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Bienvenue dans WebAccess
*URXS:LVH��:HE$FFHVV�YRXV�SHUPHW�G
DFFpGHU�j�YRWUH�ERvWH�DX[�OHWWUHV
SULQFLSDOH�*URXS:LVH�j�SDUWLU�GH�O
,QWHUQHW��9RXV�SRXYH]�FRQVXOWHU�YRWUH�DJHQGD�
SODQLILHU�GHV�UHQGH]�YRXV��HQYR\HU�GHV�WkFKHV�HW�GHV�PHVVDJHV��FRPPH�VL�YRXV
pWLH]�j�YRWUH�EXUHDX�

,O�H[LVWH�WURLV�YHUVLRQV�GH�:HE$FFHVV��*URXS:LVH�:HE$FFHVV�HVW�OD�YHUVLRQ�VDQV
WUDPHV��8WLOLVH]�OD�HQ�FDV�GH�FRQQH[LRQV�,QWHUQHW�OHQWHV�������ESV��RX�VL�YRWUH
QDYLJDWHXU�QH�SUHQG�SDV�HQ�FKDUJH�OHV�WUDPHV�

8WLOLVH]�*URXS:LVH�:HE$FFHVV�DYHF�WUDPHV�VL�YRWUH�QDYLJDWHXU�QH�SUHQG�SDV�HQ
FKDUJH�-DYD���&HWWH�YHUVLRQ�GH�:HE$FFHVV�HVW�VLPLODLUH�j�OD�YHUVLRQ�-DYD��PDLV
HOOH�Q
XWLOLVH�SDV�FHWWH�IRQFWLRQQDOLWp�

:HE$FFHVV�DYHF�IRQFWLRQQDOLWp�-DYD�HVW�OD�YHUVLRQ�UHFRPPDQGpH�FDU�YRXV�XWLOLVH]
YUDLVHPEODEOHPHQW�XQ�QDYLJDWHXU�TXL�SUHQG�HQ�FKDUJH�-DYD�

�

&H�PDQXHO�WUDLWH�GH�OD�YHUVLRQ�GH�:HE$FFHVV�DYHF�IRQFWLRQQDOLWp�-DYD��/HV�DXWUHV
YHUVLRQV�QH�VRQW�PHQWLRQQpHV�TXH�VL�OHV�pWDSHV�G
XQH�SURFpGXUH�VRQW�GLIIpUHQWHV�
&HV�WURLV�YHUVLRQV�VRQW�JOREDOHPHQW�VLPLODLUHV���OD�SOXSDUW�GHV�pWDSHV�VRQW�GRQF
OHV�PrPHV�

�

/DQFH]�*URXS:LVH�:HE$FFHVV�FRPPH�YRXV�OH�IDLWHV�SRXU�Q
LPSRUWH�TXHOOH
DXWUH�SDJH�G
DFFXHLO�VXU�O
,QWHUQHW��8WLOLVH]�OH�QDYLJDWHXU�:HE�SRXU�DFFpGHU�j
O
DGUHVVH�85/�TXH�O
DGPLQLVWUDWHXU�YRXV�WUDQVPHW��SDU�H[HPSOH�ZZZ�JPDLO�FRP�
j�O
DGUHVVH�,3��SDU�H[HPSOH���������������

’DQV�OD�SDJH�GH�ORJLQ�:HE$FFHVV��HQWUH]�YRWUH�QRP�G
XWLOLVDWHXU�HW�YRWUH�PRW�GH
SDVVH�FRPPH�YRXV�OH�IDLWHV�SRXU�YRWUH�FRPSWH�XWLOLVDWHXU�*URXS:LVH�

&KRLVLVVH]�DSUqV�FHOD�OD�YHUVLRQ�GH�:HE$FFHVV�TXH�YRXV�VRXKDLWH]�XWLOLVHU�

A propos de ce manuel

DØmarrage de
WebAccess

([HPSOH�G'pFUDQ�GH�ORJLQ�
/H�Y{WUH�SHXW�rWUH�OpJqUHPHQW
GLIIpUHQW�
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&OLTXH]�HQVXLWH�VXU�/RJLQ���YRWUH�ERvWH�DX[�OHWWUHV�DSSDUDvW��/HV�LOOXVWUDWLRQV
VXLYDQWHV�UHSUpVHQWHQW�OHV�WURLV�YHUVLRQV�GH�:HE$FFHVV��

9HUVLRQ�GH
:HE$FFHVV
VDQV�WUDPHV�

9HUVLRQ�GH�:HE$FFHVV
DYHF�WUDPHV��1RWH]�TXH
OD�OLVWH�GHV�GRVVLHUV
DSSDUDvW�GDQV�VD�SURSUH
WUDPH�GDQV�OD�SDUWLH
JDXFKH�

/D�YHUVLRQ�GH�:HE$FFHVV
DYHF�IRQFWLRQQDOLWp�-DYD
UHVVHPEOH�j�OD�YHUVLRQ
DYHF�WUDPHV�
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6L�YRXV�DYH]�GHV�GLIILFXOWpV�j�XWLOLVHU�:HE$FFHVV��YRXV�SRXYH]�REWHQLU�GH�O
DLGH
j�SDUWLU�GH�SOXVLHXUV�VRXUFHV��:HE$FFHVV�YRXV�SHUPHW�G
DFFpGHU�j�O
DLGH�HQ�OLJQH�
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�GRFXPHQWDWLRQ�:HE$FFHVV�HVW�GLVSRQLEOH�HQ�OLJQH��’LYHUVHV�PpWKRGHV
G
DFFqV�j�O
DLGH�HQ�OLJQH�VRQW�SRVVLEOHV�DILQ�TXH�YRXV�SXLVVLH]�FKRLVLU�OD�PpWKRGH
FRUUHVSRQGDQW�j�YRV�EHVRLQV��/RUVTXH�YRXV�FOLTXH]�VXU�OH�ERXWRQ�$LGH��XQH
VHFRQGH�IHQrWUH�GX�QDYLJDWHXU�DSSDUDvW�SRXU�DIILFKHU�O
DLGH��GH�IDoRQ�j�FH�TXH�OD
WkFKH�HIIHFWXpH�QH�VRLW�SDV�LQWHUURPSXH�

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

1 &OLTXH]�VXU�$LGH���&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���,QGH[�GH�O•DLGH�

AccŁs à l�Aide
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,PSUHVVLRQ�GH�O
$LGH���x��6L�YRWUH�QDYLJDWHXU�SUHQG�HQ�FKDUJH�O
LPSUHVVLRQ
HW�TXH�YRWUH�RUGLQDWHXU�HVW�FRQQHFWp�j�XQH�LPSULPDQWH��YRXV�SRXYH]
LPSULPHU�GHV�UXEULTXHV�G
DLGH�XQH�SDU�XQH��9RXV�SRXYH]�RXYULU�XQH�OLVWH�GH
UXEULTXHV�G
DLGH�HQ�FOLTXDQW�VXU�&RPPHQW�IDLUH�RX�,QGH[�GH�O•DLGH�

3RXU�LPSULPHU�XQH�UXEULTXH�G
DLGH��

1 &OLTXH]�GHVVXV�SRXU�O
RXYULU�

2 8WLOLVH]�OD�IRQFWLRQQDOLWp�G
LPSUHVVLRQ�GX�QDYLJDWHXU�SRXU�LPSULPHU
FHWWH�UXEULTXH�

)HUPHWXUH�GH�O
$LGH��x

1 8WLOLVH]�OH�PRGH�GH�IHUPHWXUH�GH�OD�IHQrWUH�GH�O
$LGH�SURSUH�DX
QDYLJDWHXU�

3DU�H[HPSOH��GDQV�1HWVFDSH��SRXU�:LQGRZV������YRXV�FOLTXH]�VXU�OD�FDVH
GH�IHUPHWXUH��GDQV�O
DQJOH�VXSpULHXU�GURLW�GH�OD�IHQrWUH�

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�

&OLTXH]�VXU�%DVLFV�SRXU
GpFRXYULU�OHV�QRWLRQV
IRQGDPHQWDOHV�GH�*URXS:LVH�

&OLTXH]�VXU�7KH�9DXOW�SRXU
OLUH�OHV�pOpPHQWV�DUFKLYpV�

&OLTXH]�VXU�7DON�WR�8V�HW
IDLWHV�QRXV�SDUW�GH�YRV
UHPDUTXHV�VXU�*URXS:LVH



�������%LHQYHQXH�GDQV�:HE$FFHVV

(QYRL�GH�YRV�TXHVWLRQV�DX[�H[SHUWV�*URXS:LVH��x��$VN�WKH�([SHUWV�HVW�OH
IRUXP�GDQV�OHTXHO�YRXV�SRXYH]�SRVHU�YRV�TXHVWLRQV�FRQFHUQDQW�*URXS:LVH
HQ�JpQpUDO�HW�:HE$FFHVV�HQ�SDUWLFXOLHU��6L�YRXV�YRXV�GHPDQGH]�FRPPHQW
HIIHFWXHU�XQH�WkFKH�GRQQpH��FUpDWLRQ�GH�GRVVLHUV��XWLOLVDWLRQ�GH�O
$JHQGD��HWF��
GDQV�*URXS:LVH�HW�TXH�YRXV�QH�WURXYH]�ULHQ�GDQV�OD�GRFXPHQWDWLRQ�
HQYR\H]�YRV�TXHVWLRQV�DX[�H[SHUWV�*URXS:LVH�

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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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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Lecture des messages
/LUH�GHV�PHVVDJHV��GHV�UHQGH]�YRXV�RX�GHV�QRWHV�GDQV�:HE$FFHVV�HVW�DXVVL
VLPSOH�TXH�GH�FOLTXHU�VXU�OD�VRXULV�SRXU�RXYULU�O
pOpPHQW�

�

’DQV�:HE$FFHVV��WRXV�OHV�pOpPHQWV�*URXS:LVH��VRQW�RXYHUWV�GH�OD�PrPH
PDQLqUH�

1 ’DQV�OD�OLVWH�GHV�pOpPHQWV��FOLTXH]�VXU�O
REMHW�GH�O
pOpPHQW�

$VWXFHV
� i� 6L�YRXV�XWLOLVH]�OD�YHUVLRQ�GH�:HE$FFHVV�VDQV�WUDPHV��FOLTXH]�VXU�%RvWH

DX[�OHWWUHV�GDQV�OD�EDUUH�G
RXWLOV�SRXU�RXYULU�OD�OLVWH�GHV�pOpPHQWV�
� i� /HV�WkFKHV��OHV�QRWHV�HW�OHV�UHQGH]�YRXV�SHXYHQW�rWUH�DFFHSWpV��UHIXVpV�RX

GpOpJXpV��&OLTXH]�VXU�$FFHSWHU��5HIXVHU�RX�’pOpJXHU�j�F{Wp�GH�O
pOpPHQW�
GDQV�OD�OLVWH�RX�GDQV�OD�YXH�GH�PHVVDJH�HOOH�PrPH�

Ouverture d’ØlØments
dans la boîte aux lettres

/HV�ERXWRQV
GLVSRQLEOHV
GpSHQGHQW�GX�W\SH
G'pOpPHQW�RXYHUW�



/HFWXUH�GHV�PHVVDJHV��������

�

/RUVTXH�YRXV�DFFHSWH]�XQ�UHQGH]�YRXV��XQH�WkFKH�RX�XQH�QRWH��:HE$FFHVV
VXSSULPH�FHW�pOpPHQW�GH�OD�OLVWH�GHV�pOpPHQWV�HW�OH�SODFH�GDQV�YRWUH�DJHQGD�
/RUVTXH�YRXV�UHIXVH]�XQ�pOpPHQW��:HE$FFHVV�OH�VXSSULPH��/HV�pOpPHQWV
VXSSULPpV�VRQW�VWRFNpV�GDQV�OH�GRVVLHU�&RUEHLOOH�

Acceptation ou refus de rendez-vous, de tâches ou de notes
1 3RXU�RXYULU�XQ�pOpPHQW��FOLTXH]�GHVVXV�GDQV�OD�OLVWH�OHV�UpSHUWRULDQW�

2 &OLTXH]�VXU�$FFHSWHU�RX�VXU�5HIXVHU�

3 (QWUH]�XQ�FRPPHQWDLUH�GHVWLQp�j�O
H[SpGLWHXU��SXLV�FOLTXH]�VXU�$FFHSWHU
RX�VXU�5HIXVHU�

$VWXFH�V�
� i� 6L�YRXV�XWLOLVH]�OD�YHUVLRQ�GH�:HE$FFHVV�VDQV�WUDPHV��FOLTXH]�VXU�%RvWH

DX[�OHWWUHV�GDQV�OD�EDUUH�G
RXWLOV�SRXU�RXYULU�OD�OLVWH�GHV�pOpPHQWV�
� i� 9RXV�SRXYH]�pJDOHPHQW�FOLTXHU�VXU�$FFHSWHU�RX�5HIXVHU�GLUHFWHPHQW

