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! Formations Bureautique 
Le Catalogue… 

 

 !
!

! N° Module 
Liens à Cliquer Logiciel Thème O

oo
 

20
07

 

20
10

 

20
13

 

Niveau Libellé Jour Objectif 

                         

 08 CLACN1-08! Access Classique X X X X 1-Initiation Les Bases 3,0 Prise en main Access (Tables, relations, formulaires...) 
! 43 XPACN3-43 Access Express  X X X 3-Expert Programmer en VBA 3,0 Programmer en VBA, les bases fondamentales… 
! 44 PRACN3-44 Access Production  X X X 3-Expert Produire X,0 Assistance Production, aide au développement de projet 
                         

 14 CLEXN1-14 Excel Classique X X X X 1-Initiation Les Bases 2,0 Tableaux de A à Z : mise en forme, calculs, fonctions… 
 15 CLEXN2-15 Excel Classique X X X X 2-Confirmé Intermédiaire 2,0 Rappels élémentaires, fonctions avancées : SI,  
 16 CLEXN3-16 Excel Classique X X X X 3-Expert Perfectionnement 2,0 Fonctions avancées, Base de données, Tableaux croisés 
                         

 04 XPEXN1-04 Excel Express X X X X 1-Initiation Prise en main rapide 1,0 Prise en main Excel : Tableaux et Graphiques 
                         

 32 XPEXN2-32 Excel Express X X X X 2-Confirmé Base de données 1,0 Création, manipulation, filtres, sous totaux, fonctions 
 31 XPEXN3-31 Excel Express X X X X 3-Expert Macros 1,0 Création à la souris et découvertes du VBA 
 34 XPEXN3-34 Excel Express X X X X 3-Expert Tableaux Croisés 1,0 Tableaux Croisés Dynamiques de A à Z… 
 35 XPEXN3-35 Excel Express  X X X 3-Expert Programmer en VBA 3,0 Programmer en VBA, les bases fondamentales… 

! 36 XPEXN3-36 Excel Express  X X X 3-Expert Programmer le Ruban 1,0 Programmer en XML le Ruban et interaction VBA… 
! 45 PREXN3-45 Excel Production  X X X 3-Expert Produire X,0 Assistance Production, aide au développement de projet 
                         

 06 XPOUN1-06 Outlook Express   X X X 1-Initiation l'Essentiel 1,0 Prise en main Outlook (archivage, agenda, options…) 
                         

 05 XPPWN1-05 Powerpoint Express X X X X 1-Initiation l'Essentiel 1,0 Prise en main Powerpoint 
 07 XPPWN2-07 Powerpoint Express X X X X 2-Confirmé Avancé 1,0 Animation avancée et diffusion 
                         

 11 CLWON1-11 Word Classique X X X X 1-Initiation Les Bases 2,0 Documents de A à Z : mises en forme, lettres, tableaux… 
 12 CLWON2-12 Word Classique X X X X 2-Confirmé Intermédiaire 2,0 Rappels élémentaires, mise en page +, outils… 
 13 CLWON3-13 Word Classique X X X X 3-Expert Perfectionnement 2,0 Modèles, formulaires, publipostage, sommaire… 
                         

 03 XPWON1-03 Word Express X X X X 1-Initiation Prise en main rapide 1,0 Prise en main Word : Mise en forme, mise en page… 
                         

 21 XPWON2-21 Word Express X X X X 2-Confirmé Tout sur le Publipostage 1,0 Etiquettes, Enveloppes, Lettres, Mailing, Publimage 
 22 XPWON2-22 Word Express X X X X 2-Confirmé Tout sur les Modèles 1,0 Modèles, Styles, Formulaires 
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! 41 XPPUN1-41 Publisher Express  X X X 1-Initiation L’Essentiel 1,0 Composition : objets, zone de texte, image, mise en page 
! 42 XPPUN2-42 Publisher Express  X X X 2-Confirmé Avancé 1,0 Rappels, Publipostage, emailing, cartes, catalogue 
  !        

 01 XPWIN1-01 Windows Module Windows 7, 8 1-Initiation L'essentiel 1,0 Présentation du SE, se déplacer dans un PC, organiser… 
             

 02 XPINN1-02 Internet Module - 1-Initiation L'essentiel 1,0 Apprendre à naviguer rechercher, les sites incontournables 
             

! 51 DCOFN2-51 Office Découverte  X X X 2-Confirmé Office 2010 1,0 Les nouveautés Microsoft Office Word Excel 
! 52 DCOFN2-52 Office Découverte  X X X 2-Confirmé Office 2010 1,0 Les nouveautés Microsoft Office Powerpoint Outlook 
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ACCESS Les Bases CLACN1-08 

!"#$%& ''''''''''''' () *)+,"-"%-".,) /&01$ ''''() 2)3.&04)

5660$,-"44%7$ '' () 89%44":&$!"#$%!&'($)*+!%$!%*'($&,-!,.*,$%!#$%!/)%$%!)($0!0.*1%!,23.1'4*$5!

;<3$=-">)$-)6&<9"=)=.,=$0,1)

6! #7'%%*$!8*!%,)9$! '#! %$1)!:.%%'/#$!8$!013$1!$,!931$1!*&$!/)%$!8$!8.&&3$%!)($0!600$%%-!%)'%'1-!;.8'<'$1!.*!
%*::1';$1!8$%!8.&&3$%!"<.1;*#)'1$%5-!$+:#.',$1!#$%!8.&&3$%!"1$4*=,$%5>!

6(.'1!%*'('!#$!%,)9$!?",@.A4-!.*!34*'()#$&,>!?)!0.&&)'%%)&0$!8@A+0$#!%$1)',!*&!:#*%>!

B0.70%CC$)

" BDEFE!G5G+;!)EG)/EH+!+G+;!F)
• B1'%$!8$!0.&,)0,!
• C)%$!8$!8.&&3$%!$,!(.0)/*#)'1$!
• D$%01':,'.&!87*&!EFCDG!
• ?7$&('1.&&$;$&,!8$!,1)()'#!

" IEF)G5JIEF)
• H13$1!*&$!,)/#$!
• D3<'&'1!#$%!02);:%!$,!#$*1%!:1.:1'3,3%!
• I&8$+!$,!H#3!:1';)'1$!
• J.1;),%!8$!%)'%'$!$,!;)%4*$%!87)<<'02)9$!
• K)&':*#$1!#$%!$&1$9'%,1$;$&,%!

" DEI5G+;!F)EG)KB/)
• H13),'.&!8@*&$!1$#),'.&>!
• ?7'&,391',3!13<31$&,'$##$>!
• K.8L#$!B2M%'4*$!8$!D.&&3$%!

" IEF)H;DKLI5+DEF)EG)IEF)EG5GF)
• ?$%!8'<<31$&,$%!:13%$&,),'.&%!
• N,'#'%),'.&!8$!#@)%%'%,)&,!
• B1.:1'3,3%!8$%!0.&,1O#$%!
• H13),'.&!87*&!%.*%P<.1;*#)'1$Q%.*%P3,),!

" IEF)DEMLEGEF)
• E,1*0,*1$!87*&$!1$4*=,$!
• G$4*=,$%!8$!,M:$!%3#$0,'.&!
• F$%,'.&!8$%!,)/#$%!$,!8$%!02);:%!
• R1'$1!$,!J'#,1$1!8$%!$&1$9'%,1$;$&,%!
• K'%$!$&!<.1;$!8@*&!&.;/1$!
• H2);:%!0)#0*#3%!
• J.&0,'.&%!8$!1$91.*:$;$&,!
• G$4*=,$%!:)1);3,13$%!

" ENED8+8E)/E)FO!GPEFE!

B1@%7.7"$)

# D3;.&%,1),'.&%!(')!('83.:1.S$0,$*1!

# A+$10'0$%!:1),'4*$%!(')!<'02'$1%!<.*1&'%!

# D3:#')&,! K3;$&,.! $,Q.*! %*::.1,! $&! .:,'.&! %*1! 8$;)&8$
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ACCESS Programmer en VBA XPACN3-43 

!"#$%& ''''''''''''' () *)+$,-$./"011$2$1/) 3&,4$ ''''() *)50&,6)

788,$1/"66%9$ '' () :;8,$66!"#$%&'()$*!'++,-,%,./!0*)10.&.*(!-2.33.*().-4!

<=5$./"-)$/)8&=>".).01.$,14)

5! -6)330.!70! 3('8.! -.3!9'%()+)9'*(3! 3.%$*(!.*!&.30%.!7.! +$&9%.*7%.! -.3!:'3.3!7.! -'!9%$8%'&&'()$*!;<5!
9$0%!7,=.-$99.%!7.3!'99-)+'()$*3/!,+%)%.!10.-10.3!3+%)9(3!.(!'++,7.%!'0>!9%$9%),(,3!7.3!$:?.(3!5++.33@!

A()-)3'(.0%3!7.!:'3.3!7.!7$**,.3!.>9,%)&.*(,3!10)!3$0B')(.*(!'99%.*7%.!C!7,=.-$99.%!.(!9.%3$**'-)3.%!-.3!
'99-)+'()$*3!5++.33@!

+,09,%22$)

" +?:@:!A7AB<!):A)3:CB!BAB<!@)
• D%)3.!7.!+$*('+(!
• E6.*=)%$**.&.*(!7.!(%'=')-!

" DE:!FB?<!!:G:!A)3:)+?<H?7GG7AB<!)FI7)
• F.*G(%.!D%$?.(3!.(!D%$9%),(,3!
• F$%&0-')%.3/!H$70-.3/!H$70-.3!7.!I-'33.!
• F.*G(%.!J>,+0()$*!7)%.+(./!J39)$*!

