Department of Education
Region IV-A (CALABARZON)

Division of Cavite
Trece Martires City, Cavite

AL 1Z,2018

DIVISION MEMORANDUM
NO. 23, s. 2018

ADDENDUM TO DIVISION MEMORANDUM NO. 23 S. 2018
ENTITLED “NEW GUIDELINES ON THE ISSUANCE OF DEPED
EMAIL ACCOUNTS FOR PERMANENT TEACHING AND NON-

TEACHING PERSONNEL OF DEPED CAVITE”

To:  QIC, Assistant Schools Division Superintendent
OIC, Office of the ASDS
Chief Curriculum and Implementation Division
OIC, Office of SGOD Chief
All Education Program Supervisors
Al Public School District Supervisors
All Elementary and Secondary School Heads
Adl Division Unit and Section Heads
All Teaching and Non-Teaching Personnel

1. In reference with Division Memorandum No. 23 s. 2018 enfitled "New Guidelines on the
Issuance of DepEd Email Accounts for Permanent Teaching and Non-Teaching
Personnel of DepEd Cavite” the following guidelines are to be included:

a. New forms are to be utilized to request for a new account, resetting of password
and deletion of account. Attached are sample copies for reproduction.

b. Foraccount creation, newly hired and permanent teaching/non-teaching personnel
who doesn’'t have a DepEd email account yet should fill-up the DepEd Email
Account Creation Form and submit to the school’s ICT Coordinator for collation.
ICT Coordinators should secure the signature of the Division HRMO before
submission to the information Technology Officer (ITO) for account creation.

c. For password resef, requesters shouid fill-up the DepEd Email Account
Password Reset Form and submit directly to the Division ICTS office. Only three
password resets are allowed. When the reguesier exceeds the number of
allowable password reset, he/she should write a letter to the Schools Division
Superintendent stating the reason why the account is to be reset again. Invalid
reasons may lead to account sugpension.
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d. For account deletion, retiredfresigned or family member of a deceased
teaching/non-teaching personnel should filkup the DepEd Email Account
Deletion Form to be attached to their clearance. The said form should be
submitted first to ICTS office and secure the initial of the 1TO before hefshe can be
cleared in the Human Resource section.

2. For strict compliance and implementation.

HERRYLOU D. DE MESA
chools Division Superintendept

ﬁ {046} #19-1286 @ deped cavite@deped.gov.ph ﬁ wvaw. facebook.com/DivisionOfCaviteProvince
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