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Bienvenue dans GroupWise
*URXS:LVH��HVW�XQ�ORJLFLHO�UpSRQGDQW�j�WRXV�YRV�EHVRLQV�HQ�PDWLqUH�GH
PHVVDJHULH��GH�JHVWLRQ�GH�YRWUH�HPSORL�GX�WHPSV�HW�GH�YRV�GRFXPHQWV�

�

$YDQW�GH�SRXYRLU�FRPPHQFHU�j�XWLOLVHU�*URXS:LVH��YRXV�GHYH]�H[pFXWHU�OH
SURJUDPPH�GH�FRQILJXUDWLRQ�GH�*URXS:LVH��/H�JXLGH�FRUUHVSRQGDQW�YRXV�DLGHUD
j�HIIHFWXHU�FKDFXQH�GHV�pWDSHV�GX�SURFHVVXV�GH�FRQILJXUDWLRQ�

Exécution du programme de configuration
1 &RQWDFWH]�O
DGPLQLVWUDWHXU�GH�YRWUH�V\VWqPH�SRXU�FRQQDvWUH�O
HPSODFHPHQW

GX�SURJUDPPH�GH�FRQILJXUDWLRQ�GH�*URXS:LVH��6(783�(;(��9RXV�GHYH]
FRQQDvWUH�FHW�HPSODFHPHQW�SRXU�SRXYRLU�FRQWLQXHU�

2 $VVXUH]�YRXV�TXH�YRXV�YRXV�rWHV�ELHQ�ORJXp�VRXV�YRWUH�SURSUH�QRP�j
O
RUGLQDWHXU�

3 &OLTXH]�VXU�'pPDUUHU��([pFXWHU�

4 (QWUH]�OH�FKHPLQ�G
DFFqV�DX�SURJUDPPH�GH�FRQILJXUDWLRQ�6(783�(;(
GH�*URXS:LVH��SXLV�FOLTXH]�VXU�2.�

5 6XLYH]�OHV�LQVWUXFWLRQV�GX�SURJUDPPH�GH�FRQILJXUDWLRQ�

Démarrage de GroupWise

1 &OLTXH]�GHX[�IRLV�VXU� �VXU�OH�EXUHDX�

2 /D�IHQrWUH�SULQFLSDOH�GH�*URXS:LVH�DSSDUDvW��3RXU�SOXV�G
LQIRUPDWLRQV
VXU�FHWWH�IHQrWUH��UHSRUWH]�YRXV�j�3UpVHQWDWLRQ�VXFFLQFWH�GH�*URXS:LVH �GDQV�FHWWH
VHFWLRQ�

�

6L�YRXV�DYH]�GHV�GLIILFXOWpV�j�XWLOLVHU�*URXS:LVH��YRXV�SRXYH]�REWHQLU�GH�O
DLGH
j�SDUWLU�GH�SOXVLHXUV�VRXUFHV��/
DLGH�HQ�OLJQH�HVW�GLVSRQLEOH�TXHO�TXH�VRLW�O
HQGURLW
R��YRXV�YRXV�WURXYH]�GDQV�*URXS:LVH��2XWUH�FHWWH�DLGH��YRXV�SRXYH]�WURXYHU
GHV�UpSRQVHV�j�YRV�TXHVWLRQV�VXU�OH�VLWH�&RRO�6ROXWLRQV�:HE�&RPPXQLW\�
GLVSRQLEOH�VXU�OH�:HE�j�O
DGUHVVH�VXLYDQWH���ZZZ�JZPDJ�FRP�

Utilisation de l'aide en ligne
/D�PDMHXUH�SDUWLH�GH�OD�GRFXPHQWDWLRQ�GX�FOLHQW�*URXS:LVH�HVW�GLVSRQLEOH�HQ
OLJQH��'LYHUVHV�PpWKRGHV�G
DFFqV�j�O
DLGH�HQ�OLJQH�VRQW�SRVVLEOHV�DILQ�TXH�YRXV
SXLVVLH]�FKRLVLU�OD�PpWKRGH�FRUUHVSRQGDQW�j�YRV�EHVRLQV�

&RPPHQW�IDLUH��x��5pSHUWRULH�OHV�UXEULTXHV�G
DLGH�SDU�W\SH�GH�WkFKHV
FRQQH[HV�

Démarrage de
GroupWise

Accès à l’Aide
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1 &OLTXH]�VXU�$LGH��5XEULTXHV�G
DLGH��SXLV�VpOHFWLRQQH]�O
RQJOHW

&RQWHQX��&OLTXH]�HQVXLWH�GHX[�IRLV�VXU�&RPPHQW�IDLUH�

,QGH[��x��$IILFKH�GHV�PRWV�FOpV�TXL�YRXV�SHUPHWWHQW�GH�UHFKHUFKHU�OHV
LQIRUPDWLRQV�VRXKDLWpHV��FRPPH�GDQV�O
LQGH[�G
XQ�RXYUDJH�

1 &OLTXH]�VXU�$LGH��5XEULTXHV�G
DLGH��SXLV�VpOHFWLRQQH]�O
RQJOHW�,QGH[�

*XLGHV��x��/HV�JXLGHV�GpFULYHQW�XQH�RX�SOXVLHXUV�WkFKHV�SRXU�YRXV�IDLUH
GpFRXYULU�OHV�IRQFWLRQQDOLWpV�GH�*URXS:LVH��9RXV�SRXYH]�YRXV�FRQWHQWHU�GH
OLUH�OHV�LQVWUXFWLRQV�LQGLTXpHV�VL�YRXV�SUpIpUH]�QH�SDV�VXLYUH�OD�SURFpGXUH�
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1 &OLTXH]�VXU�$LGH��*XLGHV�

$LGH�FRQWH[WXHOOH��x��$IILFKH�XQH�EUqYH�GHVFULSWLRQ�GH�Q
LPSRUWH�TXHOOH
RSWLRQ�GH�ERvWH�GH�GLDORJXH�

1 'DQV�XQH�ERvWH�GH�GLDORJXH��FOLTXH]�VXU� ��SXLV�VXU�XQH�RSWLRQ�

5HFKHUFKHU��x��9RXV�SHUPHW�G
HQWUHU�GHV�PRWV�RX�H[SUHVVLRQV�SDUWLFXOLqUHV
HW�DIILFKH�OHV�UXEULTXHV�G
DLGH�FRUUHVSRQGDQWHV�
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1 &OLTXH]�VXU�$LGH��5XEULTXHV�G
DLGH��SXLV�VpOHFWLRQQH]�O
RQJOHW

