the survey. conective actionsbasedonthefindingsandrecozmendationsofthesurvey.

Fhovide feedback to Provide feedback to Fhovide feedback to
RO V perso-i on SDO perso-1 on school persormel on
the survey results the survey results the survey results
and the steps taken and the steps taken and the steps taken
to address any to address any to address any
identified issues. identified issues. identfficd issues.
Pta for future Plan for futue Pha for futue
surveys to monitor surveys to monitor suneys to monitor
progress nd ensure progress and ensue progress and
ongoing comphice ongoing compliance ensue ongoing
with Microsoft with mcrosoft comphicc with
account activation account activation Microsoft account
requirements. requilenents. activationrequirements.

4.            Please  use  the  enclosed  templates for summarizing survey  results.  Ensure
accuracy, clarity, and timely submission.

5.           Immediate dissemination of and strict comptiance with this Memorandum is
desired.

Bnct§ds stated
To be indicated in the Perpetual Index

`mder the loroging subjecta:
Icr/survey

ORB-[cm/rty
l|\lan+
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23 Apffl 2024
REGIONAL MEMORANDUM
No._ s. 2024

00497
SELF-ASSESSMENT GUIDE FOR MICROSOFT 365 APPLICATIONS

To: Assistant Regional Director
Schools Division Superintendents
Regional Chiefs of Functioml Divisions/ Sections/Units
Public Elementary and Secondary School Heads
Tcaching and Non-Teaching Personnel
AI Concerned

I.           In accordance with OUA-OUT-011023-010  titled Microsoft 365 Adoption,  the
Department of Education Peprd) offers a range of tools and services ained at fostering
collaboration and communication among its employees, teachers, and Students, therety
enhancing task performance. These tools and services are acquired ty DepBd in support
of its  educational mission and  commitment to  pubuc  service.  To  fully  leverage  the
potential Of these  productivity tools, it is emphasized that all DepBd employees are
provisioned with Microsoft 365 accounts.

2.         Given the mandate requiring all Department of Education (DepBd) employees to
be provided with Microsoft 365 accounts, it becomes imperative to assess the familiarity
of DepEd personnel with the Microsoft 365 applications. This assessment is crucial as
it will inform the design and implementation of sldll development activities tailored to
address any lmowledge gaps and ensure effective utilization Of the provided tools and
services.

3.            To streamline this process, this offce through the lcTu in collaboration with
the DCPTrainers based in the regional office has crcated an online SEL   ASSBSBHE  I
GUIDE ron mcRO80FT 365 ArmlcAT]OHS which can Ire acccssed via the link or
ty scanning the QR code below.

https://bit.Iy/SAG_M365

5.           Immediate dissemination of and strict compliance with this Memorandum is
desired.

Bncleat 8tEied
To be indicated in the Perpetual Index

under the follo"ng Bud.cctB:
ICT/TNA/ ASSESSMENT

ORB-icrty/Sdi
4l|\lan4

Reglamal Center Site, Rawis, Legazpl City 4500
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