GDQV�OD�FRORQQH�GHV�RSpUDWLRQV�GH�OD�OLVWH�GHV�pOpPHQWV�

Suppression de messages
1 9pULILH]�TXH�OD�OLVWH�GHV�pOpPHQWV�HVW�RXYHUWH�

2 5HFKHUFKH]�O
pOpPHQW�j�VXSSULPHU��SXLV�FOLTXH]�VXU�6XSSULPHU�GDQV�OD
FRORQQH�GHV�RSpUDWLRQV�j�GURLWH�GH�OD�OLVWH�GHV�pOpPHQWV�

Acceptation, refus
ou suppression
d’ØlØments reçus
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Envoi de messages
9RXV�SRXYH]�HQYR\HU�GLIIpUHQWV�W\SHV�GH�PHVVDJHV��SDU�H[HPSOH�GHV�PHVVDJHV
pOHFWURQLTXHV��GHV�UHQGH]�YRXV��GHV�WkFKHV��GHV�QRWHV�HW�PrPH�GHV�PHVVDJHV
WpOpSKRQLTXHV��&HWWH�VHFWLRQ�GpFULW�OH�PRGH�G
HQYRL�GH�FKDFXQ�GH�FHV�W\SHV�GH
PHVVDJHV��/HV�VHFWLRQV�VXLYDQWHV�GH�FH�PDQXHO�WUDLWHQW�GHV�WkFKHV�FRQQH[HV�
WHOOHV�TXH�OD�FRUUHFWLRQ�RUWKRJUDSKLTXH�RX�O
XWLOLVDWLRQ�GX�&DUQHW�G
DGUHVVHV�HW
GHV�SLqFHV�MRLQWHV�

$VWXFH�V�
� i� 9RXV�GHYH]�WRXMRXUV�LQGLTXHU�OHV�SLqFHV�MRLQWHV�HQ�GHUQLHU�DYDQW�G
HQYR\HU�XQ

PHVVDJH��6L�YRXV�OHV�VSpFLILH]�HQ�SUHPLHU�HW�TXH�YRXV�HIIHFWXH]�XQH�RSpUDWLRQ
SRXU�ODTXHOOH�:HE$FFHVV�GRLW�FRPPXQLTXHU�DYHF�OH�VHUYHXU��YRXV�GHYUH]
SHXW�rWUH�LQGLTXHU�j�QRXYHDX�FHV�SLqFHV�MRLQWHV�

� i� $YDQW�GH�SUpFLVHU�OHV�SLqFHV�MRLQWHV��YRXV�SRXYH]�XWLOLVHU�XQH�DXWUH�YXH�SRXU
O
pOpPHQW�TXH�YRXV�FRPSOpWH]�VDQV�SHUGUH�OH�WH[WH�VDLVL��&OLTXH]�VXU�O
XQ�GHV
ERXWRQV�GH�FRQYHUVLRQ�HQ�EDV�GH�O
pOpPHQW���:HE$FFHVV�FRQYHUWLW�OH�PHVVDJH
FUpp�DX�W\SH�SUpFLVp�

�

1 &OLTXH]�VXU�0HVVDJHV�GDQV�OD�EDUUH�G
RXWLOV�

2 (QWUH]�OHV�DGUHVVHV�GDQV�OD�]RQH�’HVW��6pSDUH]�OHV�SDU�XQH�YLUJXOH�
9RXV�SRXYH]�pJDOHPHQW�XWLOLVHU�OH�&DUQHW�G
DGUHVVHV�SRXU�UHFKHUFKHU
GHV�DGUHVVHV�

3 (QWUH]�XQ�REMHW�GDQV�OD�]RQH�2EMHW�

Envoi de messages
Ølectroniques



(QYRL�GH�PHVVDJHV���������

4 6DLVLVVH]�XQ�PHVVDJH�GDQV�OD�]RQH�SUpYXH�j�FHW�HIIHW�

5 6L�YRXV�XWLOLVH]�OD�YHUVLRQ�GH�:HE$FFHVV�DYHF�IRQFWLRQQDOLWp�-DYD��YRXV
SRXYH]�FOLTXHU�VXU�&RUUHFWHXU�G
RUWKRJUDSKH�SRXU�FRUULJHU�O
RUWKRJUDSKH
GH�YRWUH�PHVVDJH�

6 ,QGLTXH]�OHV�SLqFHV�MRLQWHV�GDQV�OHV�]RQHV�FRUUHVSRQGDQWHV��&OLTXH]�VXU
3DUFRXULU�VL�YRXV�LJQRUH]�OHXU�QRP�RX�OHXU�HPSODFHPHQW�

7 &OLTXH]�VXU�(QYR\HU�

/RUVTXH�YRXV�UpSRQGH]�j�XQ�PHVVDJH�UHoX��:HE$FFHVV�HQ�RXYUH�XQ�QRXYHDX
GpMj�DGUHVVp�j�O
H[SpGLWHXU�GX�PHVVDJH�G
RULJLQH��6L�YRXV�OH�VRXKDLWH]��YRXV
SRXYH]�pJDOHPHQW�HQYR\HU�YRWUH�UpSRQVH�j�WRXV�OHV�DXWUHV�GHVWLQDWDLUHV�GH
FH�PHVVDJH�

1 ’DQV�OD�OLVWH�GHV�pOpPHQWV��FOLTXH]�VXU�OH�PHVVDJH�DXTXHO�YRXV�YRXOH]
UpSRQGUH�

2 &OLTXH]�VXU�5pSRQGUH�

3 &OLTXH]�VXU�5pSRQGUH�j�O
H[SpGLWHXU�

RX

&OLTXH]�VXU�5pSRQGUH�j�WRXV��H[SpGLWHXU�HW�GHVWLQDWDLUHV��

4 6DLVLVVH]�YRWUH�PHVVDJH�

5 6pOHFWLRQQH]�,QFOXUH�OH�PHVVDJH�GH�O
H[SpGLWHXU�VL�YRXV�VRXKDLWH]�LQFOXUH
GDQV�YRWUH�UpSRQVH�OH�PHVVDJH�G
RULJLQH�GH�O
H[SpGLWHXU�

6 &OLTXH]�VXU�(QYR\HU�

$VWXFH�V�
� i� 6L�YRXV�XWLOLVH]�OD�YHUVLRQ�GH�:HE$FFHVV�VDQV�WUDPHV��FOLTXH]�VXU�%RvWH

DX[�OHWWUHV�GDQV�OD�EDUUH�G
RXWLOV�SRXU�RXYULU�OD�OLVWH�GHV�pOpPHQWV�

RØponse à des
ØlØments reçus

8QH�IRLV�YRWUH�PHVVDJH
UpGLJp��FOLTXH]�VXU�(QYR\HU�
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�

9RXV�SRXYH]�HQYR\HU�j�G
DXWUHV�XWLOLVDWHXUV�XQ�PHVVDJH�TXH�YRXV�DYH]�UHoX�
/RUVTXH�YRXV�IDLWHV�VXLYUH�XQ�PHVVDJH��:HE$FFHVV�HQ�RXYUH�XQ�QRXYHDX�GDQV
OHTXHO�LO�LQVqUH�XQH�FRSLH�GX�PHVVDJH�G
RULJLQH�VRXV�IRUPH�GH�SLqFH�MRLQWH�
/H�PHVVDJH�G
RULJLQH�HVW�FRQVHUYp�GDQV�YRWUH�ERvWH�DX[�OHWWUHV�

1 &OLTXH]�VXU�OH�PHVVDJH�j�IDLUH�VXLYUH�GDQV�OD�OLVWH�GHV�pOpPHQWV�

2 &OLTXH]�VXU�)DLUH�VXLYUH�SRXU�HQ�RXYULU�XQ�QRXYHDX�

3 (QWUH]�OHV�DGUHVVHV�GDQV�OD�]RQH�’HVW��6pSDUH]�OHV�SDU�XQH�YLUJXOH�
9RXV�SRXYH]�pJDOHPHQW�XWLOLVHU�OH�&DUQHW�G
DGUHVVHV�SRXU�UHFKHUFKHU
GHV�DGUHVVHV�

4 (QWUH]�XQ�REMHW�HW�XQ�PHVVDJH�

5 &OLTXH]�VXU�(QYR\HU�

$VWXFH�V�
� i� 6L�YRXV�XWLOLVH]�OD�YHUVLRQ�GH�:HE$FFHVV�VDQV�WUDPHV��FOLTXH]�VXU�%RvWH

DX[�OHWWUHV�GDQV�OD�EDUUH�G
RXWLOV�SRXU�RXYULU�OD�OLVWH�GHV�pOpPHQWV�

�

9RXV�SRXYH]�GpVLJQHU�XQ�DXWUH�XWLOLVDWHXU�SRXU�TX
LO�DVVLVWH�j�XQ�UHQGH]�YRXV�
TX
LO�HIIHFWXH�XQH�WkFKH�RX�TX
LO�GHYLHQQH�OH�SURSULpWDLUH�G
XQH�QRWH�TXH�YRXV
DYH]�UHoXH��/RUVTXH�YRXV�GpOpJXH]�XQ�UHQGH]�YRXV��XQH�WkFKH�RX�XQH�QRWH�
*URXS:LVH�O
HQYRLH�DX�GHVWLQDWDLUH�VpOHFWLRQQp��/
H[SpGLWHXU�G
RULJLQH�SHXW
VDYRLU�VL�YRXV�DYH]�GpOpJXp�OH�UHQGH]�YRXV��OD�WkFKH�RX�OD�QRWH�HQ�YpULILDQW�OHV
LQIRUPDWLRQV�UHODWLYHV�j�VRQ�pWDW�

1 &OLTXH]�VXU�O
pOpPHQW�j�GpOpJXHU�GDQV�OD�OLVWH�GHV�pOpPHQWV�

2 &OLTXH]�VXU�’pOpJXHU�

3 (QWUH]�XQH�DGUHVVH�GDQV�OD�]RQH�’HVW��9RXV�SRXYH]�pJDOHPHQW�XWLOLVHU
OH�&DUQHW�G
DGUHVVHV�SRXU�UHFKHUFKHU�GHV�DGUHVVHV�

4 6L�YRXV�OH�VRXKDLWH]��PRGLILH]�OH�FRQWHQX�GHV�]RQHV�2EMHW�HW�&RPPHQWDLUHV�

5 6L�YRXV�XWLOLVH]�OD�YHUVLRQ�GH�:HE$FFHVV�DYHF�IRQFWLRQQDOLWp�-DYD��YRXV
SRXYH]�FOLTXHU�VXU�&RUUHFWHXU�G
RUWKRJUDSKH�SRXU�FRUULJHU�O
RUWKRJUDSKH
GH�YRWUH�PHVVDJH�

6 &OLTXH]�VXU�(QYR\HU�

$VWXFH�V�
� i� 9RXV�SRXYH]�pJDOHPHQW�GpOpJXHU�GHV�UHQGH]�YRXV��GHV�WkFKHV�HW�GHV�QRWHV

TXH�YRXV�DYH]�GpMj�DFFHSWpV��’DQV�YRWUH�DJHQGD��UHFKHUFKH]�O
pOpPHQW�
SXLV�FOLTXH]�GHVVXV�SRXU�O
RXYULU�

Retransmission des
messages reçus

DØlØgation de
rendez-vous, de
tâches et de notes
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�

9RXV�SRXYH]�SODQLILHU�GHV�UHQGH]�YRXV�VDQV�FRQVXOWHU�DX�SUpDODEOH�O
DJHQGD�GHV
DXWUHV�XWLOLVDWHXUV��RX�YRXV�SRXYH]�ODQFHU�XQH�UHFKHUFKH�GH�SODJHV�GLVSRQLEOHV
SRXU�FRQQDvWUH�OHXU�GLVSRQLELOLWp�

Planification de rendez-vous sans recherche de plages disponibles
1 &OLTXH]�VXU�5HQGH]�YRXV�GDQV�OD�EDUUH�G
RXWLOV�

2 (QWUH]�OHV�DGUHVVHV�GDQV�OD�]RQH�’HVW��6pSDUH]�OHV�SDU�XQH�YLUJXOH�
9RXV�SRXYH]�pJDOHPHQW�XWLOLVHU�OH�&DUQHW�G
DGUHVVHV�SRXU�UHFKHUFKHU
GHV�DGUHVVHV�

3 ,QGLTXH]�XQ�HPSODFHPHQW�GDQV�OD�]RQH�SUpYXH�j�FHW�HIIHW�

4 6SpFLILH]�OD�GDWH��O
KHXUH�HW�OD�GXUpH�

5 (QWUH]�XQ�REMHW�GDQV�OD�]RQH�2EMHW�

6 6DLVLVVH]�XQ�PHVVDJH�GDQV�OD�]RQH�SUpYXH�j�FHW�HIIHW�

7 6L�YRXV�XWLOLVH]�OD�YHUVLRQ�GH�:HE$FFHVV�DYHF�IRQFWLRQQDOLWp�-DYD��YRXV
SRXYH]�FOLTXHU�VXU�&RUUHFWHXU�G
RUWKRJUDSKH�SRXU�FRUULJHU�O
RUWKRJUDSKH
GH�YRWUH�PHVVDJH�

8 ,QGLTXH]�OHV�SLqFHV�MRLQWHV�GDQV�OHV�]RQHV�FRUUHVSRQGDQWHV��&OLTXH]�VXU
3DUFRXULU�VL�YRXV�LJQRUH]�OHXU�QRP�RX�OHXU�HPSODFHPHQW�

9 &OLTXH]�VXU�(QYR\HU�

$VWXFH�V�
� i� 6L�YRXV�VRXKDLWH]�SDUWLFLSHU�j�XQH�UpXQLRQ�TXH�YRXV�HQYR\H]��YHLOOH]

j�LQGLTXHU�YRWUH�QRP�GDQV�OD�]RQH�’HVW�

Planification de
rendez-vous
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Planification de rendez-vous avec recherche de plages disponibles
1 &OLTXH]�VXU�5HQGH]�YRXV�GDQV�OD�EDUUH�G
RXWLOV�

2 (QWUH]�OHV�DGUHVVHV�GDQV�OD�]RQH�’HVW��6pSDUH]�OHV�SDU�XQH�YLUJXOH�
9RXV�SRXYH]�pJDOHPHQW�XWLOLVHU�OH�&DUQHW�G
DGUHVVHV�SRXU�UHFKHUFKHU
GHV�DGUHVVHV�

3 ,QGLTXH]�XQ�HPSODFHPHQW�GDQV�OD�]RQH�SUpYXH�j�FHW�HIIHW�

4 6SpFLILH]�OD�GDWH��O
KHXUH�HW�OD�GXUpH�

5 (QWUH]�XQ�REMHW�GDQV�OD�]RQH�2EMHW�

6 6DLVLVVH]�XQ�PHVVDJH�GDQV�OD�]RQH�SUpYXH�j�FHW�HIIHW�

7 6L�YRXV�XWLOLVH]�OD�YHUVLRQ�GH�:HE$FFHVV�DYHF�IRQFWLRQQDOLWp�-DYD��YRXV
SRXYH]�FOLTXHU�VXU�&RUUHFWHXU�G
RUWKRJUDSKH�SRXU�FRUULJHU�O
RUWKRJUDSKH
GH�YRWUH�PHVVDJH�

8 &OLTXH]�VXU�3ODJHV�GLVSRQLEOHV�

9 ,QGLTXH]��HQ�PLQXWHV��OD�GXUpH�PD[LPDOH�GH�OD�UHFKHUFKH�GH�SODJHV
GLVSRQLEOHV�GDQV�O
DJHQGD�GH�WRXV�OHV�GHVWLQDWDLUHV��SXLV�FOLTXH]�VXU�/DQFHU
XQH�UHFKHUFKH�GH�SODJHV�GLVSRQLEOHV�

10 6SpFLILH]�XQH�GDWH�HW�XQH�KHXUH�HQ�IRQFWLRQ�GHV�SODJHV�GLVSRQLEOHV�DIILFKpHV�

11 &OLTXH]�VXU�(QYR\HU�XQ�UHQGH]�YRXV�

RX

&OLTXH]�VXU�5HWRXUQHU�j�5HQGH]�YRXV��LQGLTXH]�OHV�SLqFHV�MRLQWHV�GDQV�OHV
]RQHV�FRUUHVSRQGDQWHV��SXLV�FOLTXH]�VXU�(QYR\HU�

$VWXFH�V�
� i� 6L�YRXV�VRXKDLWH]�SDUWLFLSHU�j�XQH�UpXQLRQ�TXH�YRXV�HQYR\H]��YHLOOH]�j

LQGLTXHU�YRWUH�QRP�GDQV�OD�]RQH�’HVW�

/D�UHFKHUFKH�GH�SODJHV
GLVSRQLEOHV�UpSHUWRULH�OHV
FUpQHDX[�KRUDLUHV�SHQGDQW
OHVTXHOV�WRXV�OHV�XWLOLVDWHXUV
LQGLTXpV�VRQW�GLVSRQLEOHV�



(QYRL�GH�PHVVDJHV���������

�

/
DIIHFWDWLRQ�GH�WkFKHV�HVW�SOXV�LQWpUHVVDQWH�TXH�FHOOH�GHV�PHVVDJHV��FDU�YRXV
SRXYH]�GpILQLU�XQH�SULRULWp��XQH�GDWH�GH�GpEXW�HW�XQH�GDWH�G
pFKpDQFH��/HV�WkFKHV
SHUPHWWHQW�pJDOHPHQW�j�OHXU�GHVWLQDWDLUH�GH�OHV�DFFHSWHU��GH�OHV�UHIXVHU�RX�GH�OHV
GpOpJXHU��9RXV�SRXYH]�VDYRLU�FH�TXH�OH�GHVWLQDWDLUH�D�IDLW�GH�YRWUH�WkFKH�HQ
YpULILDQW�OHV�LQIRUPDWLRQV�UHODWLYHV�j�VRQ�pWDW�

1 &OLTXH]�VXU�7kFKH�GDQV�OD�EDUUH�G
RXWLOV�

2 (QWUH]�OHV�DGUHVVHV�GDQV�OD�]RQH�’HVW��6pSDUH]�OHV�SDU�XQH�YLUJXOH�
9RXV�SRXYH]�pJDOHPHQW�XWLOLVHU�OH�&DUQHW�G
DGUHVVHV�SRXU�UHFKHUFKHU�GHV
DGUHVVHV�

3 ,QGLTXH]�XQH�GDWH�GH�GpEXW�HW�XQH�SULRULWp�

4 6SpFLILH]�XQH�GDWH�GH�ILQ�

5 (QWUH]�XQ�REMHW�GDQV�OD�]RQH�2EMHW�

6 6DLVLVVH]�XQ�PHVVDJH�GDQV�OD�]RQH�SUpYXH�j�FHW�HIIHW�

7 6L�YRXV�XWLOLVH]�OD�YHUVLRQ�GH�:HE$FFHVV�DYHF�IRQFWLRQQDOLWp�-DYD��YRXV
SRXYH]�FOLTXHU�VXU�&RUUHFWHXU�G
RUWKRJUDSKH�SRXU�FRUULJHU�O
RUWKRJUDSKH
GH�YRWUH�PHVVDJH�

8 ,QGLTXH]�OHV�SLqFHV�MRLQWHV�GDQV�OHV�]RQHV�FRUUHVSRQGDQWHV��&OLTXH]�VXU
3DUFRXULU�VL�YRXV�LJQRUH]�OHXU�QRP�RX�OHXU�HPSODFHPHQW�

9 &OLTXH]�VXU�(QYR\HU�

$VWXFH�V�
� i� $IIHFWH]�YRXV�XQH�WkFKH�DILQ�GH�FUpHU�XQH�WkFKH�SHUVRQQHOOH�
� i� ’DQV�OD�YHUVLRQ�GH�:HE$FFHVV�VDQV�WUDPHV��FUpH]�XQ�PHVVDJH�pOHFWURQLTXH�

SXLV�FOLTXH]�VXU�3DVVHU�j�SRXU�REWHQLU�XQH�WkFKH�

Assignation de tâches
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�

8QH�QRWH�HVW�XQ�PHVVDJH�TXL��V
LO�HVW�DFFHSWp��DSSDUDvW�GDQV�O
DJHQGD�GX
GHVWLQDWDLUH�DX�MRXU�LQGLTXp�GDQV�OD�QRWH��$�FH�WLWUH��HOOH�VHUW�GH�UDSSHO�G
XQH
DFWLYLWp�SDUWLFXOLqUH��3DU�H[HPSOH��YRXV�SRXYH]�HQYR\HU�XQH�QRWH�j�YRWUH
VXSpULHXU�SRXU�GHPDQGHU�j�SUHQGUH�XQ�MRXU�GH�FRQJp��6
LO�DFFHSWH�OD�QRWH��HOOH
DSSDUDvW�GDQV�VRQ�DJHQGD�DX�MRXU�VSpFLILp��9RXV�SRXYH]�VDYRLU�VL�XQH�QRWH�TXH
YRXV�DYH]�HQYR\pH�D�pWp�DFFHSWpH��UHIXVpH�RX�GpOpJXpH�HQ�YpULILDQW�OHV
LQIRUPDWLRQV�UHODWLYHV�j�VRQ�pWDW�

1 &OLTXH]�VXU�0HVVDJHV�GDQV�OD�EDUUH�G
RXWLOV��SXLV�VpOHFWLRQQH]�1RWH�GDQV�OD
SDUWLH�LQIpULHXUH�SRXU�FRQYHUWLU�OH�PHVVDJH�HQ�QRWH�

2 (QWUH]�OHV�DGUHVVHV�GDQV�OD�]RQH�’HVW��6pSDUH]�OHV�SDU�XQH�YLUJXOH�
9RXV�SRXYH]�pJDOHPHQW�XWLOLVHU�OH�&DUQHW�G
DGUHVVHV�SRXU�UHFKHUFKHU
GHV�DGUHVVHV�

3 ,QGLTXH]�OD�GDWH�j�ODTXHOOH�YRXV�VRXKDLWH]�DIILFKHU�OD�QRWH�GDQV�O
DJHQGD
GX�GHVWLQDWDLUH�

4 (QWUH]�XQ�REMHW�GDQV�OD�]RQH�2EMHW�

5 6DLVLVVH]�XQ�PHVVDJH�GDQV�OD�]RQH�SUpYXH�j�FHW�HIIHW�

6 6L�YRXV�XWLOLVH]�OD�YHUVLRQ�GH�:HE$FFHVV�DYHF�IRQFWLRQQDOLWp�-DYD��YRXV
SRXYH]�FOLTXHU�VXU�&RUUHFWHXU�G
RUWKRJUDSKH�SRXU�FRUULJHU�O
RUWKRJUDSKH
GH�YRWUH�PHVVDJH�

7 ,QGLTXH]�OHV�SLqFHV�MRLQWHV�GDQV�OHV�]RQHV�FRUUHVSRQGDQWHV��&OLTXH]�VXU
3DUFRXULU�VL�YRXV�LJQRUH]�OHXU�QRP�RX�OHXU�HPSODFHPHQW�

8 &OLTXH]�VXU�(QYR\HU�

Envoi de notes aux
autres utilisateurs



(QYRL�GH�PHVVDJHV���������

�

/RUVTXH�YRXV�UHFHYH]�XQ�DSSHO�RX�XQH�SHUVRQQH�SRXU�XQ�DXWUH�XWLOLVDWHXU��YRXV
SRXYH]�OXL�HQYR\HU�XQ�PHVVDJH�WpOpSKRQLTXH��SOXW{W�TX
XQ�PHVVDJH�pOHFWURQLTXH�
DILQ�GH�O
LQIRUPHU�GH�FHW�DSSHO�RX�GH�FHWWH�YLVLWH��8Q�PHVVDJH�WpOpSKRQLTXH�HVW
FRQVWLWXp�GH�]RQHV�UpVHUYpHV�DX�QRP��j�OD�VRFLpWp�HW�DX�QXPpUR�GH�WpOpSKRQH�GX
FRUUHVSRQGDQW�

1 &OLTXH]�VXU�0HVVDJHV�GDQV�OD�EDUUH�G
RXWLOV��SXLV�VpOHFWLRQQH]�0HVVDJH
WpOpSKRQLTXH�GDQV�OD�SDUWLH�LQIpULHXUH�SRXU�FRQYHUWLU�OH�PHVVDJH�HQ�PHVVDJH
WpOpSKRQLTXH�

2 (QWUH]�OHV�DGUHVVHV�GDQV�OD�]RQH�’HVW��6pSDUH]�OHV�SDU�XQH�YLUJXOH�
9RXV�SRXYH]�pJDOHPHQW�XWLOLVHU�OH�&DUQHW�G
DGUHVVHV�SRXU�UHFKHUFKHU
GHV�DGUHVVHV�

3 ,QGLTXH]�XQ�QRP�GDQV�OD�]RQH�&RUUHVSRQGDQW�

4 6DLVLVVH]�OH�QRP�G
XQH�VRFLpWp�GDQV�OD�]RQH�6RFLpWp�

5 (QWUH]�XQ�QXPpUR�GDQV�OD�]RQH�7pOpSKRQH�

6 6DLVLVVH]�XQ�PHVVDJH�GDQV�OD�]RQH�SUpYXH�j�FHW�HIIHW�

7 6L�YRXV�XWLOLVH]�OD�YHUVLRQ�GH�:HE$FFHVV�DYHF�IRQFWLRQQDOLWp�-DYD��YRXV
SRXYH]�FOLTXHU�VXU�&RUUHFWHXU�G
RUWKRJUDSKH�SRXU�FRUULJHU�O
RUWKRJUDSKH
GH�YRWUH�PHVVDJH�

8 ,QGLTXH]�OHV�SLqFHV�MRLQWHV�GDQV�OHV�]RQHV�FRUUHVSRQGDQWHV��&OLTXH]�VXU
3DUFRXULU�VL�YRXV�LJQRUH]�OHXU�QRP�RX�OHXU�HPSODFHPHQW�

9 &OLTXH]�VXU�(QYR\HU�

Envoi de messages
tØlØphoniques



��������(QYRL�GH�PHVVDJHV

�

:HE$FFHVV�YRXV�SHUPHW�G
HQYR\HU�j�XQ�DXWUH�XWLOLVDWHXU�O
DGUHVVH�G
XQ�VLWH�:HE
RX�DGUHVVH�85/��8QLIRUP�5HVRXUFH�/RFDWRU���:HE$FFHVV�FRQYHUWLW�WRXWH
DGUHVVH�85/�LQGLTXpH�GDQV�OD�]RQH�0HVVDJH�HQ�UDFFRXUFL�PHQDQW�j�FH�VLWH�:HE�
/H�GHVWLQDWDLUH�TXL�RXYUH�YRWUH�PHVVDJH�GDQV�:HE$FFHVV�SHXW�FOLTXHU�VXU�FH
UDFFRXUFL�DIILFKp�GDQV�OD�]RQH�3LqFHV�MRLQWHV�SRXU�RXYULU�XQH�VHFRQGH�IHQrWUH�GX
QDYLJDWHXU�R��FH�VLWH�:HE�DSSDUDvW�

Envoi ou rØception
d’une adresse Internet



(QYRL�GH�PHVVDJHV���������

Autres notions
i i i i i i i i i i i i i i i i i i i i i i i



��������8WLOLVDWLRQ�GX�FRUUHFWHXU�G
RUWKRJUDSKH

Utilisation du correcteur d’orthographe
/H�FRUUHFWHXU�G
RUWKRJUDSKH�YRXV�SHUPHW�GH�FRUULJHU�O
RUWKRJUDSKH�GHV�PHVVDJHV
TXH�YRXV�FUpH]��/H�FRUUHFWHXU�G
RUWKRJUDSKH�:HE$FFHVV�HVW�XQ�DSSOHW�-DYD��
(Q�G
DXWUHV�WHUPHV��SRXU�O
XWLOLVHU��YRXV�GHYH]�H[pFXWHU�OD�YHUVLRQ�GH�:HE$FFHVV
DYHF�IRQFWLRQQDOLWp�-DYD�

1 &OLTXH]�VXU�&RUUHFWHXU�G
RUWKRJUDSKH�j�SDUWLU�GX�PHVVDJH�TXH�YRXV�FUpH]�

2 /RUVTXH�OH�FRUUHFWHXU�G
RUWKRJUDSKH�V
DUUrWH�VXU�XQ�PRW�HW�SURSRVH�G
DXWUHV
VROXWLRQV��FOLTXH]�VXU�FHOOH�GH�YRWUH�FKRL[�GDQV�OD�]RQH�GH�VXJJHVWLRQV�
SXLV�VpOHFWLRQQH]�5HPSODFHU�

RX

0RGLILH]�FH�PRW�GDQV�OD�]RQH�5HPSODFHU�SDU��SXLV�FKRLVLVVH]�5HPSODFHU�

RX

&OLTXH]�VXU�,JQRUHU�VL�YRXV�QH�VRXKDLWH]�SDV�OH�PRGLILHU�

3 &OLTXH]�VXU�)HUPHU�ORUVTX
LO�QH�UHVWH�SOXV�GH�PRWV�j�YpULILHU�

$VWXFH�V�
� i� /H�FRUUHFWHXU�G
RUWKRJUDSKH�QH�SURSRVH�SDUIRLV�DXFXQ�PRW�GH�UHPSODFHPHQW�

’DQV�FH�FDV��FOLTXH]�VXU�,JQRUHU�RX�PRGLILH]�OH�WH[WH�PDQXHOOHPHQW�GDQV�OD
]RQH�5HPSODFHU�SDU�

� i� 9HLOOH]�j�FRUULJHU�O
RUWKRJUDSKH�GHV�pOpPHQWV�DYDQW�G
LQGLTXHU�GHV�SLqFHV
MRLQWHV��6L�YRXV�OHV�VSpFLILH]�HQ�SUHPLHU�HW�TXH�YRXV�FRUULJH]�O
RUWKRJUDSKH�
YRXV�GHYH]�SHXW�rWUH�OHV�LQGLTXHU�j�QRXYHDX�

� i� /H�GLFWLRQQDLUH�HW�OHV�OLVWHV�GH�PRWV�:HE$FFHVV�QH�VRQW�SDV�PRGLILDEOHV�

&OLTXH]�VXU�)HUPHU
ORUVTX
LO�QH�UHVWH�SOXV
DXFXQ�PRW�j�YpULILHU



8WLOLVDWLRQ�GX�&DUQHW�G
DGUHVVHV���������

Utilisation du Carnet d’adresses
/D�YHUVLRQ�GH�:HE$FFHVV�DYHF�IRQFWLRQQDOLWp�-DYD�SURSRVH�XQ�FDUQHW�G
DGUHVVHV
SOXV�IDFLOH�j�XWLOLVHU�TXH�FHOXL�GHV�YHUVLRQV�DYHF�RX�VDQV�WUDPHV��&HSHQGDQW�
WRXWHV�OHV�YHUVLRQV�YRXV�SHUPHWWHQW�GH�UHFKHUFKHU�GHV�DGUHVVHV�HW�G
DMRXWHU�GHV
QRPV�j�YRV�FDUQHWV�G
DGUHVVHV�RX�G
HQ�VXSSULPHU�

�

&H�FDUQHW�G
DGUHVVHV�YRXV�SHUPHW�G
DFFpGHU�IDFLOHPHQW�DX�&DUQHW�G
DGUHVVHV
V\VWqPH�DLQVL�TX
j�WRXV�YRV�FDUQHWV�G
DGUHVVHV�SHUVRQQHOV�

Recherche de noms dans le carnet d’adresses
1 &OLTXH]�VXU�$GUHVVH�GDQV�OD�EDUUH�G
RXWLOV�

RX

6L�YRXV�UHFKHUFKH]�GHV�QRPV�ILJXUDQW�GDQV�XQ�pOpPHQW�TXH�YRXV�HQYR\H]�
FOLTXH]�VXU�&DUQHW�G
DGUHVVHV�GDQV�VD�SDUWLH�VXSpULHXUH�

2 3RXU�DIILFKHU�WRXV�OHV�QRPV�G
XWLOLVDWHXUV�GX�FDUQHW�G
DGUHVVHV��ODLVVH]�YLGHV
OHV�]RQHV�UHODWLYHV�DX�QRP�

RX

’DQV�FHV�]RQHV��HQWUH]�OH�QRP�G
XWLOLVDWHXU�j�UHFKHUFKHU�

3 &OLTXH]�VXU�5HFKHUFKHU�GDQV�OH�FDUQHW�

4 6L�YRXV�DMRXWH]�j�XQ�PHVVDJH�TXH�YRXV�HQYR\H]�XQ�QRP�GH�OD�OLVWH��FOLTXH]
VXU�FH�GHUQLHU�GDQV�OD�OLVWH�1RPV��SXLV�VXU�’HVW���&&�RX�&0��&KRLVLVVH]
HQILQ�0HVVDJHV�

Utilisation du carnet
d’adresses WebAccess
avec fonctionnalitØ Java

9RXV�SRXYH]�XWLOLVHU�OHV
FDUDFWqUHV�MRNHU�VL�YRXV
LJQRUH]�O'RUWKRJUDSKH�GX
QRP�FKRLVL

0RLQV�OH�QRPEUH�GH
QRPV�DIILFKpV�HVW
LPSRUWDQW��SOXV�OH
IRQFWLRQQHPHQW�GX
&DUQHW�G'DGUHVVHV�HVW

9RXV�SRXYH]
SDUFRXULU�OH
&DUQHW
G'DGUHVVHV
V\VWqPH�RX�O'XQ
GH�YRV�FDUQHWV
G'DGUHVVHV
SHUVRQQHOV

$FWLYH]�FHWWH�RSWLRQ
SRXU�DIILFKHU�WRXWHV
OHV�LQIRUPDWLRQV
UHODWLYHV�DX[
GLIIpUHQWHV�HQWUpHV



��������8WLOLVDWLRQ�GX�&DUQHW�G
DGUHVVHV

Ajout de noms à un carnet d’adresses
1 &OLTXH]�VXU�$GUHVVH�GDQV�OD�EDUUH�G
RXWLOV�

2 &OLTXH]�VXU�$MRXWHU�

3 6pOHFWLRQQH]�XQ�FDUQHW�G
DGUHVVHV�GDQV�OD�OLVWH�GpURXODQWH�&DUQHW�

4 (QWUH]�OHV�LQIRUPDWLRQV�UHODWLYHV�j�OD�SHUVRQQH�TXH�YRXV�DMRXWH]�

5 &OLTXH]�VXU�$MRXWHU�

Suppression de noms d’un carnet d’adresses
1 5HFKHUFKH]�OH�QRP�YRXOX�GDQV�XQ�FDUQHW�G
DGUHVVHV�SHUVRQQHO�

2 &OLTXH]�GHVVXV�GDQV�OD�OLVWH�1RPV��SXLV�FKRLVLVVH]�6XSSULPHU�

3 &OLTXH]�VXU�2XL�SRXU�YDOLGHU�OD�VXSSUHVVLRQ�
�

&RPPH�GDQV�OH�FDUQHW�G
DGUHVVHV�:HE$FFHVV�DYHF�IRQFWLRQQDOLWp�-DYD��YRXV
SRXYH]�UHFKHUFKHU�OH�QRP�G
XWLOLVDWHXUV��HW�DMRXWHU�GHV�QRPV�LVVXV�GH�YRV�FDUQHWV
G
DGUHVVHV�SHUVRQQHOV�RX�HQ�VXSSULPHU�

Recherche de noms dans le carnet d’adresses
1 &OLTXH]�VXU�$GUHVVH�GDQV�OD�EDUUH�G
RXWLOV�

RX

6L�YRXV�UHFKHUFKH]�GHV�QRPV�ILJXUDQW�GDQV�XQ�pOpPHQW�TXH�YRXV�HQYR\H]�
FOLTXH]�VXU�&DUQHW�G
DGUHVVHV�j�F{Wp�GHV�]RQHV�’HVW���&&�RX�&0�

2 3RXU�DIILFKHU�WRXV�OHV�QRPV�G
XWLOLVDWHXUV�GX�FDUQHW�G
DGUHVVHV�
ODLVVH]�YLGHV�OHV�]RQHV�UHODWLYHV�DX�QRP�

RX

’DQV�FHV�]RQHV��HQWUH]�OH�QRP�G
XWLOLVDWHXU�j�UHFKHUFKHU�

Utilisation des carnets
d’adresses WebAccess
avec ou sans trames

9RXV�SRXYH]�SDUFRXULU�OH
&DUQHW�G'DGUHVVHV�V\VWqPH�RX
O'XQ�GH�YRV�FDUQHWV�G'DGUHVVHV
SHUVRQQHOV�

9RXV�SRXYH]�XWLOLVHU�OHV
FDUDFWqUHV�MRNHU�VL�YRXV
LJQRUH]�O'RUWKRJUDSKH�GX�QRP
FKRLVL�

$FWLYH]�FHWWH�RSWLRQ
SRXU�DIILFKHU�WRXWHV�OHV
LQIRUPDWLRQV�UHODWLYHV
DX[�GLIIpUHQWHV�HQWUpHV
WURXYpHV�

0RLQV�OH�QRPEUH�GH
QRPV�DIILFKpV�HVW
LPSRUWDQW��SOXV�OH
IRQFWLRQQHPHQW�GX
&DUQHW�G'DGUHVVHV�HVW
UDSLGH�



8WLOLVDWLRQ�GX�&DUQHW�G
DGUHVVHV���������

Ajout de noms à un carnet d’adresses
1 &OLTXH]�VXU�$GUHVVH�GDQV�OD�EDUUH�G
RXWLOV�

2 &OLTXH]�VXU�$MRXWHU�XQ�QRP�DX[�FDUQHWV�G
DGUHVVHV�SHUVRQQHOV�

3 6pOHFWLRQQH]�XQ�FDUQHW�G
DGUHVVHV�GDQV�OD�OLVWH�GpURXODQWH�&DUQHW�

4 (QWUH]�OHV�LQIRUPDWLRQV�UHODWLYHV�j�OD�SHUVRQQH�TXH�YRXV�DMRXWH]�

5 &OLTXH]�VXU�$MRXWHU�

Suppression de noms d’un carnet d’adresses
1 5HFKHUFKH]�OH�QRP�YRXOX�GDQV�XQ�FDUQHW�G
DGUHVVHV�SHUVRQQHO�

2 &OLTXH]�VXU�6XSSULPHU�j�F{Wp�GH�O
HQWUpH�GH�OD�FRORQQH�GHV�RSpUDWLRQV�

3 &OLTXH]�VXU�2XL�SRXU�YDOLGHU�OD�VXSSUHVVLRQ�


