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For: Undersecretaries
Asslstant Secretarles
Bureau and Service f,Xrectors
Reglonal Dlrectors
Schools Divlslon Superlntendents
Prlnclpals aad School lleads
All Others Concerned

Subject: ACCESS TO UICROSOFT TEAUS'UPC}RADED CAPACITY
A.!tD FEATI'RES

Teams sebinar: 10,000 attendees (for large school events, department
conferences, parent-teacher events)

Teams live events: 10,000 - 100,000 attendees (for division / regiolr/
nationwide events, trainings, virtual graduations, and otJrer large
events)
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The Department of Education (DepEd) has partnered with Microsoft Philippines
to provide leamers, teachers, and non-teaching personnel with a number of
productivity tools through Microsoft Teams.

A11 personnel, faculty, and learners now have access to Microsoft Teams and its
upgraded features. These features include an increased attendee capacity, record
meeting, attendance tracking, webinar registration, breakout rooms, whiteboard,
polls, Filipino captions, and external app integrations. They may use these to host
webinars, meetings, events, classes, and other activities.

The u pgraded capacities are:

. Teams meetlng: 1000 attendees (for online classes, consultations,
meetings, trainings, LAC sessions)
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The Microsoft Teams application may be downloaded by following the
instructions attached as Alnex A. Those who wish to organize and participate in
their own online activities may follow these instructions:

. Annex B - How to do a Teams meeting/video call
r Annex C - How to do a live event
. Annex D - How to track attendance in Teams video calls and in live events
. Annex E - For attendees joining Teams live events

For additional guidance on the platform, please refer to the Frequently Asked
Questions (FAQs) attached as Annex F, or refer to this link for the live FAQ board:
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For more information, please contact Mr. Genesis Fernando of the ICTS-User
Support Division (USD) through Teams chat or email at iglg..U9d@deped=gqv.-ph (cc:
eenesis. fernando(adeoed. gov. oh).
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1. PtC/Laptop: Mag-login sa teamg.mlcrosolt.com gamit ang iyong DepEd
Microsoft account

Pagkatapos mag-login, maaari niyong i-download ang desktop app. I-click ang

"...' sa kanang bahagi ng app at piliin ang'Download the derhop app'.
Maaari niyo din i-click ang arrow down key sa kaliwang bahagi ng app.

r)

2. Moblle: Pumunta lamang sa Google play store o kaya sa App store at
hanapin ang aMlcroroft Teamr'. Mag-login gamit ang iyong DepEd
Mlcroeoft eccount.
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Annex A

Paano mag-logln at mag-download ng Mlcrosoft Teams

E @ New tab
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Annex B
Paano Mag-Vldeo Cdl Gamit ang Teams

1. camtt aag lyoag FC/laptop:

Pumunta sa 'Calelder' section at i-click ang cltleu Ueetlag'.
Piliin ang 'Echedule f eetlag".

Lagyan ng wastong detalye ang iyong meeting at kumpirmahin (i.e., Kailan ito
gaganapin? Gaano katagal ang iyong meeting? Sino ang attendees? Iba pang
detalye ng iyong meeting?)

El **, *
rt rr{ - trr ilt 06! 4!4, }!r.'.

Mayroon na kayong scheduled meetingt (Tip: maaari din i-share ang link sa
mga attendees.). Para pumasok sa video call, i-click lang ito sa inyong calendar
at irlick ang gJoht.
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Waiting for otherr to join.
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Ito ang makikitang mga bahagi ng screen sa loob ng iyong video call:

1. fcmberr - Dito makikita ang mga attendees na kasama sa video call
2. Chat - Maaaring mag chat, mag-attach ng file at links
3. Rcactlon - Raise Hand, Heart, Smile, at iba pang reaction na maaaring gamitin
4. Bleelout looEr - Maliliit na virtual rooms na maaaring gamitin ng attendees
5. Scttl'.gt - Background effects, "Together Mode', at iba pang settings
6. Vldeo aad mic - Turn on/off
7. tha:e - Maaaring mag-share ng slides, screen, o gumamit ng whiteboard

Maaaring mag-video call sa inyong chat o group chaL l-click lang ang video call icon
upang simulan ito.
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2, c.Dtt aag lyong mobllc app:

Sa iyong chat, maaaring tawagan ang iyong kausap sa pag-click ng vldco / audio call
lco! sa itaas.