5HFKHUFKHU�

Utilisation de Cool Solutions
&RRO�6ROXWLRQV�HVW�XQ�VLWH�:HE�FRQoX�SRXU�YRXV�SHUPHWWUH�GH�WRXW�FRQQDvWUH�VXU
*URXS:LVH��9RXV�\�GpFRXYULUH]�GHV�DVWXFHV�HW�GHV�DUWLFOHV�WKpPDWLTXHV�TXL
GpFULYHQW�O
XWLOLVDWLRQ�GH�*URXS:LVH�GH�IDoRQ�WUqV�GpWDLOOpH��9RXV�\�WURXYHUH]
pJDOHPHQW�GHV�UHVVRXUFHV��WHOOHV�TXH�GHV�FDUWHV�G·LQIRUPDWLRQV�WpOpFKDUJHDEOHV�HW
GHV�GpPRQVWUDWLRQV�TXL�YRXV�LQLWLHQW�j�*URXS:LVH��9RLFL�TXHOTXHV�H[HPSOHV��

2XYHUWXUH�GH�&RRO�6ROXWLRQV��x

1 'DQV�YRWUH�QDYLJDWHXU�:HE��WDSH]�ZZZ�JZPDJ�FRP�

(QYRL�GH�YRV�TXHVWLRQV�DX[�H[SHUWV�*URXS:LVH��x��$VN�WKH�([SHUWV�HVW�OH
IRUXP�GDQV�OHTXHO�YRXV�SRXYH]�SRVHU�YRV�TXHVWLRQV�FRQFHUQDQW�*URXS:LVH�
/RUVTXH�YRXV�YRXV�GHPDQGH]�FRPPHQW�HIIHFWXHU�XQH�WkFKH�GDQV
*URXS:LVH��WHOOH�TXH�SDUWDJHU�GHV�GRVVLHUV��LPSULPHU�XQ�DJHQGD��HWF��HW�TXH
YRXV�QH�WURXYH]�SDV�OD�VROXWLRQ�GDQV�OD�GRFXPHQWDWLRQ�QL�GDQV�7KH�9DXOW�
HQYR\H]�YRWUH�TXHVWLRQ�DX[�H[SHUWV�

&OLTXH]�VXU�%DVLFV�SRXU

GpFRXYULU�OHV�QRWLRQV

IRQGDPHQWDOHV�GH�*URXS:LVH�

&OLTXH]�VXU�7KH�9DXOW�SRXU�OLUH

OHV�pOpPHQWV�DUFKLYpV�

&OLTXH]�VXU�)$4�SRXU�VDYRLU�VL

OD�TXHVWLRQ�TXH�YRXV�YRXV�SRVH]

SRVVqGH�GpMj�XQH�UpSRQVH�

&OLTXH]�VXU�7DON�WR�8V

HW�IDLWHV�QRXV�SDUW�GH

YRV�UHPDUTXHV�VXU

*URXS:LVH�
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1 'DQV�YRWUH�QDYLJDWHXU�:HE��WDSH]�ZZZ�JZPDJ�FRP�

2 &OLTXH]�VXU�$VN�WKH�([SHUWV��$VN�8V�

3 &OLTXH]�VXU�$VN�WKH�&RRO�6ROXWLRQV�([SHUWV�

(Q�IRQFWLRQ�GH�OD�WDLOOH�GH�YRWUH�pFUDQ��LO�YRXV�IDXGUD�SHXW�rWUH�IDLUH
GpILOHU�OD�IHQrWUH�SRXU�WURXYHU�OH�OLHQ�$VN�WKH�&RRO�6ROXWLRQV�([SHUWV�

4 (QWUH]�YRV�FRRUGRQQpHV�HW�YRWUH�TXHVWLRQ�

5 &OLTXH]�VXU�(QYR\HU�

7pOpFKDUJHPHQW�GH�UHVVRXUFHV�GHSXLV�&RRO�6ROXWLRQV��x��$�OD�SDJH
'RZQORDGDEOHV��YRXV�WURXYHUH]�GH�QRPEUHXVHV�UHVVRXUFHV�TXH�YRXV�SRXYH]
WpOpFKDUJHU�HW�XWLOLVHU�GDQV�YRWUH�HQWUHSULVH��6RQW�pJDOHPHQW�SURSRVpV�GHV
GpPRQVWUDWLRQV�TXL�GpFULYHQW�O
XWLOLVDWLRQ�GH�*URXS:LVH��GHV�DUWLFOHV
WKpPDWLTXHV�GLVSRQLEOHV�VXU�OH�VLWH�:HE��GHV�JXLGHV�G
XWLOLVDWLRQ��GHV�FDUWHV
G
LQIRUPDWLRQV��HWF�

1 'DQV�YRWUH�QDYLJDWHXU�:HE��WDSH]�ZZZ�JZPDJ�FRP�

2 &OLTXH]�VXU�'RZQORDGDEOHV�

3 &OLTXH]�VXU�O
pOpPHQW�TXH�YRXV�VRXKDLWH]�WpOpFKDUJHU��SXLV�VXLYH]�OHV
LQVWUXFWLRQV�
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Présentation succincte de GroupWise
*URXS:LVH�UpSRQG�j�YRV�EHVRLQV�HQ�PDWLqUH�GH�PHVVDJHULH��GH�JHVWLRQ�GH�YRWUH
HPSORL�GX�WHPSV�HW�GH�YRV�GRFXPHQWV�j�SDUWLU�G
XQ�PrPH�HQGURLW�

�

/D�IHQrWUH�SULQFLSDOH�HVW�OH�SRLQW�GH�GpSDUW�GH�*URXS:LVH��$�SDUWLU�GH�Oj��YRXV
SRXYH]�OLUH�YRV�PHVVDJHV��SODQLILHU�YRV�UHQGH]�YRXV��FRQVXOWHU�YRWUH�DJHQGD�
RXYULU�YRV�GRFXPHQWV��HWF�

�

'DQV�*URXS:LVH��YRXV�SRXYH]�RXYULU�SOXVLHXUV�IHQrWUHV�SULQFLSDOHV��&HWWH
RSWLRQ�HVW�XWLOH�VL�YRXV�rWHV�OH�PDQGDWDLUH�G
XQ�DXWUH�XWLOLVDWHXU��9RXV�SRXYH]
DLQVL�YLVXDOLVHU�YRWUH�SURSUH�IHQrWUH�SULQFLSDOH�DLQVL�TXH�FHOOH�GH�OD�SHUVRQQH�GRQW
YRXV�rWHV�OH�PDQGDWDLUH��9RXV�SRXYH]�DXVVL�RXYULU�XQ�GRVVLHU�GDQV�XQH�IHQrWUH
GRQQpH�HW�FRQVXOWHU�YRWUH�DJHQGD�GDQV�XQH�DXWUH��9RXV�SRXYH]�RXYULU�DXWDQW�GH
IHQrWUHV�SULQFLSDOHV�TXH�OH�SHUPHW�OD�PpPRLUH�GH�YRWUH�RUGLQDWHXU�

/HV�FRPSRVDQWV�GH�EDVH�GH�OD�IHQrWUH�SULQFLSDOH�VRQW�GpWDLOOpV�FL�GHVVRXV��

%DUUH�G
RXWLOV
/D�EDUUH�G
RXWLOV�YRXV�SHUPHW�G
HIIHFWXHU�UDSLGHPHQW�GHV�WkFKHV�FODVVLTXHV�GDQV
*URXS:LVH��FRPPH�RXYULU�OH�FDUQHW�G
DGUHVVHV��HQYR\HU�GHV�PHVVDJHV
pOHFWURQLTXHV�HW�DIILFKHU�YRWUH�DJHQGD��3RLQWH]�DYHF�YRWUH�VRXULV�VXU�Q
LPSRUWH
TXHO�ERXWRQ�GH�OD�EDUUH�G
RXWLOV���XQH�LQIR�EXOOH�DIILFKH�OH�QRP�GH�OD
IRQFWLRQQDOLWp�FRUUHVSRQGDQWH��/D�OLVWH�GpURXODQWH�GHV�SDUDPqWUHV�G
DIILFKDJH
YRXV�SHUPHW�GH�PRGLILHU�UDSLGHPHQW�O
DIILFKDJH�GH�YRWUH�OLVWH�G
pOpPHQWV�

Fenêtre principale

/LVWH�GpURXODQWH�GHV

SDUDPqWUHV

G
DIILFKDJH�VXU�OD

EDUUH�G
RXWLOV

/LVWH�GHV

GRVVLHUV

/LVWH�GHV

pOpPHQWV

/
$SHUoX�YRXV

SHUPHW�GH�OLUH�OHV

PHVVDJHV�HW�OHXUV

SLqFHV�MRLQWHV�GDQV

YRWUH�ERvWH�DX[

OHWWUHV��VDQV�DYRLU�j

RXYULU�XQH�IHQrWUH

GLVWLQFWH�
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Liste des dossiers
/D�OLVWH�GHV�GRVVLHUV��VLWXpH�j�JDXFKH�GH�OD�IHQrWUH�SULQFLSDOH��SHUPHW�G
RUJDQLVHU
OHV�pOpPHQWV�HQYR\pV��UHoXV��SXEOLpV�HW�SDUWDJpV��9RXV�SRXYH]�pJDOHPHQW�FUpHU
GHV�GRVVLHUV�SRXU�OHV�\�VWRFNHU��&KDTXH�GRVVLHU�SDU�GpIDXW�FRQWLHQW�OHV�pOpPHQWV
VXLYDQWV��

� 9RWUH�GRVVLHU�XWLOLVDWHXU��SRUWDQW�YRWUH�QRP��HVW�YRWUH�EDVH�GH
GRQQpHV�*URXS:LVH��,O�FRQWLHQW�G
DXWUHV�GRVVLHUV�HW�GHV�pOpPHQWV�

� 9RWUH�ERvWH�DX[�OHWWUHV�UHJURXSH�WRXV�OHV�pOpPHQWV�HQYR\pV�HW
UHoXV��8WLOLVH]�OD�OLVWH�GpURXODQWH�GHV�SDUDPqWUHV�G
DIILFKDJH�SRXU
QH�YLVXDOLVHU�TXH�OHV�pOpPHQWV�HQYR\pV�RX�UHoXV�

� /
DUPRLUH�FRQWLHQW�WRXV�YRV�GRVVLHUV�SHUVRQQHOV�HW�SDUWDJpV�

� 9RWUH�GRVVLHU�'RFXPHQWV�FRPSUHQG�OHV�UpIpUHQFHV�DX[
GRFXPHQWV�TXH�YRXV�DYH]�FUppV�RX�RXYHUWV��6L�YRXV�O
LQGLTXH]��OHV
GRFXPHQWV�DIILFKpV�RX�LPSRUWpV�VRQW�pJDOHPHQW�DMRXWpV�j�FH
GRVVLHU��5HSRUWH]�YRXV�j�2UJDQLVDWLRQ�GH�YRV�GRFXPHQWV �GDQV�&UpDWLRQ
HW�XWLOLVDWLRQ�GH�GRFXPHQWV �SRXU�SOXV�G
LQIRUPDWLRQV�

� 9RWUH�GRVVLHU�7UDYDLO�HQ�FRXUV�FRQWLHQW�OHV�PHVVDJHV�LQDFKHYpV�
9RXV�SRXYH]�XWLOLVHU�XQ�PHVVDJH��SXLV�O
HQYR\HU�XOWpULHXUHPHQW�

� /D�FRUEHLOOH�FRQWLHQW�WRXV�OHV�pOpPHQWV�HW�GRFXPHQWV�VXSSULPpV�

Liste des éléments
/D�OLVWH�GHV�pOpPHQWV��j�GURLWH�GH�OD�IHQrWUH�SULQFLSDOH��DIILFKH�YRV�PHVVDJHV
pOHFWURQLTXHV�HW�WpOpSKRQLTXHV��YRV�UHQGH]�YRXV��YRV�QRWHV��YRV�WkFKHV�HW�OHV
UpIpUHQFHV�GH�GRFXPHQWV��'DQV�OD�EDUUH�G
RXWLOV��XWLOLVH]�OD�OLVWH�GpURXODQWH�GHV
SDUDPqWUHV�G
DIILFKDJH�SRXU�IDLUH�DSSDUDvWUH�OHV�pOpPHQWV�HQWUDQWV��VRUWDQWV�HW
SXEOLpV�

Aperçu
/
$SHUoX�ILJXUH�VRXV�OD�]RQH�/LVWH�GHV�pOpPHQWV��9RXV�SRXYH]�UDSLGHPHQW
DQDO\VHU�GHV�pOpPHQWV�HW�OHXUV�SLqFHV�MRLQWHV�GDQV�O
$SHUoX�DX�OLHX�G
RXYULU�FKDTXH
pOpPHQW�GDQV�XQH�IHQrWUH�GLVWLQFWH�

�

7RXV�YRV�pOpPHQWV��UHoXV�RX�HQYR\pV��VRQW�FRQVHUYpV�GDQV�YRWUH�ERvWH�DX[�OHWWUHV
*URXS:LVH��VXU�OH�UpVHDX��9RXV�SRXYH]�DIILFKHU�UDSLGHPHQW�XQLTXHPHQW�OHV
pOpPHQWV�HQWUDQWV��VRUWDQWV��SXEOLpV�RX�GH�EURXLOORQ�YLD�O
XQ�GHV�SDUDPqWUHV
G
DIILFKDJH�GH�OD�OLVWH�GpURXODQWH��/
XWLOLVDWLRQ�G
XQ�ILOWUH�YRXV�SHUPHW�GH
UHVWUHLQGUH�GDYDQWDJH�OH�W\SH�G
pOpPHQWV�DSSDUDLVVDQW�GDQV�YRWUH�ERvWH�DX[�OHWWUHV�
5HSRUWH]�YRXV�j�)LOWUDJH�GDQV�5HFKHUFKH�G·pOpPHQWV�GDQV�YRWUH�ERvWH�DX[�OHWWUHV �SRXU�SOXV
G
LQIRUPDWLRQV�

9RXV�SRXYH]�RUJDQLVHU�YRV�PHVVDJHV�HQ�OHV�GpSODoDQW�GDQV�GHV�GRVVLHUV�DX�VHLQ
GH�YRWUH�GRVVLHU�$UPRLUH�

Présentation de votre
boîte aux lettres
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Eléments non lus de votre boîte aux lettres
9RXV�SRXYH]�IDFLOHPHQW�LGHQWLILHU�OHV�pOpPHQWV�HW�OHV�GRFXPHQWV�TXH�YRXV�Q
DYH]
SDV�HQFRUH�HQFRUH�OXV�SXLVTXH�WRXV�OHV�pOpPHQWV�GH�YRWUH�ERvWH�DX[�OHWWUHV�TXL
Q
RQW�SDV�pWp�RXYHUWV�DSSDUDLVVHQW�HQ�JUDV�

/HV�VXLYLV�GH�GLVFXVVLRQ�UpGXLWV�VRQW�pJDOHPHQW�PDUTXpV�HQ�FDUDFWqUHV�JUDV�SRXU
LQGLTXHU�TX
LOV�FRQWLHQQHQW�GHV�pOpPHQWV�QRQ�OXV��9RXV�pYLWH]�DLQVL�GH�GpYHORSSHU
FKDTXH�VXLYL�SRXU�YpULILHU�VL�GH�QRXYHDX[�pOpPHQWV�RQW�pWp�SXEOLpV�

Icônes adjacentes aux éléments de votre boîte aux lettres
3RXU�YRXV�SHUPHWWUH�G
HQ�VDYRLU�XQ�SHX�SOXV�VXU�O
pOpPHQW�DYDQW�PrPH�GH�OH�OLUH�
XQH�LF{QH�DSSDUDvW�SUqV�GH�FKDTXH�pOpPHQW�TXH�YRXV�UHFHYH]��9RXV�SRXYH]�SDU
H[HPSOH�GpWHUPLQHU�OH�W\SH�GH�O
pOpPHQW��PHVVDJH��UHQGH]�YRXV��HWF���DLQVL�TXH�VD
SULRULWp��9RXV�SRXYH]�YRLU�pJDOHPHQW�VL�O
pOpPHQW�SRVVqGH�XQ�ILFKLHU�MRLQW�RX�VL
XQ�pOpPHQW�TXH�YRXV�DYH]�HQYR\p�Q
D�SDV�SX�rWUH�OLYUp�j�FHUWDLQV�GHVWLQDWDLUHV�
HWF�

,F{QH 'HVFULSWLRQ

�
$SSDUDvW�j�F{Wp�G
XQ�pOpPHQW�TXH�YRXV�DYH]�HQYR\p�
(OOH�LQGLTXH�TXH�*URXS:LVH�Q
D�SDV�SX�OLYUHU�OH
PHVVDJH�j�FHUWDLQV�GH�VHV�GHVWLQDWDLUHV�

�
$SSDUDvW�j�F{Wp�G
XQH�WkFKH�RX�G
XQ�UHQGH]�YRXV�TXH
YRXV�DYH]�HQYR\p��$�F{Wp�G
XQH�WkFKH��HOOH�LQGLTXH
TX
DX�PRLQV�XQ�GHVWLQDWDLUH�D�VXSSULPp�OD�WkFKH�VDQV
O
DYRLU�PDUTXpH�FRPPH�pWDQW�HIIHFWXpH��$�F{Wp�G
XQ
UHQGH]�YRXV��FHWWH�LF{QH�LQGLTXH�TX
XQ�GHVWLQDWDLUH�DX
PRLQV�D�VXSSULPp�OH�UHQGH]�YRXV�VDQV�O
DFFHSWHU�RX�O
D
UHIXVp�

�
$SSDUDvW�j�F{Wp�G
XQ�pOpPHQW�TXH�YRXV�DYH]�HQYR\p�
$�F{Wp�G
XQ�UHQGH]�YRXV��FHWWH�LF{QH�LQGLTXH�TXH
FHUWDLQV�GHVWLQDWDLUHV�QH�O
RQW�SDV�DFFHSWp��$�F{Wp�G
XQH
WkFKH��HOOH�LQGLTXH�TXH�FHUWDLQV�GHVWLQDWDLUHV�QH�O
RQW
SDV�WHUPLQpH��$�F{Wp�G
DXWUHV�W\SHV�G
pOpPHQWV��HOOH
LQGLTXH�TXH�FHUWDLQV�GHVWLQDWDLUHV�Q
RQW�SDV�RXYHUW�RX
VXSSULPp�O
pOpPHQW�

� /
pOpPHQW�FRPSRUWH�XQH�RX�SOXVLHXUV�SLqFHV�MRLQWHV�

� /
pOpPHQW�FRPSRUWH�XQ�RX�SOXVLHXUV�FRPPHQWDLUHV
YRFDX[��RX�O
pOpPHQW�HVW�XQ�PHVVDJH�YRFDO�

�
%URXLOORQ�

�
$SSDUDvW�j�F{Wp�G
XQ�pOpPHQW�TXH�YRXV�DYH]�HQYR\p�
&HWWH�LF{QH�LQGLTXH�TXH�*URXS:LVH�D�OLYUp�RX�WUDQVIpUp
O
pOpPHQW�j�WRXV�OHV�GHVWLQDWDLUHV�DYHF�VXFFqV�

�
(OpPHQW�SXEOLp�

� 9HUVLRQ�SDUWLFXOLqUH�G
XQ�GRFXPHQW�

� 9HUVLRQ�RIILFLHOOH�G
XQ�GRFXPHQW�
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,F{QH 'HVFULSWLRQ

� 6XMHW�GH�GLVFXVVLRQ�QRQ�RXYHUW�SXEOLp�GDQV�XQ
GRVVLHU�SDUWDJp�

�
6XMHW�GH�GLVFXVVLRQ�RXYHUW�SXEOLp�GDQV�XQ�GRVVLHU
SDUWDJp�

�
(OpPHQW�GH�SURFHVVXV�GH�WUDYDLO�QRQ�RXYHUW�

�
(OpPHQW�GH�SURFHVVXV�GH�WUDYDLO�RXYHUW�

� � � 0HVVDJH�pOHFWURQLTXH�QRQ�RXYHUW�DYHF�XQH
SULRULWp�IDLEOH��QRUPDOH�RX�pOHYpH�

� � � 0HVVDJH�pOHFWURQLTXH�RXYHUW�DYHF�XQH�SULRULWp
IDLEOH��QRUPDOH�RX�pOHYpH�

� � �
5HQGH]�YRXV�QRQ�RXYHUW�DYHF�XQH�SULRULWp�IDLEOH�
QRUPDOH�RX�pOHYpH�

� � �
5HQGH]�YRXV�RXYHUW�DYHF�XQH�SULRULWp�IDLEOH�
QRUPDOH�RX�pOHYpH�

� � �
7kFKH�QRQ�RXYHUWH�DYHF�XQH�SULRULWp�IDLEOH�
QRUPDOH�RX�pOHYpH�

� � � 7kFKH�RXYHUWH�DYHF�XQH�SULRULWp�IDLEOH��QRUPDOH
RX�pOHYpH�

� � � 1RWH�QRQ�RXYHUWH�DYHF�XQH�SULRULWp�IDLEOH�
QRUPDOH�RX�pOHYpH�

� � � 1RWH�RXYHUWH�DYHF�XQH�SULRULWp�IDLEOH��QRUPDOH
RX�pOHYpH�

� � �
0HVVDJH�WpOpSKRQLTXH�QRQ�RXYHUW�DYHF�XQH
SULRULWp�IDLEOH��QRUPDOH�RX�pOHYpH�

� � �
0HVVDJH�WpOpSKRQLTXH�RXYHUW�DYHF�XQH�SULRULWp
IDLEOH��QRUPDOH�RX�pOHYpH�

� � �
/
H[SpGLWHXU�D�H[LJp�XQH�UpSRQVH�GH�YRWUH�SDUW
SRXU�FHW�pOpPHQW��/
pOpPHQW�SHXW�rWUH�GH�SULRULWp
IDLEOH��QRUPDOH�RX�pOHYpH�

Options d'affichage de votre boîte aux lettres
,O�H[LVWH�WURLV�IDoRQV�G
DIILFKHU�OHV�pOpPHQWV�GDQV�YRWUH�ERvWH�DX[�OHWWUHV��VHORQ
O
RUJDQLVDWLRQ�GHV�LQIRUPDWLRQV�YRXOXH��/HV�RSWLRQV�'pWDLOV��6XLYL�GH�GLVFXVVLRQ
HW�6RXV�IRUPH�G
DJHQGD�DSSDUDLVVHQW�GDQV�OH�PHQX�9LVXDOLVHU�

'pWDLOV��x��&HWWH�RSWLRQ�SHUPHW�G
DIILFKHU��VRXV�IRUPH�GH�FRORQQHV��OD�OLVWH
GH�YRV�pOpPHQWV�HW�OHV�LQIRUPDWLRQV�OHV�FRQFHUQDQW���O
REMHW��OD�GDWH��OHV
GHVWLQDWDLUHV�G
XQH�FRSLH�FDUERQH��OD�SULRULWp��OH�W\SH�GH�GRFXPHQW��OD�GDWH
G
pFKpDQFH��OD�WDLOOH��OH�QXPpUR�GH�YHUVLRQ��HWF��'pWDLOV�UHSUpVHQWH�OD�YXH�SDU
GpIDXW�GH�OD�ERvWH�DX[�OHWWUHV�VL�YRXV�Q
DYH]�SDV�PRGLILp�OHV�FDUDFWpULVWLTXHV
GH�FHWWH�GHUQLqUH�
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1 &OLTXH]�VXU� �GDQV�OD�EDUUH�G
RXWLOV�SRXU�REWHQLU�XQH�YXH�SDU�GpWDLOV�

6XLYL�GH�GLVFXVVLRQ��x��&HWWH�RSWLRQ�SHUPHW�G
DIILFKHU�OD�GLVFXVVLRQ
pOHFWURQLTXH�GH�O
pOpPHQW�RULJLQDO�HW�WRXWHV�OHV�UpSRQVHV�REWHQXHV��WULpHV�SDU
RUGUH�KLpUDUFKLTXH�

1 &OLTXH]�VXU� �GDQV�OD�EDUUH�G
RXWLOV�SRXU�REWHQLU�XQH�YXH�SDU�VXLYL�GH
GLVFXVVLRQ�

6RXV�IRUPH�G
DJHQGD��x��&HWWH�RSWLRQ�SHUPHW�G
DIILFKHU�WRXV�OHV�pOpPHQWV
SODQLILpV�TXL�RQW�pWp�VDXYHJDUGpV�GDQV�XQ�GRVVLHU�SDUWLFXOLHU��(OOH�HVW�XWLOH�VL
YRXV�RUJDQLVH]�WRXV�YRV�UHQGH]�YRXV�HW�OHV�DXWUHV�pOpPHQWV�G
XQ�SURMHW
VSpFLILTXH�GDQV�XQ�GRVVLHU��VRLW�PDQXHOOHPHQW��VRLW�j�O
DLGH�GH�UqJOHV�



16������3UpVHQWDWLRQ�VXFFLQFWH�GH�*URXS:LVH

1 &OLTXH]�VXU� �GDQV�OD�EDUUH�G
RXWLOV�SRXU�REWHQLU�XQH�YXH�VRXV�IRUPH
G·DJHQGD�

�

/D�OLVWH�GHV�pOpPHQWV�GH�OD�IHQrWUH�SULQFLSDOH�HVW�GLYLVpH�HQ�FRORQQHV�
/HV�LQIRUPDWLRQV�UHODWLYHV�DX[�pOpPHQWV�GH�FHWWH�OLVWH�DSSDUDLVVHQW�GDQV
FKDTXH�FRORQQH��3DU�H[HPSOH��OHXU�REMHW��OHXU�GDWH�G
HQYRL��HWF��DSSDUDLVVHQW�GDQV
GLIIpUHQWHV�FRORQQHV��9RXV�SRXYH]�SHUVRQQDOLVHU�O
DIILFKDJH�GHV�FRORQQHV�GH
FKDTXH�GRVVLHU�GDQV�OD�IHQrWUH�SULQFLSDOH�HQ�PRGLILDQW�OHXU�ODUJHXU��HQ�DMRXWDQW
RX�HQ�VXSSULPDQW�GHV�FRORQQHV�HW�HQ�FKDQJHDQW�OHXU�RUGUH��9RXV�SRXYH]�PrPH
GpILQLU�XQ�DIILFKDJH�SURSUH�j�FKDTXH�GRVVLHU�SHUVRQQHO�GH�YRWUH�OLVWH�GHV�GRVVLHUV�

Ajout de colonnes à votre boîte aux lettres
1 'DQV�OD�IHQrWUH�SULQFLSDOH��RXYUH]�OH�GRVVLHU�DXTXHO�YRXV�YRXOH]�DMRXWHU�GHV

FRORQQHV�

2 &OLTXH]�VXU�XQ�HQ�WrWH�GH�FRORQQH�DYHF�OH�ERXWRQ�GURLW�GH�OD�VRXULV��SXLV
FOLTXH]�VXU�XQ�WLWUH�GH�FRORQQH�

RX

&OLTXH]�VXU�XQ�HQ�WrWH�GH�FRORQQH�DYHF�OH�ERXWRQ�GURLW�GH�OD�VRXULV��FOLTXH]
VXU�3OXV�GH�FRORQQHV��SXLV�VXU�XQH�FRORQQH�GH�OD�]RQH�GH�OLVWH�&RORQQHV
GLVSRQLEOHV��6pOHFWLRQQH]�HQVXLWH�$MRXWHU�

$VWXFH�V�

� i� 9RXV�SRXYH]�VpOHFWLRQQHU�SOXVLHXUV�FRORQQHV�HQ�FOLTXDQW�VXFFHVVLYHPHQW

GHVVXV�WRXW�HQ�DSSX\DQW�VXU�&WUO�

Utilisation des colonnes
de votre boîte aux
lettres
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Modification de l'ordre des colonnes
1 'DQV�OD�IHQrWUH�SULQFLSDOH��RXYUH]�OH�GRVVLHU�GRQW�YRXV�VRXKDLWH]�FKDQJHU�OH

SDUDPpWUDJH�GHV�FRORQQHV�

2 &OLTXH]�VXU�XQ�HQ�WrWH�GH�FRORQQH�DYHF�OH�ERXWRQ�GURLW�GH�OD�VRXULV��SXLV
FOLTXH]�VXU�3OXV�GH�FRORQQHV�

3 &OLTXH]�VXU�XQ�QRP�GH�FRORQQH�GDQV�OD�]RQH�&RORQQHV�VpOHFWLRQQpHV�

4 &OLTXH]�VXU�%DV�RX�VXU�+DXW�

5 &OLTXH]�VXU�2.�

$VWXFH�V�

� i� 9RXV�SRXYH]�pJDOHPHQW�IDLUH�JOLVVHU�GHV�FRORQQHV�YHUV�GH�QRXYHOOHV�SRVLWLRQV

GDQV�OD�IHQrWUH�SULQFLSDOH�

� i� 9RXV�SRXYH]�GpILQLU�GHV�SDUDPpWUDJHV�GH�FRORQQHV�GLIIpUHQWV�SRXU�FKDFXQ

GHV�GRVVLHUV�GH�YRWUH�ERvWH�DX[�OHWWUHV�GDQV�&DUDFWpULVWLTXHV�

Redimensionnement des colonnes de votre boîte aux lettres
1 'DQV�OD�IHQrWUH�SULQFLSDOH��FOLTXH]�VXU�OH�GRVVLHU�GRQW�YRXV�VRXKDLWH]

UHGLPHQVLRQQHU�OHV�FRORQQHV�

2 3ODFH]�OH�SRLQWHXU�GH�OD�VRXULV�VXU�OH�ERUG�GH�O
HQ�WrWH�G
XQH�FRORQQH�MXVTX
j
O
DSSDULWLRQ�G
XQH�GRXEOH�IOqFKH��)DLWHV�HQVXLWH�JOLVVHU�OD�VRXULV�SRXU
UHGLPHQVLRQQHU�OD�FRORQQH�

Tri des éléments des colonnes de votre boîte aux lettres
1 &OLTXH]�VXU�OH�GRVVLHU�FRQWHQDQW�OHV�pOpPHQWV�TXH�YRXV�VRXKDLWH]�WULHU�

2 &OLTXH]�VXU�9LVXDOLVHU��3DUDPqWUHV�G
DIILFKDJH��7ULHU�
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3 &OLTXH]�VXU�OD�FDWpJRULH�GHYDQW�VHUYLU�GH�FULWqUH�GH�WUL�GDQV�OD�]RQH�GH�OLVWH�

4 &OLTXH]�VXU�$VFHQGDQW�SRXU�HIIHFWXHU�XQ�WUL�GH�$�j�=�

RX

&OLTXH]�VXU�'HVFHQGDQW�SRXU�HIIHFWXHU�XQ�WUL�GH�=�j�$�

5 &OLTXH]�VXU�2.�

Suppression de colonnes de votre boîte aux lettres
1 'DQV�OD�IHQrWUH�SULQFLSDOH��RXYUH]�OH�GRVVLHU�GDQV�OHTXHO�YRXV�VRXKDLWH]

VXSSULPHU�GHV�FRORQQHV�

2 )DLWHV�JOLVVHU�O
HQ�WrWH�GH�OD�FRORQQH�KRUV�GH�OD�EDUUH�GH�FRORQQHV�

�

8WLOLVH]�OD�EDUUH�G·RXWLOV�SRXU�DFFpGHU�j�GH�QRPEUHXVHV�IRQFWLRQQDOLWpV�HW�RSWLRQV
SURSRVpHV�SDU�*URXS:LVH��/RUVTXH�YRXV�XWLOLVH]�FHUWDLQHV�IRQFWLRQQDOLWpV
�SDU�H[HPSOH��ORUVTXH�YRXV�rWHV�GDQV�YRWUH�DJHQGD���OD�EDUUH�G
RXWLOV�GH�FHWWH
IRQFWLRQQDOLWp�DSSDUDvW�

3RXU�HQ�VDYRLU�SOXV�VXU�XQ�ERXWRQ�GH�OD�EDUUH�G
RXWLOV��GpSODFH]�OH�SRLQWHXU�GH�OD
VRXULV�VXU�OH�ERXWRQ�HW�OLVH]�O
LQIR�EXOOH�DIILFKpH�

9RXV�SRXYH]�SHUVRQQDOLVHU�FKDTXH�EDUUH�G
RXWLOV�HQ�DMRXWDQW�HW�HQ�VXSSULPDQW
GHV�ERXWRQV��HQ�FKRLVLVVDQW�OHXU�RUGUH�HW�HQ�SODoDQW�GHV�VpSDUDWHXUV�HQWUH�HX[�
5HSRUWH]�YRXV�j�3HUVRQQDOLVDWLRQ�GH�YRWUH�EDUUH�G·RXWLOV �GDQV�3HUVRQQDOLVDWLRQ�GH
*URXS:LVH �

Modification de l'affichage de la barre d'outils
1 6L�OD�EDUUH�G
RXWLOV�Q
DSSDUDvW�SDV��FOLTXH]�VXU�9LVXDOLVHU��%DUUH�G
RXWLOV�

2 &OLTXH]�DYHF�OH�ERXWRQ�GURLW�GH�OD�VRXULV�VXU�OD�EDUUH�G
RXWLOV��SXLV�FOLTXH]�VXU
&DUDFWpULVWLTXHV�

3 &OLTXH]�VXU�O
RQJOHW�$IILFKDJH�

4 6pOHFWLRQQH]�OH�PRGH�G
DIILFKDJH�GH�OD�EDUUH�G
RXWLOV��SXLV�FOLTXH]�VXU�2.�

Utilisation de la
barre d'outils
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Login à
GroupWise
i i i i i i i i i i i i i i i i i i i i i i i
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Login à GroupWise
/RUVTXH�YRXV�GpPDUUH]�*URXS:LVH���YRXV�DYH]�OD�SRVVLELOLWp�GH�YRXV�\�ORJXHU�
/D�ERvWH�GH�GLDORJXH�GH�GpPDUUDJH�GLIIqUH�HQ�IRQFWLRQ�GHV�LQIRUPDWLRQV�UHTXLVHV
SDU�*URXS:LVH�SRXU�O
RXYHUWXUH�GH�YRWUH�ERvWH�DX[�OHWWUHV��3DU�H[HPSOH��ORUVTXH
YRXV�SRVVpGH]�XQ�PRW�GH�SDVVH�SRXU�YRWUH�ERvWH�DX[�OHWWUHV��TXH�YRXV�YRXV
FRQQHFWH]�DX�UpVHDX�HW�TXH�YRXV�GpPDUUH]�*URXS:LVH�GHSXLV�YRWUH�SRVWH��LO�VH
SHXW�TXH�OD�ERvWH�GH�GLDORJXH�TXL�DSSDUDvW�YRXV�GHPDQGH�YRWUH�PRW�GH�SDVVH�

6L��WRXWHIRLV��*URXS:LVH�QH�SDUYLHQW�SDV�j�ORFDOLVHU�OH�EXUHDX�GH�SRVWH��SDU
H[HPSOH��VL�VRQ�HPSODFHPHQW�D�FKDQJp�RX�VL�OH�VHUYHXU�FRQWHQDQW�OH�EXUHDX�GH
SRVWH�HVW�DFWXHOOHPHQW�KRUV�WHQVLRQ���XQH�ERvWH�GH�GLDORJXH�SHXW�DSSDUDvWUH���YRXV
GHYH]�DORUV�LQGLTXHU�OH�FKHPLQ�G
DFFqV�DX�EXUHDX�GH�SRVWH�RX�O
DGUHVVH�7&3�,3
GH�O
DJHQW�GH�EXUHDX�GH�SRVWH��YRWUH�QRP�G
XWLOLVDWHXU�HW�YRWUH�PRW�GH�SDVVH�

9RXV�SRXYH]�XWLOLVHU�XQH�RSWLRQ�GH�GpPDUUDJH�SRXU�TXH�OD�ERvWH�GH�GLDORJXH�GH
GpPDUUDJH�DSSDUDLVVH�V\VWpPDWLTXHPHQW�ORUVTXH�YRXV�ODQFH]�*URXS:LVH�

�

1 9pULILH]�TXH�YRXV�YRXV�rWHV�ORJXp�DX�UpVHDX�

2 /DQFH]�*URXS:LVH�

6L�YRXV�Q
DYH]�SDV�VSpFLILp�GH�PRW�GH�SDVVH�SRXU�YRWUH�ERvWH�DX[�OHWWUHV�HW�VL
*URXS:LVH�QH�QpFHVVLWH�SDV�G
LQIRUPDWLRQV�FRPSOpPHQWDLUHV��YRXV�SRXYH]
DIILFKHU�*URXS:LVH�VDQV�SDVVHU�SDU�OD�ERvWH�GH�GLDORJXH�GH�GpPDUUDJH�

3 6L�YRXV�rWHV�LQYLWp�j�HQWUHU�XQ�PRW�GH�SDVVH�RX�G
DXWUHV�LQIRUPDWLRQV�
HQWUH]�OHV�GDQV�OD�]RQH�DSSURSULpH��SXLV�FOLTXH]�VXU�2.�

$VWXFH�V�
� i� *URXS:LVH�SHXW�YRXV�GHPDQGHU�G
HQWUHU�G
DXWUHV�LQIRUPDWLRQV��WHOOHV�TXH

O
DGUHVVH�7&3�,3�HW�OH�SRUW�GH�O
DJHQW�GH�EXUHDX�GH�SRVWH��OH�FKHPLQ�G
DFFqV
DX�EXUHDX�GH�SRVWH�UpVHDX�RX�OH�FKHPLQ�G
DFFqV�j�OD�EDVH�GH�GRQQpHV�j
GLVWDQFH��6L�YRXV�LJQRUH]�FHV�LQIRUPDWLRQV��FRQWDFWH]�O•DGPLQLVWUDWHXU�GH�YRWUH
V\VWqPH�

Login à votre
boîte aux lettres
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�

1 &RQQHFWH]�YRXV�DX�UpVHDX�DYHF�YRWUH�SURSUH�,’�XWLOLVDWHXU�

RX

3RXU�DIILFKHU�OD�ERvWH�GH�GLDORJXH�GH�GpPDUUDJH�GH�*URXS:LVH��FOLTXH]�DYHF
OH�ERXWRQ�GURLW�GH�OD�VRXULV�VXU�O
LF{QH�*URXS:LVH�VLWXpH�VXU�OH�EXUHDX�
&OLTXH]�HQVXLWH�VXU�3URSULpWpV��SXLV�VXU�O
RQJOHW�GH�UDFFRXUFL��’DQV�OD�]RQH
&LEOH��DSUqV�O
H[pFXWDEOH�GH�*URXS:LVH��WDSH]�XQ�HVSDFH��SXLV��#X�"�
&OLTXH]�HQILQ�VXU�2.�

2 /DQFH]�*URXS:LVH�

3 6L�EHVRLQ�HVW��HQWUH]�YRWUH�,’�XWLOLVDWHXU�GDQV�OD�]RQH�,’�XWLOLVDWHXU�

4 &OLTXH]�VXU�OD�]RQH�0RW�GH�SDVVH��HQWUH]�YRWUH�PRW�GH�SDVVH��SXLV�FOLTXH]
VXU�2.�

$VWXFH�V�
� i� 9RXV�GHYH]�rWUH�GDQV�OH�PrPH�EXUHDX�GH�SRVWH�TXH�O
DXWUH�XWLOLVDWHXU�SRXU

rWUH�HQ�PHVXUH�GH�YRXV�ORJXHU�j�YRWUH�SURSUH�ERvWH�DX[�OHWWUHV�GHSXLV�VRQ
SRVWH�GH�WUDYDLO�

Login à votre boîte aux
lettres depuis le poste
de travail d'un autre
utilisateur
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�

1 /DQFH]�*URXS:LVH�

2 &OLTXH]�VXU�OD�]RQH�0RW�GH�SDVVH��SXLV�HQWUH]�YRWUH�PRW�GH�SDVVH�

3 &RFKH]�OD�FDVH�0pPRULVHU�PRQ�PRW�GH�SDVVH��SXLV�FOLTXH]�VXU�2.�

$VWXFH�V�
� i� /
DGPLQLVWUDWHXU�GH�YRWUH�V\VWqPH�SHXW�GpVDFWLYHU�0pPRULVHU�PRQ�PRW�GH

SDVVH�SRXU�OHV�XWLOLVDWHXUV�GH�YRWUH�V\VWqPH�
� i� &HWWH�RSWLRQ�HVW�SURSUH�j�OD�PDFKLQH��FH�TXL�VLJQLILH�TXH�ORUVTXH�YRXV

