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To: Pubiic School Heads
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AI1 Others Concerned

1. For the information, guidance, and compliance of all concerned, enclosed is
OUA MEMO 00-0322-A121 dated March 14, 2A22, RE: Access to Microsoft
Teams' Upgraded Capacig and Features.

2. Widest- dissemination of this Memorandum i,s hereby enjoir:ed
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Ta:tg{apan ng pangalaa.ang Kaliirir:r

ouA MEMO OO-O322-A12L
MEMORAI$SI}18
14 March 2*22

For: Iladers*eretari*s
Assistar.t S=eret*si*s
Err.rr** aq.d, $ersice Ilirectcrs
Regioaal llire*tar=
gc1srrls l}isici*rr *rryerirrt*urdcat*
kirr*ipal* ar{ S*kool IIc=d*
AII Othcte fr*.cerrrcd
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.*![I] FEA?UEE*
CAPACITY

Subject:

The ilepartrnent of Educaii*r: fDepEd) has partnered *ritrr Micrasaft Philippines! alny}r1ilEs

:'-^I-1.*l:13.:,:: :**:1-, and noa-teaciing personnet q.irh a number ofproductivi{r too}s t}rrcugh Micr*scft Teams_

All pers*nnel, facr:lry, ar:d learr:trs n*rs;'h.al.e access I* &{icr*s*lt T*ams and itsupgraded features' These reaalres inci**r ar: increased atlerdee capacif3r, reccrdmeeting, attendance tracking. r-l'etriaar registration, break*r*a .ooro*'. :nhiteboard,p"l:, Filipino capti*ns, and exter::ar app #=r*gr"***;-il.;;;;;d.se ta hostwebinars, rneetings, evertas, ciasses- *r.d ct&=, actir,,ities,

The upgraded capacities are;

' Teams meeting: lcco atle*dees {f*r *nli:re ciasses, consultations,meeiings, traicings. tAC *essicns]

' ?eams pebitar: 1*,s** atirilde*s {f*r la::g* s*h**r evenis, departmentconferences, pareRt_leacher events]

' ?eam.s live eveats: 1s**** - i**,s*G atter:*.ees {for divisi*r:natio*r,ide eve::ts, trair:ings. r.irtuar gradr.:ati*::s. a*d" orhcreventsi
/ region
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The Micrasoft ?ear*s appiicati*n ma3,' be d*llrntr*aded Lr3r fcll*ra'inE{ the
instruciions attached as *{*aex A. Thase r,rrh* *.isk tr: *rgaaize *nd parricipate in
their arvu online acti.ities mav &:llcllr,. the=r irastrurti*xs:

r Annex B - Hr:rxr ta da a ?ear*s meetingfvidec call
r Aunex C - Hor.v t* d.* a lir:e eveflt

' Annex I! - H*rv to arack atter:dacce i* ?eams vide* calls and in 1i.ve events

' Arraex E - For atter:decs j*ini*g Tr.arr:s live e:renls

For additional guidanc= ol1 the piatf*rm, please refer to the Frequently Asked
Questions {FAQs} attached as An*ex F, *r r=ier to this link for the live FAQ board:
sites. qoo gle. c*m I deped. gov"ph / irts-usd I he} *desk,r micr*soft-36 5 .

For more ir:foraation. pleas* cstltact Mr. Ge*csis F*rr:ando of rhe IC?S-User
Support Dirisian {USD} t}:r*r:gr: Tearns chai *r rrrail ar icts.t:s*ii:deped.gcv.ph {cc:
ge ne sis - ferna*da€:,.d er:ed - eolr-Ffu l -

For rn,idest disseminetio*.
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Aaaex A

Paano urag-logir at mag_do,**cad *g }fii*trs*ft ?+*ms

1. PCILe*tep: Mag-lagia sa
Micrcsoft accc*nt

tea=ns.nri*rsscft-cca gamit ang iyong llepEd

'It 
ir:l

[1-j L:] ltt'.' ir:ir

Pagkatapos mag-login, maaari niyaag i-dawnr*ad ar:g desktcp app. I_c1ick ang""'" sa ka:r*:lg b*ig ng aptr at piliin a*g ***walcad t?:e desrtop app,,.Maaad niya din i-click a*g arr*w d*r*:r:r Ley sJ kari:*,amg bahagi ng app,
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2. Mobile: Pumunta r*TLua Googie play store o kaya sa App store athanapir *r:g *Ifiicrose* ?e*us*. rx*g-i"gi'ga*it aag iy*ag BepEd,Micraso* ae*crrat.

rb.* & ig

'ffi t**rn*.rcicr*s*f-t.c*nr

Isu: '" l : ',.