Sa iyong calendar makikita ang mga scheduled meetings. I-click ang sJoln" upang
makapasok. Makikita dito ang chat, video, audio features ng Teams meeting.

a **",
Erternal Trainer Kristian

Alan Catahan(Guest)
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Ao[ex c
Paano Mag-Orga.nlze tgTeams Llve Event

1. camlt aag tyoog FC / laptop:

Pumunta sa aCalcndaf section ng Teams at i-click ang sf,cw fecttng?. Piliin ang
6Lfuc Eweat".

l,a$/an ito ng wastong detalye (i.e., Kailan ang event? Sino ang mga presenters?)

Tlp: Ang produccr ang may control sa live event- Ang Pscacate narllan ang mga
speaker ng live event.

Piliin ang privacy ng iyong event. Maaaring gawing 'public' ang iyong event kung
walang acrount ang ilan sa iyong attendees.
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Sa {Dront optionr', maaaring i-enable/disable ang recording, captions, attfndance
report, at Q&4.

o.a&

r-

{rr2B

a cc4r i.Jd. b F.dE .aF.r.t!f
a..@rr!rl*loft&,,

sFl- lr.t!+ Entlrh nhadj 9Iir6i

LrEl* o r. iprc (glrlorlG)

a 
^rkn 

..6{{srsi '.rdrlas

t:

I
,
5

t!

-



1

Maaari nang i-share ang 4attcrdee liat? sa inyong attendees.

Tandaaa: Iba ang settendee llak! sa aproducer llak'. Gamitin ang link sa ibaba
para sa mga event organizers at speal<ers).
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Ito ang attendee

Paaao i-upgrad6 qng iyoag llve cver.t 3a 1(X),O@atteadee capaeit5r?
Ang Teams live event ay may default na 10,000-attendee capacity. Upang i-upgrade ito
sa 100,000, sagutan ang form na ito pagkagawa ng iyong live event:
aka.ms/DepedTLE

-aa

Siguraduhing may na-schedule na kayong live event bago sagutan ang form.
Maghintay ng 7 burtrcar d&!E bago ito maaprubahan.

Ito ang link para sa event organizers

DepEd 2022 lTeams Live Event request for
100k capa.aty audience
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Sa loob ng iyong live event, ito ang view ng creat organlzers at presetrters:

L. Aft rrd.e cou.at - Dito makikita kung ilan ang nanonood sa live event

2. Q,nctc - Ito ang nagsisilbing "backstage' kung saan maaaring piliin ng
producer ang susunod na content na ipapalabas sa live event view

3. Llvc evcat vlcr - Ito zrng view na nakikita ng mga manonood

4. thqle coateat/coatelt left - Maaaring piliin kung isang screen lang ang
nakadisplay o kasama ang carnera ng speaker. Kadalasan ginagamit ang
"content left" kepag may slides at speaker na kailangan makita sa screen.

5. Sead ltve - Dadalhin nito ang view mula sa queue papunta sa live event view

6. Stert / Ead - Ito ang magsisimula at magtatapos ng live event. Kapag
sisimulan ang live event, click "Start" at huwag itong i-click hangga't hindi pa
tapos ang buong live event

7. Prcrenterr - Dito makikita ang mga presenters na maaaring magbukas ng
kanilang camera at mag-share ng kanilang screen. Ang producer ang pipili
kung sinong presenter ang ilalagay niya sa screen at kung anong content ang
nakadisplay sa screen.

8. coatctrt - Dito makikita ang mga slides, videos, o anumang material na
nagawang i-sharc ng presenter. Dito pipih ang producer kung anong content
ang nakalagay sa screen.
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Attcadec vlcw - Sa mga manonood, maaaring mapanood ang live event gamit ang
kanilang PC, tablet, o mobile phones.