" D:@)I7@:@)3:)D7)+?<H?7GG7AB<!)
• A()-)3.%!-.3!9%$+,70%.3!.(!#$*+()$*3!
• A()-)3.%!-.3!='%)':-.3!.(!+$*3('*(.3!
• K,+-'%.%!-.3!(L9.3!.(!9$%(,.3!7.3!='%)':-.3!

" D:@)J<DD:JAB<!@)3E<IK:A@)
• E.3!M:?.(3!.(!+$--.+()$*3!76M:?.(3!
• E.3!&,(B$7.3/!-.3!9%$9%),(,3!
• E6.>9-$%'(.0%!76$:?.(3!

" LM:DLM:@)B!@A?MJAB<!@):!)J<3:)FB@M7D)I7@BJ)
• E.3!I$*7)()$*3!N!O#!(B.*!.-3./!P.-.+(!I'3.!
• E.3!<$0+-.3!N!F$%!Q.>(/!K$!RB)-.!
• O*3(%0+()$*3!7.!+$*=.%3)$*3!
• 599.-3!7.!9%$+,70%.3!N!I'--!

" G7!B+MD7AB<!)3:@)C<?GMD7B?:@):A)3:@):A7A@)
• 5++.33!;<5!7'*3!-.3!#$%&0-')%.3S,('(3!
• 5##.+(.%!7.3!9%$+,70%.3!C!7.3!,=T*.&.*(3!

"  H:@AB<!)3:@)3<!!::@)3E7JJ:@@)
• M:?.(3!K'(':'3./!U':-./!V.+$%73.(!
• F$%&0-.%!7.3!%.10G(.3!'=.+!PWE!

" +?<A:JAB<!)3:@)3<!!::@)
• A()-)3.%!-.3!:$X(.3!7.!7)'-$80.!
• Y.3()$*!7.3!.%%.0%3!
• K,:$8'8.!

+4N%909"$)

# K,&$*3(%'()$*3!=)'!=)7,$9%$?.+(.0%!

# J>.%+)+.3!9%'()10.3!=)'!#)+B).%3!#$0%*)3!

# K,9-)'*(!H,&.*($!.(S$0!3099$%(!.*!$9()$*!30%!7.&'*7.!
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ACCESS Produire PRACN3-44 

!"#$%& ''''''''''''' () *)+$,-$./"011$2$1/) 3&,4$ ''''() 5)60&,7)

899,$1/"77%:$ '' () +,0;&",$!"#$$%&'()**#+&!&,$-.)(#'(!-&*!/)01)&%*!23!*(#+)#)%&4!

<=6$./"-)$/)9&=>".).01.$,14)

567&-.$$&%!3'!.3()-!2&!+&*().'!*3)7#'(!-&*!8&*.)'*!93:&,)+&!-&!*&%7)0&;!<(%&!0#$#8-&!2&!0.'0&$(3#-)*&%!&(!2&!
=.26-)*&%!3'&!#$$-)0#().'>!

?&!0.3%*!*@#2%&**&!#3,!$&%*.''&*!93)!*.31#)(&'(!2&!-:#**)*(#'0&!$.3%!$%.23)%&!2&*!.3()-*!*3%!A00&**>!

+,0:,%22$)

" +?@A@!B8BC<!)(!$%)*&!2&!0.'(#0(;!7.0#83-#)%&!

" !<BC<!A)3@)D<!D@+B)(!#32)(&%!-&*!8&*.)'*;!*B'(16()*&%!-#!2&=#'2&;!0.'0&$(3#-)*&%!-&!$%.8-C=&!

" E<3@FCA8BC<!) (! D! $#%()%! 23! 0.'0&$(! =&((%&! &'! E37%&! -&*! .3()-*! &(! /.'0().''#-)(6*! 23! -.+)0)&-! $.3%!
0.'0%6()*&%!-#!*.-3().'!)'/.%=#()93&!

" +?8BCGH@) (! &,$-.)(#().'! 2&*! /)01)&%*! 2&! -:#$$%&'#'(;! %67)*).';! =.2)/)0#().';! (%#'*/.%=#().'! &(!
.$()=)*#().'!

+4;%:0:"$)

# 56=.'*(%#().'*!7)#!7)26.$%.F&0(&3%!"*)!8&*.)'4!

# G,&%0)0&*!$%#()93&*!7)#!/)01)&%*!/.3%')*!$#%!-:#$$%&'#'(!

# 56$-)#'(!H6=&'(.!&(I.3!*3$$.%(!&'!.$().'!*3%!2&=#'2&!

D$//$)-0,2%/"01)14.$77"/$)&1)8&;"/)9,4>"2"1%",$)90&,)$1)4#%>&$,)>$)102=,$);$)60&,)-01./"01);&)7&6$/)
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EXCEL Les Bases CLEXN1-14 

!"#$%& ''''''''''''' () *)+,"-"%-".,) /&01$ ''''() 2)3.&04)

5660$,-"44%7$ '' () 89%44":&$!"#$%!&'($)*+!%$!%*'($&,-!,.*,$%!#$%!/)%$%!)($0!0.*1%!,23.1'4*$5!