Annex B
P*.*ro lilag-Ilideo C*tl S*uit *ag ?e*qrs

1. Gamit ang iyoag ilEllaptop:

Pumunta sa {Caland*r# sectiore at i-click agg *IIew H*eiingr_
Piliin ang *$e.h*dnl* *eetiag.-

Lagran ng lvastcng detaiyr ang i3r*r:g :neetir:g at kr:mpir:*ahin {i-e., Kailan itogaganapin? Gaano kaiagal *ng iy*ng meeri*g? sir:* ang atier:d*es? Iba pangdetalye ng i-:rong meeiing?i

Mayroon na kaycng schedured meeti::gi {Tip: maaari din i-sh*re ang iink samga attendees')' Para pur*asok sa vide* ral}, i-clirk la*g it* sa inyong calendarat i-click a-ag .rJoino.
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Ito ang makikitang mga bahagi *g Ecreeri sa raab ng iyong:ridec call:

1' *rembers - Dito makikita ang mga attendees na kasama sa r"idec call2. Chat - Maaaring mag chat, mag_attach ng file at links3' Reactian - Raise Hand, Heart. smile. *t ii* pang reactioc na maaaring gamitin4- Breakout r(}oms - Maliliit na virrual r**rcs na r:aaaring garaitin ng attendees5' settings * Background effects. *?ogether M*de-o. at iba parig settings6" Video and mic - Turn onlafi
v ' share - Maaaring mag-share ng slides: screen, o gumamit ng whiteboard

Maaa::ing mag-video call sa inyrng *hai a grilup chat. I-click lang ang video call iconupang simulan ito.
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2. Gamit aag iyoag *obile app:

nf::i*::, 
maaadrrsrawasan ang iyong kausap sa pag_ctick rrg vid*a / audia carr

Sa iyong calendar mak]kita ang rnga schedrrled rceetings. I_click ang r.Join* upangmakapasok. Makikita dita *rrg,LJ, videc, ;"di;;;;;;*s ng Teams rneering.
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Annex C
Parao #*g-Orgruiz* rrg Team* Live Event

1. Giauit aag iyc4g prtr I lapt**r

mffi.x;*t"udarf section ag Teams at i-click ang *I{ew !ileetilrgs- Filiin ang

alg eve::t? Sitr: ang mga presenters?]
Tip: Ang producer axg maJi ccr":.trcl sa lir.r errent. Ang preseaters rlamar., ang mgaspeaker ng live event.

Piliin ang privacy ng iyong el.ertrr- Maaariag gaudng,,public,,arrg iy**g event kungwaiang acccr:r:t a*g ilarr sa i3rong atteadees.
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Maaari nang i-share ang ('atteadee liak" sa inycr:g atlendees.

Taudaan: Iba ang "attendee li*k* sa *pra{ucer linko- Gar*itin ang link sa ibaba
para sa mga event organizers at speakers].

a:*tqii -lsrr: i Si* 4
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Paano i-apgradr qrg iyotrg livr errcrrt sa lffir{XX}att+ndee capa*it5r?
Ang Teams live event ay rnay default rl* 1*,S$0-attendee capacit5r- Upang i-r-r.pgrade ito
sa 1OO,OOO, sagutan ang form aa ite pagkagawa ng i5roag lirre event:
aka.na/IlepedTLE

siguraduhing may na-schedule na kayang live evrnt bagc sagulan artg form.
Maghintay ng 7 business days bagc itc maaprubahan.

$,j
i.ie :: ?
rS'W

W{6$e{:{rs}n* *.&tr1\6:
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Ito ans al



sa lorb ng iyong live event, ito ang view r:g ersat *rgari:6ete at lrresaaters:

Atteadee count - Dit* makikita kung ila:r ang na:rcnsad sa live event

Queue - Itc ar:g nagsisilbing "I:arkstage" kung s&*i1 maaaring piliin ng
producer ang susr.]rlod na ccr:rent na ipapalabas sa livc ev*nt view

Live eneat riev - Ito ang vie*r na nakikita ng ,aga rxanonocd

single ce*teat/corteat left - Maaaring piliin kur:g isang screea larlg ang
nakadisplay o kasama ang camera ng speaker. Kadalasan gr..agamit ang
"content left" kapag may slides at speaker na kailangan makita sa screen.

S*ad live - *adalhin r:it* ang vi*a. rar:la sa quelle papunta sa live event view

start J End - It* ang raagsisirar:la at nragtatapcs ilg iive evenr. Kapag
sisir*.r-:1ar a:rg live ev€nt, ciick "start= ar huwag it*ng i-click i:angga,t t irrd; p,
tapas ang buong live event

Preseaters - Bit* raakikita ang rrlga pr*srnters rla raaaaring rnaglrukas ng
kanilang camera at mag-share rrg kanilasrg screerr- A*g produ.*, *rrg pipili
kung sinor:g presenter ang ilalagay ni3ra sa scrcen at kueg ar=c.,g content a3g
nakadisplay sa screen.

content - Dita makikita aag rnga slides, vide*s, s aalxnarrg rnateriai na
nagawang i-share ng prese*ter. Dit* pipiti aeg prcduc=r kur:g a:aong caatent
ang nakaJagay sa screen.

7.

8.

1.

2.

J.

4.

5.

6.

**J



Attendee view - Sa mga man*noo*., maaaring r:apanaod aag 1ir.e rvent ganit au,gkanilang PC, tablet, o mcbile phcnes.



