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1.　Documents whether electronic or paper, are eSSential component of

an organiza缶on. Accessing血ese documents o血ine can save time, increase

produc缶vity and e鯖cieney in the organization especially now血at our

educational aystem is in new no調nal situation due to COⅥD 19 pandemic’血us

we have limited血ne to travel and onsite visit to o鯖ces and we can use these

documents for fu.ture reference/ S.

2. In rela也on to血is, the OSDS-ICT unit would m嶺e to inform血e鬼eld

that we have the On鵬ne Data Sto筋喝e(ODSI of血e o縦cial DepEd Issuances

using血e DepEd provided accounts(Gmail and Microsoft 365) to SchooIs,

Teachers and Non-1tach血g as online technical assistance to血e field

3. Enclosed are血e process on血e use of Onlまne D種ta Stomge(ODS)

of血e o臆cial DepEd issuances using the DepEd provided accounts (Gmail and

Microso紅365 account§) to schooIs and DepEd personnel.

4. Immediate and wide dissemination of也Iis mem朋ra皿dum is desired.

二三/

Asst. Sch。g諾鵠d。nt
O鯖cer- In- Charge

O縦ce of the SchooIs Division Superintendent
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PROCESS O蘭でHE USE OF O珊Ⅲ肥Drm STO最AGE (ODS) OF鵬

O珊CIA重DEPED ISSUAHcES US霊ⅣG THE DEPED PRoVIDED

ACCOURTS IG蘭嶋田AHD蘭はC最OSOF富36曇ACCOU即でSI

TO SCHOOLS AND DEPED PERSO珊EL

l. _DUCT重ON:

Docunents whe也er electronic or p坤er, are eSS6h缶al component of an

Orga]hation・ A∝eSSing血ese documents online can save time’ increase

Productivity and e腿cieney in the organization especially now　血at our

educational system is in new normal situation, thus we have limited time to

travel and onsite visit to o縦ces and we can use these docunents for future

reference.

Ⅱ ○ ○噌ect紅梅s:

1) To address血e problems encountered by血e SDO Catanduanes teachers

and employees in紐1ding and accessing o縦cial DepEd issuances也at wm

be uploaded and stored to SDO website岬
and GoogleD轟ve (https: / /血画;

2) 1b help血e SDO Catanduanes persormel get and a∞urate infomration

and reports ty providing血em reぬble sourees online; and

3)てb ma血Lize血e use of DepEd prcwided ac∞untS to SChooIs and DepEd

pe重so皿el.
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物叫び働qfSc加0庵Dきぬn榊のれd妙e棚轍use沈e R莞「 α朋成G胸部
aれ寄施dりS(昨加担融・ C紹飽eかed・qO昭枕)れs軌伐れg (蛎励do働〃間鴨め

納賦」お腹種は轟喝書九e呼融膨SC加oi倣糊競Sl健脚αれd鵬(折36与れ

The fo11owing are the documents that can be accessed and downloaded in

血e ODS也mugh血e Shared Folder-Goo容le Drive(GMail) and Chamels-Teams

(Microso紅365) :

/ Central O能ce Memoramda/Issuan∞S

O DepEd Order

O DepEd Memoranda

O DepEd Adviso宣y

/ Regional O鯖ce Memoranda/Issuance

O DepEd Order

O DepEd Memoranda

O DepEd Advisory

/ Division O鯖ce Memoranda/Issuance

o Numbered Memo

O UnNumbered Memo

O Advisory

o Division Bu皿etin

O Armouncement of Vacant Fbsi債ons
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重II- P重ocedu〃eS:

You can do one of the fo11owing steps:

/ Type the site address in也e URL for GMafl (曲or

Microsoft位坦Q]匝ce二旦2±塾) and provide血e i叫ividual usemame and

PaSSverd; Or

争∴∴∴臼∴毎w踊.g○○留le.c〇品

/豊霊諾r富諸藩鵠f
Central O随ce Issuances’2021 Regional O縦ce Issuances’etC.,血en

look for the type of memo(Numbered, UnNumbered, etC.) and click the

皿e血at you want to open
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/ For Technical Assistance, Please coordinate w姐your designated ICT

Coordinators or you can directly contact血e ICT unit thru SMS

(0929 1383262) or email t垂nit・Ctd@d印ed・g哩垂).

Ⅳ- Requま重ements to a○○ess the ODS:

/ Desktop/ Laptop/ Ce皿phone(Android)

/ Intemet Access
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