;<3$=-">)$-)6&<9"=)=.,=$0,1)

6,1$! 0)7)/#$! 8$!71$&81$! $&!9)'&! #$! #.:'0'$#! $,! 0.&%,1*'1$! 8$%! ,)/#$)*+! %'97#$%! )'&%'! 4*$!8$%! :1)72'4*$%!
%.*%! ;<=;>?! @)&'7*#$1! #$%! 9'%$%! $&! A.19$%! 8$! /)%$%! "B.#'0$-! 0.*#$*1%-! C.9/1$%-! D.18*1$%5?! E01'1$! 8$%!
A.19*#$%!$,!8$%!A.&0,'.&%!3#39$&,)'1$%?!

=$!0.*1%!%F)81$%%$!)*+!7$1%.&&$%!4*'!%.*2)',$&,!0.&&)G,1$!#$%!/)%$%!A.&8)9$&,)#$%!8*!,)/#$*1!;+0$#?!

?0.70%@@$)

" ?ABCB!D5D+;!)(!71'%$!8$!0.&,)0,-!(.0)/*#)'1$!

" 8AB5D+;!)/B)D5EFB5G)(!HIJHJ;H!K!L;<L;-!CM@DN;-!=I>=O>)

" H+CBC) B!) I;AHB) (!B.#'0$-!),,1'/*,%-!)#':&$9$&,%-! A.19),!&.9/1$-!0.#.&&$%!$,! #':&$%-!/.18*1$%-!9'%$!$&!
A.19$!%730')#$!"A*%'.&-!'&0#'&)'%.&P5!

" 85F8GFC)BFBHB!D5+ABC)(!A.19*#$%!%'97#$%-!A.&0,'.&%!3#39$&,)'1$%!"HM@@;-!@MQ;CC;-!@JC-!@I<-!CD5!

" ?;GA8B!D5JBC)(!7#):$%!&.993$%-!0)#0*#%-!9'%$!$&!A.19$!

" CBA+BC)(!&*931'4*$%-!)#72)&*931'4*$%-!8),$%-!7$1%.&&)#'%3$%!

" H+CB)B!)?5JB)(!R.&$!'971$%%'.&-!$&S,T,$!$,!7'$8-!1373,$1!#':&$!$,!0.#.&&$!

" JA5?K+LGBC)(!&.,'.&%!3#39$&,)'1$%!"U'%,.:1)99$-!H$0,$*1-!=.*1/$%5!

?1M%7.7"$)

# V39.&%,1),'.&%!(')!('83.71.W$0,$*1!

# ;+$10'0$%!71),'4*$%!(')!A'02'$1%!A.*1&'%!

# B1'%$!8$!&.,$!%*1!0)2'$1!$+$10'0$%!A.*1&'!

# ;+$10'0$!8$!%X&,2Y%$!$&!)*,.&.9'$!

# V37#')&,!@39$&,.!$,Z.*!%*77.1,!$&!.7,'.&!%*1!8$9)&8$!
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EXCEL Intermédiaire CLEXN2-15 

!"#$%& ''''''''''''' () *)+,-."/01) 2&/1$ ''''() *)3,&/4)

566/$-7"44%8$ '' () +9%44":&$!"#$%!&'($)*+!%$!%*'($&,-!,.*,$%!#$%!/)%$%!)($0!0.*1%!,23.1'4*$5!

;<3$=7".)$7)6&<9"=)=,-=$/-1)

6)(.'1! 0.&%,1*'1$! *&! ,)/#$)*! '&,371)&,! 8$%! 9.&0,'.&%! )()&03$%! $,! 0.&%,',*$1! 8$%! 71):2'4*$%! ;! :)1,'1! 8$%!
8.&&3$%!%)'%'$%<!

=$!0.*1%!%>)81$%%$!)*+!:$1%.&&$%!4*'!.&,!%*'('!#)!9.1?),'.&!8>'&','),'.&!$,@.*!4*'!0.&&)'%%$&,!#$%!&.,'.&%!8$!
/)%$!"$%:)0$!8$!,1)()'#-!013),'.&!8>*&!,)/#$)*!%'?:#$-!9.&0,'.&%!%'?:#$%5<!

>/,8/%00$)

" >?@A@!B5BC;!)():1'%$!8$!0.&,)0,-!(.0)/*#)'1$!

" ?5>>@DA) (! %31'$%-! 9.1?*#$%-! 9.&0,'.&%-! :.*10$&,)7$%-! ?'%$! $&! 9.1?$! 8A*&! ,)/#$)*! "B.#'0$-! C.?/1$-!
=.#.&&$%-!D.18*1$%-!E&0#'&)'%.&%-!F*%'.&G5!

" ?@E@?@!+@)2@)+@DDFD@)()1$#),'($%-!)/%.#*$%-!?'+,$%-!:#)7$!&.??3$%!

" >?;B@+BC;!)()($11.*'##)7$!$,!:1.,$0,'.&!8A*&$!9$*'##$-!8A*&!0#)%%$*1-!:)1,)7$!8*!,1)()'#!

" E;!+BC;!A)25B@)()HIJK-!LIE6-!MCCNN-!OMPN-!CD<HIJK6<IJQKN6!

" +;!A;DC25BC;!)()71.*:$!8$!,1)()'#-!0.&%.#'8),'.&!%,),'4*$!$,!8R&)?'4*$!

" E;!+BC;!)>?;G?5HH5ID@)(!6IJ6<PIPMS!"6.??$-!L.R$&&$-!CD-!L)+-!L'&G5!

" G?5>JCKF@A)()K)::$#%!%*1!#$%!&.,'.&%!8$!/)%$-!71):2'4*$!?'+,$@0.?/'&3!

>1L%8,8"$)

# O3?.&%,1),'.&%!(')!('83.:1.T$0,$*1!

# N+$10'0$%!:1),'4*$%!(')!9'02'$1%!9.*1&'%!

# B1'%$!8$!&.,$!%*1!0)2'$1!$+$10'0$%!9.*1&'!

# N+$10'0$!8$!%R&,2U%$!$&!)*,.&.?'$!

# O3:#')&,!L3?$&,.!$,@.*!%*::.1,!$&!.:,'.&!%*1!8$?)&8$!
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EXCEL Perfectionnement CLEXN3-16 

"#$%&' ((((((((((((( )! *!+%,-%./#011%2%1/! 3',4% (((()! 5!60',7!

899,%1/#77&:% (( )! ;<&77#='%!"#$%!&'($)*+!%$!%*'($&,-!,.*,$%!#$%!/)%$%!)($0!0.*1%!,23.1'4*$5!

>?6%./#-!%/!9'?<#.!.01.%,14!

63($#.77$1! #$%! 0.&&)'%%)&0$%! %*1! #$%! 8.&0,'.&%-! )77132$&9$1! #:'&,$##';$&0$! )1,'8'0'$##$! <! #:)'9$! 9$! 0)#0*#%-!
0.&%,1*'1$-!;31$1!$,!$+7#.',$1!#$%!.*,'#%!9$!=)%$!9$!6.&&3$%>!

?$!0.*1%!%@)91$%%$!)*+!7$1%.&&$%!4*'!.&,!%*'('!#)!8.1A),'.&!'&,$1A39')'1$!"&'($)*!0.&8'1A35!.*!4*'!.&,!*&$!
/.&&$!0.&&)'%%)&0$!9@B+0$#!"*,'#'%),'.&!9$!8.&0,'.&%5!

+,0:,&22%!

" +@ABA"C8CD>"!)!71'%$!9$!0.&,)0,-!(.0)/*#)'1$!

" E>";CD>"B!F>GDHIAB!)!0.A7)1),$*1%-!8.&0,'.&%!CD-!BE-!FCF-!GH!$,!#$%!8.&0,'.&%!E$%,!I!BGEJH6B-!BGEBKK!

" J8FD38CD>"!)!$+7#.',$1!#$%!#'%,$%!9$!()#'9),'.&!%,),'4*$-!%$A'L9M&)A'4*$-!9M&)A'4*$!

" E>";CD>"B!8!K!;@DCA@A!)!F=>GH-!GCNNB>GH-!NCOBFFB>GH!

" E>";CD>"B!8!"!;@DCA@AB!)!F=>GH>BFG-!GCNNB>GH>BFG!$,!=6GCNNB-!=6F=-!=6PPP!

" E>";CD>"B!CALCA!)!QRD?SB-!6KCHEB-!GEPE-!F=?RK-!EKCDJB!

" M8BA!3A!3>""AAB!)!A.9$!8.1A*#)'1$!9$!%)'%'$-!,1'$1-!8'#,1$%!")*,.-!)()&035-!$+,1)0,'.&!%)&%!9.*/#.&-!A'%$!
$&!8.1A$!0.&9','.&&$##$!)()&03$!

" C8MFA8IL!;@>DBAB!3N"8ODHIA!)!0.&%,1*'1$-!A.9'8'$1!8.&0,'.&%-!8.1A),%!9$%!&.A/1$%-!713%$&,),'.&!

" E>";CD>"B!O8C@D;A!)!KB?SBK?SBJ-!HF6BP-!BTDHJU!

+4P&:0:#%!

# 63A.&%,1),'.&%!(')!('93.71.V$0,$*1!

# B+$10'0$%!71),'4*$%!(')!8'02'$1%!8.*1&'%!

# W1'%$!9$!&.,$!%*1!0)2'$1!$+$10'0$%!8.*1&'!

# B+$10'0$!9$!%M&,2X%$!$&!)*,.&.A'$!

# 637#')&,!N3A$&,.!$,Y.*!%*77.1,!$&!.7,'.&!%*1!9$A)&9$!



! Les Programmes 
Bureautique 

 

!

!

! Sommaire 

EXCEL Prise en Main Rapide XPEXN1-04 

"#$%&' ((((((((((((( )! *!+,#-#&-#.,! /'01% (((()! *!2.'0!

3440%,-#55&6% (( )! 7840%55!"#$%&'()$*!'++,-,%,./!0*)10.&.*(!-2.33.*().-4!

9:2%;-#<!%-!4':=#;!;.,;%0,1!

5(%.! +'6'7-.! 8.! +$&6%.*8%.! -90()-)(,! 80! -$:)+).-! .(! 3';$)%! +%,.%! 0*! ('7-.'0! 3)&6-.! 3$03! 5<+.-! ".36'+.! 8.!
(%';')-/!0()-)3'()$*!.(!&)3.!.*!#$%&./!+'-+0-3/!#$*+()$*3!3)&6-.34!

=.!+$0%3!39'8%.33.!'0<!6.%3$**.3!10)!*9$*(!>'&')3!$0!(%?3!6.0!0()-)3,!-.!('7-.0%!5<+.-!.(!10)!.*!$*(!0*!03':.!
$++'3)$**.-@!

>0.60&??%!

" >@7A7"B3B+9"!)!6%)3.!8.!+$*('+(/!;$+'70-')%.!

" C@73B+9"!)!3,%).3/!3')3).3!A.<(./!B$&7%./!='-+0-3!

" C3DCEDA!7D7F7"B3+@7A!)!#$%&0-.3/!#$*+()$*3!"CDEE5/!EDF5BB5/!EGB/!EHI/!BJ4/!6$0%+.*(':.3!

" F+A7A! 7"! G9@F7! )! K$-)+./! '((%)70(3/! '-):*.&.*(3/! *$&7%./! +$-$**.3! .(! -):*.3/! 7$%80%.3/! #03)$*3/!
)*+-)*')3$*3!

" F+A7!7"!>3H7!)!L$*.!)&6%.33)$*/!.*M(N(.!.(!6).8/!%,6,(.%!-):*.!.(!+$-$**.!

" C@73B+9"!H@3>I+JE7!)!O)3($:%'&&./!C.+(.0%/!=$0%7.3!

" F9/+G+C3B+9"!H@3>I+JE7!)!-.3!$7>.(3!+$&6$3'*(!-.3!:%'6P)10.3/!3,-.+()$*/!&)3.!.*!#$%&.!

>1K&6.6#%!

# Q,&$*3(%'()$*3!;)'!;)8,$6%$>.+(.0%!

# 5<.%+)+.3!6%'()10.3!;)'!#)+P).%3!#$0%*)3!

# K%)3.!8.!*$(.!30%!+'P).%!.<.%+)+.3!#$0%*)!

# 5<.%+)+.!8.!3R*(P?3.!.*!'0($*$&).!

# Q,6-)'*(!E,&.*($!.(S$0!3066$%(!.*!$6()$*!30%!8.&'*8.!



! Les Programmes 
Bureautique 

 

!

!
! Sommaire 

EXCEL Base De Données XPEXN2-32 

!"#$%& ''''''''''''' () *)+,-."/01) 2&/1$ ''''() 3)4,&/)

566/$-7"88%9$ '' () :;6/$88!"#$%&'()$*!'++,-,%,./!0*)10.&.*(!-2.33.*().-4!

<=4$>7".)$7)6&=?">)>,->$/-1)

5,6.-$77.%! -.3! +$**')33'*+.3! 30%! -'! +%,'()$*! 8.! 9'3.3! 8.! 8$**,.3/! 0()-)3'()$*! 8.! #)-(%.3! /! 3$03:($('0;/!
#$*+()$*3<!

=.! +$0%3! 3>'8%.33.! '0;! 7.%3$**.3! 10)! $*(! 30)6)! -'! #$%&'()$*! ?*(.%&,8)')%.! .(! 10)! $*(! 8,@A! 0*.! 9$**.!
7%'()10.!80!-$B)+).-<!

@/,9/%00$)A)B1."-"/)

" @C:D:!E5EF<!)(!7%)3.!8.!+$*('+(/!6$+'90-')%.!

" !<EF<!D)2:)+<!+:@E)(!'08)(.%!-.3!9.3$)*3/!3C*(D,()3.%!-'!8.&'*8./!+$*+.7(0'-)3.%!-.!7%$9-E&.!

" G<2:HFD5EF<!)(!A!7'%()%!80!+$*+.7(!&$8,-)3.%!0*.!9'3.!8.!8$**,.3!"+%,.%!+D'&73/!+'-+0-34!

" <IEFHD)()&$8.!#$%&0-')%.!8.!3')3)./!(%).%/!#)-(%.3!"'0($/!'6'*+,4/!.;(%'+()$*!3'*3!8$09-$*/!&)3.!.*!#$%&.!
+$*8)()$**.--.!'6'*+,.!

" J<!+EF<!D)()FGH=IJ/!5KL?MJ/!NMOM/!PQ=GK/!MKLHRJ/!KJ=IJK=IJR/!?P5JO/!JSH?RT!