I

-Manood gamit ang PC, laptop ganit mobile p
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Annex D

I. Teamc Ueetlng / Vldeo Cdl - Pagkatapos ng iyong meeting, buksan ulit
ito sa iyong calendar at i-download ang 'Attendance'.

EI
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+
Mkrc3on L.mr m.ring

Ang attendance sheet ay isang Drcel lllc. Dito ipapakita kung ilan ang
attendees, ang kanilang pangalan, email, at kung kailan sila pumasok at umalis
ng video call. Ipa.pakita rin dito alg tinagal nang kanilang pagsubaybay sa video
call.
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Paaao i-track aag atterdaace sa
Teams meetlng at live event
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2. Teams Llve Eveat - Pagkatapos ng ryong live event, buksan ulit ito sa iyong
calendar at i-download ang 'Atterrdee ergagenetrt report'.
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Ang attendee engagement report ay isang kcel fIIe. Ipapakita dito ang lahat ng
mga sumali at nanood ng live event. Ipapakita ang email na ginamit at ang
kanilang pangalan. (Sa mga sumali "anonymously", hindi makikita ang kanilang
pangalan sa sheet. Ito ay ipapakitang blanko. )
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Annex E

Paaao Eanood/rnag-participete sa Teans Live Event

1. Mag-login sa teanr.mlcroroft.com sa inyong laptop o tablet. I-click ang
event link na binigay sa inyo.

E) N$rab x {

O {a t.ams.rnicrosoft com
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2. I-click ang 'Ca.ncel' at piliin ang 6Watch on the reb lnstead' upang
mapanood ito sa web browser. Kung ikaw ay may Teams app na sa iyong
device, maaari mong piliin ang (Lauach lt nov.'
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3. I-click ang sJoln aaon5rmously' kung wala pang DepEd Microsoft account,
at panoorin ang programa.

lEi

Hintayin magsimula ang programa!
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The live event hasn't started
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Frequently Asked Questlons in Teams and Microsoft 365

1. Catr I call/message aorneoae with a dlffereat teaaat/ emall domaln? Yes, you
can still call them and send them a message.

2. What ir a tcaant / cmall domala? The t€nant/email domain is the domain name
aftcr your name/LRN/lD.
Example: j uan. delacru@eped.gov.ph

1 2 34 5 2 I 2 347 @r'2.depcd. gov. ph
9384384 1 1 30@rt.dcped.gw.ph

3. why arc thcre dlfiereat teaaltr? There are different tenants within the
Department of Education because each user gets access to many apps and services
(Office, Email, Teams, etc.) that cannot all be hosted in one tenant. It is then divided
into regional tenants.

4. catr I urc Ey GEall accourt or other perroaal accourt ? Yes, but it is
recommended that you use your DepEd Microsoft account to have access to Teams.
Ifyou use your personal account, you will only be a guest at meetings, events, and
groups and may not have access to many Microsoft services, including Microsoft
36s.

5. ca! I read f,ler to other people ln Teamr? Yes, you can send files to people with
the same tenant/email domain as yours. To send a file to other people outside of
your tenant, upload it on your OneDrive (or any storage) and send the link to the
recipient.

6. How many attendeer caa a Teams video call accorurodate? 1OOO people

7. How maay attendeer can a Teane lfuc cveat accommodate? 2O,OOO - 1OO,O0O

view-only attendees

E. How caa I aaLe my live eeert acc@oodate l(X),(X)O people? Create your live
event in Teams, then fill out this form: alc.an/DepcdTLE

9. It thcrc e mobile .pp? Yes, you may download it on ttre Play Store or the App
Storc.

lO. Ir thGrc a web veralora of thc app? Yes, login to tearr..Elcrsoft.com using your
DepEd Microsoft account.

11.Is there a Breakout Room feature? Yes

12.Is there a recordlng capablllt5r? Yes.

13. Catl I track attendance? Yes. (See memo)

14.Caq I use Teams offflc? No.
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