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ION MEMORANDUM
164 , s. 2020

APPOINTMENT SCHEDULE FOR TRANSACTIONS IN THE DIVISION OFFICE

Chief Education Supervisors

Education Program Supervisors

Public Schools District Supervisors

Heads of Public Elementary, Secondary and integrated Schools
All Others Concerned

. To ensure the safety of our Division Office personnel as well as our clients, this

Office will accommodate face to face transactions by appointment schedule.
This procedure is being applied in observance of stringent social distancing in
light of the Covid-19 pandemic.

Personnel of different sections/units will entertain transactions based on the
scheduled appointment set by the client through google calendar.

To set an appointment, please follow the instruction as per Enclosure No. 1.
Immediate and wide dissemination of this memorandum is desired.

MIGUEL MACA. APOSIN EdD, CESO V
Schools Division Superintendent

Poblacion, Numancia, Aklan

Tel/Fax No. {036) 265 3744 | (036) 265 3737 | (036) 265 3738 | (036) 265 3740 | (036) 265 3741
Website: http://www.depedaklan.org

Email Address: aklan.1958@deped.gov.ph




Enclosure No. 1 to the Division Memorandum No. 154 5. 2020

1. Booking an appointment (for DepEd Aklan Clients)

Go to the DepEd Aklan Website.

Click on the Get in Touch menu at the left panel,

Choose an office and a person to get in touch with. Click on Set an Appointment.
Click on the chosen time siot.
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Enclosure No. 1 to the Division Memorandum No. 159, s. 2020

2. Synchronizing your appointments at your cellphone (for SDO Aklan personnel)

Open Settings from your phone and click Accounts.

Click on Google. Check if you added your DepEd account. if you already did, skip Step 3-5.

if you don’t see your DepEd account, click the Back button and click Add Account.

Click Google. Fnter your DepFd Account detalls.

On the Google Terms of Service page, click | Agree.

Click the Home button and open your Calendar app.

If somebody reserves an appointment using your Appointment calendar, you will be able to see
it in your Appointments/Events for the day.
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