Annex D

Paaaa i-tra*} *ag attes.d.**ce sa
Teams meeting *t live evsnt

1. feaa.s il{eetiag / Video C*II - tragg{ataps ag iy*ng rreetiag, buksan ulit
ito sa lys&g calerrdar at i-d*wnlaad ang *itttadaace*.
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Ang attendaace shret ay isang Excel f?1e, llit* ipapakita kung iiaa ang
attendees, ang kanilarrg paagalar, emai1, at kutrg kaiian sila pumasok at umalis
ng video call. Ipapakita rin dito ang tinagal nang kanilang pagsubaybay sa video
call.
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Tea111e Live E{re*t - Pag}aatapos ng iy*ag live event, }uksaa ulit ite sa iy*ag
calendar at i-d*urnlaad a*g 4&ttes*,et cngag*fi,ernt r*pr*rt*"

Ang attendee engagemer:t repcrt ay is*reg Exc*I lil*. Ipapakita dit* ang lahai ng
mga sumaii at nancod ng 1iv* event. lpapakita a*g errrail na giaamii at ang
kanilang pangalan, {Sa mga sumali "allonytrrous$', hindi makikita ang kanllang
pangalan sa sheet. Ito ay ipapakitang blanka"]
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Annex E

Paano maaoad/m.*g-participate sa f*ax.s tire Event

1. Mag-login sa teams.microsaft-co*! sa in3rang traptcp o tabrlet. I-c1ick ang

event liak na binigav sa inY*-

2. I-c1ick ang *Cancel' at piliin ang olFatch ot tle lret iasteai* upang
mapanood ito sa web brcwser. Krrag ikaw ay raay ?earus app rra sa iyong

. device, maaari flrsrlg piliin aag *L*rruGh it &ow"o

3. I-click ang "Join arotrJru:rcr.lsly'kuag ll'ala pe"l:g BepEd Micras*ft account,
at panaorin ang prograrraa.

, ,,r: '$ $ te*nc.rnkr*soft.eon-r

rydck ecc*rs, plat* faer ,€n {rrie$ h.r+ *n ttrc {xe'ia* ti*r' tot&fuq lbr}*c*r

n*/tll*e!tus*cffi !& b i#r& *c$_*@P

Warcir:fu* live eve*t in

Hinlayir: magsimula ang pr-ograma!

:f& Newtah



Annex F

Frequeatly Asked Que*tiaa* ia Teaxs *.r.d' Sfiicrcs+ft 365

1. Can I ealUnressage soa*axe eith. a diffete*t tenar-t/e*ai1 do;:aia? Yes, ycu
cal sti1l call them and send them a rnessage-

2. What is a tenart/aaail domaia? Th: tena-::tlrrx.ail dsrrtaia is the domaj.n rrarne

after Jirl1rr rlanlell-RNlI*.
Example : juaa,dela*rua'd.deped.gov'p*

i 2 3452 1 2 347 tlirZ.neped' gov'pk
93843 84 1 1 3GgrS.dePed-gcv-Ph

3, Why are th*re ditferert tes*,sts? ?}:tre ar* di{l'=rent tenants rvit}rin the
Department *f Edr.rcati.cn becar:.se each r:ser gets access to manJi apps and services

{Office, Email, Teams, etc.} that ca-::.a*t a-tlbe hasred i::. *:re ts&al:t- It is thcn divided
into regiona"l tenants.

4. Can I use rrry Gmail aecoant sr sther perscaal accounts? Yes, but it is

recommended ihat you use y*ur DepEd Micr*s*ft acccunl to ha:;e access tc Teams.

If you 1-lse ysur personai acc*Lrrtt, yai: will *a1y be a guesa ai meetings, eve*ts, and
groups and may nai have a.rcess to fia*V lHirrts*ia serrrices.. inrluding Micrasoft
365,

S. Ca11 I send frles tn other peaple in ?caas? Yes. y*Llcar: send files to people with
the same tenantf email daa:ajn a.s *y*l:r:*. Tr: send a ile r* cth*r peaple outside of
your tenar:t, upload it an y*ur Cn=Drive {*r any st*rag=i and s*ed the lirak to the
recipirlt.

6. How many atteadeea ea& a Tea*s videc call aecsrsradate? 1BO0 people

7. Hour many atteadees caa a ?eaats liv* eve*t aeca?r'rilladate? 2o'o*o - 1oo'oo0
vierv-cnly attendees

8. Hoy can I make my live eveat accomrlod.ate IOO,OOO people? Create yaur live
event in Teams, then flli ar:t this form: aka.nslDepcdTlE

9. Is there a mcbitre app? Yes. 3r*u rnay dar*'ni*ad it *r thr Flqy Stcre *r ihe App

Store.

lO.Is there a seb version af the app? Yes, login tc teams.microsoft'com using your
DepEd Micrcsoft account.

1l.Is there a Bt**&oat Roa* festlre? Yes.

12.Is there * recottia.g cspahility? Yes.

13.Caa I track attesdaace? Yes. {See memo}

14.Caa I uxe Te*ae o$iae? ${o.

a

_