LQGLTXH]�j�*URXS:LVH�GH�PpPRULVHU�YRWUH�PRW�GH�SDVVH�VXU�XQ�SRVWH�GH
WUDYDLO��SXLV�TXH�YRXV�YRXV�ORJXH]�j�XQ�DXWUH�RUGLQDWHXU��YRXV�VHUH]�LQYLWp�j
HQWUHU�j�QRXYHDX�YRWUH�PRW�GH�SDVVH��6XU�OH�QRXYHDX�SRVWH��VL�YRXV�FRFKH]�OD
FDVH�0pPRULVHU�PRQ�PRW�GH�SDVVH��*URXS:LVH�UHFRQQDvW�FH�GHUQLHU�

� i� 9RXV�SRXYH]�pJDOHPHQW�VpOHFWLRQQHU�0pPRULVHU�PRQ�PRW�GH�SDVVH�GDQV
2SWLRQV�G
DFFqV�

� i� 6L�YRXV�FKDQJH]�G
DYLV�HW�TXH�YRXOH]�rWUH�LQYLWp�j�HQWUHU�YRWUH�PRW�GH�SDVVH�
FOLTXH]�VXU�2XWLOV��2SWLRQV��SXLV�FOLTXH]�GHX[�IRLV�VXU�&RQILGHQWLDOLWp�
&OLTXH]�HQVXLWH�VXU�O
RQJOHW�0RW�GH�SDVVH��SXLV�GpVpOHFWLRQQH]�OD�FDVH
0pPRULVHU�PRQ�PRW�GH�SDVVH�

� i� 6L�YRXV�OH�GpVLUH]��OHV�1’6�SHXYHQW�VWRFNHU�YRWUH�PRW�GH�SDVVH��3RXU�FH�IDLUH�
XWLOLVH]�&RQILGHQWLDOLWp�GDQV�2SWLRQV��&OLTXH]�VXU�$XFXQ�PRW�GH�SDVVH�Q
HVW
UHTXLV�DYHF�1’6��6L�YRXV�VpOHFWLRQQH]�FHWWH�RSWLRQ��YRXV�Q
DYH]�SDV�j�VDLVLU
YRWUH�PRW�GH�SDVVH�*URXS:LVH��TXHO�TXH�VRLW�OH�SRVWH�VXU�OHTXHO�YRXV
WUDYDLOOH]��j�FRQGLWLRQ�GH�YRXV�ORJXHU�G
DERUG�DX[�1’6�j�O
DLGH�GH�YRWUH�QRP�
9RXV�GHYUH]�WRXWHIRLV�LQGLTXHU�YRWUH�PRW�GH�SDVVH�ORUVTXH�YRXV�XWLOLVHUH]
5HPRWH�

�

1 ’pPDUUH]�*URXS:LVH�j�GLVWDQFH�

2 ’DQV�OD�ERvWH�GH�GLDORJXH�GH�GpPDUUDJH��HQWUH]�YRWUH�PRW�GH�SDVVH�

3 &OLTXH]�VXU�OD�]RQH�UHODWLYH�DX�FKHPLQ�G
DFFqV�j�OD�EDVH�GH�GRQQpHV�j�GLVWDQFH
RX�UHFKHUFKH]�FH�GHUQLHU��9RXV�SRXYH]��SDU�H[HPSOH��VDLVLU�F�?UHPRWH�

RX

6L�YRXV�QH�GLVSRVH]�SDV�GH�EDVH�GH�GRQQpHV�j�GLVWDQFH��VDLVLVVH]�OH�FKHPLQ
YRXV�SHUPHWWDQW�G
DFFpGHU�j�O
HQGURLW�R��YRXV�VRXKDLWH]�FUpHU�XQH�EDVH�GH
GRQQpHV�GH�FH�W\SH��4XDQG�YRXV�FOLTXH]�VXU�2.��YRXV�rWHV�LQYLWp�j�HQ�FUpHU
XQH�

4 &OLTXH]�VXU�2.�

Utilisation de votre mot
de passe sur le poste
des autres utilisateurs

Spécification du chemin
d'accès à la base de
données à distance
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$VWXFH�V�
� i� *URXS:LVH�GpPDUUH�j�GLVWDQFH�VL�YRXV�QH�GLVSRVH]�G
DXFXQH�FRQQH[LRQ

UpVHDX��VL�*URXS:LVH�pFKRXH�DSUqV�SOXVLHXUV�WHQWDWLYHV�GH�FRQQH[LRQ�j�OD
ERvWH�DX[�OHWWUHV�SULQFLSDOH��SDU�H[HPSOH��VL�OH�VHUYHXU�FRQWHQDQW�OH�EXUHDX�GH
SRVWH�HVW�DFWXHOOHPHQW�KRUV�VHUYLFH��RX�VL�YRXV�XWLOLVH]�O
RSWLRQ�GH�GpPDUUDJH
�SV��FKHPLQ!�

�

1 /DQFH]�*URXS:LVH�

2 ’DQV�OD�ERvWH�GH�GLDORJXH�GH�GpPDUUDJH��FOLTXH]�VXU�O
RQJOHW�$GUHVVH
7&3�,3�

3 (QWUH]�O
DGUHVVH�7&3�,3�GH�O
DJHQW�GH�EXUHDX�GH�SRVWH�

6L�YRXV�LJQRUH]�FHWWH�DGUHVVH�7&3�,3�RX�OH�SRUW�GH�O
DJHQW�GH�EXUHDX�GH
SRVWH��FRQWDFWH]�O
DGPLQLVWUDWHXU�GH�YRWUH�V\VWqPH�

4 6SpFLILH]�OH�SRUW�GH�O
DJHQW�GH�EXUHDX�GH�SRVWH�

5 &OLTXH]�VXU�2.�

$VWXFH�V�
� i� 9RXV�SRXYH]�VSpFLILHU�OH�FKHPLQ�G
DFFqV�DX�EXUHDX�GH�SRVWH�UpVHDX�RX

O
DGUHVVH�7&3�,3�GH�O
DJHQW�GH�EXUHDX�GH�SRVWH��6L�YRXV�LQGLTXH]�OHV�GHX[�
*URXS:LVH�FRPPHQFH�SDU�YpULILHU�O
DGUHVVH�7&3�,3��6L�*URXS:LVH�QH�SHXW
SDV�VH�FRQQHFWHU�j�O
DLGH�GH�O
DGUHVVH�7&3�,3�VSpFLILpH��LO�WHQWH�G
DFFpGHU�DX
EXUHDX�GH�SRVWH�UpVHDX�YLD�OH�FKHPLQ�G
DFFqV�LQGLTXp�

Spécification de
l'adresse TCP/IP de
l'agent de bureau
de poste