" E5KH:5IL)+C<FD:D)2M!5GFNI:)(!+$*3(%0)%./!&$8)#).%!#$*+()$*3/!#$%&'(3!8.3!*$&9%.3/!7%,3.*('()$*!

@1B%9,9"$)

# 5,&$*3(%'()$*3!6)'!6)8,$7%$@.+(.0%!

# J;.%+)+.3!7%'()10.3!6)'!#)+D).%3!#$0%*)3!

# U%)3.!8.!*$(.!30%!+'D).%!.;.%+)+.3!#$0%*)!

# J;.%+)+.!8.!3C*(DE3.!.*!'0($*$&).!

# 5,7-)'*(!V,&.*($!.(W$0!3077$%(!.*!$7()$*!30%!8.&'*8.!



! Les Programmes 
Bureautique 

 

!

!
! Sommaire 

EXCEL Macros XPEXN3-31 

!"#$%& ''''''''''''' () *)+$,-$./"011$2$1/) 3&,4$ ''''() 5)60&,)

788,$1/"99%:$ '' () ;<8,$99!"#$%&'()$*!'++,-,%,./!0*)10.&.*(!-2.33.*().-4!

=>6$./"-)$/)8&>?".).01.$,14)

5$&6%.*7%./!+%,.%!.(!0()-)3.%!+$0%'&&.*(!-.3!&'+%$38!

5.!+$0%3!39'7%.33.!'0:!6.%3$**.3!10)!$*(!30);)!-'!#$%&'()$*!6.%#.+()$**.&.*(!.(!10)!3$0<')(.*(!7,;.-$66.%!
-.0%3!+$**')33'*+.3!7'*3!-90()-)3'()$*!7.3!&'+%$38!

+,0:,%22$)@)A4-"1",)

" +B;C;!D7DE=!)(!6%)3.!7.!+$*('+(/!;$+'=0-')%.!

" ;!B;FECDB;B)G!;)H7IB=)(!>,#)*)()$*3!.(!6%)*+)6./!.*%.?)3(%.&.*(!3$0%)3@+-';).%/!*$()$*3!&'+%$3!A!03'?.!
.:+-03)#/!6.%3$**.-!

" ;J+K=ED;B)G!;)H7IB=)(!B'%%.!72$0()-3!72C++D3!E'6)7./!E0='*/!F$%&./!E'++$0%+)3!

" ;!LEB=!!;H;!D)LM7)(!#.*G(%.!72.:6-$)('()$*/!H%$I.(3/!5$7./!-.3!+$*;.*()$*3!7.!6%$?%'&&'()$*!

" +B=I;3GB;C)(! )7.*()#).%! 0*.! 6%$+,70%.!J! ,;D*.&.*().--./! (K6.! &'+%$/! LMB! $0! FMN5OPQN/! 60=-)+! $0!
6%);'(.!

" N=!IDE=!)+;BC=!!7KEC;;)(!'0R7.-A!7.!-'!+%,'()$*!7.!-'!&'+%$/!,+%)%.!3$*!6%.&).%!+$7.!

" ;J;BIEI;)3;)CO!DP;C;)(!%.6,%.%!-2.*;)%$**.&.*(/!6%,6'%.%!0*.!&'+%$/!-2.*%.?)3(%.%/!-2.:6-$)(.%!

+4A%:0:"$)

# >,&$*3(%'()$*3!;)'!;)7,$6%$I.+(.0%!

# S:.%+)+.3!6%'()10.3!;)'!#)+<).%3!#$0%*)3!

# H%)3.!7.!*$(.!30%!+'<).%!.:.%+)+.3!#$0%*)!

# S:.%+)+.!7.!3K*(<D3.!.*!'0($*$&).!

# >,6-)'*(!T,&.*($!.(@$0!3066$%(!.*!$6()$*!30%!7.&'*7.!



! Les Programmes 
Bureautique 

 

!

!
! Sommaire 

EXCEL Tableaux Croisés Dynamiques XPEXN3-34 

!"#$%& ''''''''''''' () *)+$,-$./"011$2$1/) 3&,4$ ''''() 5)60&,)

788,$1/"99%:$ '' () ;<8,$99!"#$%&'()$*!'++,-,%,./!0*)10.&.*(!-2.33.*().-4!

=>6$./"-)$/)8&>?".).01.$,14)

5'6$)%!+%,.%!.(!&.((%.!.*!#$%&.!7.3!('8-.'09!3)&:-.3!3$03!;9+.-/!.(!-.3!.9:-$)(.%!3$03!#$%&.!7.!<%':=)10.3>!

?.!+$0%3!3@'7%.33.!'09!:.%3$**.3!10)!$*(!30)6)!-'!#$%&'()$*!)*)()'()$*>!

+,0:,%22$)

" +@;A;!B7BC=!)(!:%)3.!7.!+$*('+(/!6$+'80-')%.!

" D=!AB@EC@;)E!)BD3)(!-.3!+='&:3/!-'!7)3:$3)()$*/!-'!&)3.!.*!#$%&.!"+$0-.0%/!*$&8%.4!

" FCA;);!)G=@F;)(!6'-.0%/!<%$0:./!&)3.!.*!#$%&.!+$*7)()$**.--./!+$*6.%()%!.*!A/!+'-+0-3!$%)<)*'09!

" H@7+ICJE;)D@=CA;)3K!7FCJE;)(!B)3($<%'&&./!?$&8)*,/!'9.3!:%)*+):'09!.(!3.+$*7')%.3!

" ABKL;A)+;@A=!7LCA;A)(!&$7.!('80-')%./!7,6.-$::.%!%,70)%.!0*!<%$0:./!3(C-.!:%,7,#)*)/!:.%3$**'-)3'8-.!

" 3=!!;;A);MB;@!;A)(!+$**.+(.%!0*.!8'3.!7.!7$**,.3/!$:()$*3!7.!+$**.9)$*!

" D7LDELA)(!+='&:3!+'-+0-,!"+%,.%/!&$7)#).%4/!,-,&.*(!+'-+0-,!"+%,.%/!&$7)#).%4/!&)3.!D!E$0%!F?G!

" @;D=!ABCBEBC=!)3NE!;)O7A;)3;)3=!!;;A)(!:'%().--./!($('-.!

" H@=E+;F;!B)3;A)3=!!;;A)(!F.9(./!H$&8%./!G'(.3!

+4P%:0:"$)

# G,&$*3(%'()$*3!6)'!6)7,$:%$E.+(.0%!

# ;9.%+)+.3!:%'()10.3!6)'!#)+=).%3!#$0%*)3!

# I%)3.!7.!*$(.!30%!+'=).%!.9.%+)+.3!#$0%*)!

# ;9.%+)+.!7.!3C*(=J3.!.*!'0($*$&).!

# G,:-)'*(!K,&.*($!.(L$0!30::$%(!.*!$:()$*!30%!7.&'*7.!



! Les Programmes 
Bureautique 

 

!

!
! Sommaire 

EXCEL Programmer en VBA XPEXN3-35 

!"#$%& ''''''''''''' () *)+$,-$./"011$2$1/) 3&,4$ ''''() *)50&,6)

788,$1/"66%9$ '' () :;8,$66!"#$%&'()$*!'++,-,%,./!0*)10.&.*(!-2.33.*().-4!

<=5$./"-)$/)8&=>".).01.$,14)

5'6$)%!+%,.%!.(!&.((%.!.*!'77-)+'()$*!8.3!7%$+,80%.3!.*!9:;!7$0%!-.3!(<+=.3!%,7,()()6.3!3$03!>?@>AB!

@.!+$0%3!3C'8%.33.!'0D!7.%3$**.3!10)!$*(!30)6)!-'!#$%&'()$*!E'+%$3!.(F$0!10)!&')(%)3.*(!-2.33.*().-!82>?@>AB!

+,09,%22$)

" +?:@:!A7AB<!)
• G%)3.!8.!+$*('+(!
• A2.*6)%$**.&.*(!8.!(%'6')-!

" ?7++:C@)D7E?<@)
• >D+-03)6./!7.%3$**.--./!+$&7-,&.*(')%.!
• :'%%.!82H0()-3/!I0J'*/!K$%&./!I'++$0%+)3!

" CF:!GB?<!!:D:!A)GH7)
• K.*L(%.!G%$M.(3/!G%$7%),(,3!
• K.*L(%.!@$8./!>D,+0()$*/!>37)$*!
• AC.D7-$%'(.0%!8C$JM.(3!

" E<!G:!AB<!@)
• G%$N%'&&'()$*!"6'%)'J-.3/!7%$+,80%.34!
• O*8.*(.%!.(!+$&&.*(')%.3!

" 3:H<I7I:)
• P,%.%!-.3!7$)*(3!82'%%L(!
• >D,+0()$*!+$*()*0./!7'3!Q!7'3!

" JE?B?:)K!:)+?<E:3K?:)
• 5R:!HR!KRS@TOHS/!GR:AO@!HR!GIO9;T>)

" B!@A?KEAB<!@):!)GH7)
• A.3!@$*8)()$*3!U!O#!(=.*!.-3./!5.-.+(!@'3.!
• A.3!:$0+-.3!U!K$%!S.D(/!V$!W=)-.!
• O*3(%0+()$*3!8.!+$*6.%3)$*3!

" C:@)E<CC:EAB<!@)3F<HL:A@)
• A.3!HJM.(3!.(!+$--.+()$*3!8CHJM.(3!
• A.3!&,(=$8.3/!-.3!7%$7%),(,3!

" +?<E:3K?:@):G:!:D:!AB:CC:@)
• G%)*+)7./!N.3()$**')%.!82,6X*.&.*(3!

" K@:?)M<?D)
• HJM.(!K$%&0-')%.!
• A.3!+$*(%Y-.3!

" :N:?EBE:)3:)@O!AP:@:)
• P.3()$*!820*!#$%&0-')%.!8.!3')3).!

+4Q%909"$)

# V,&$*3(%'()$*3!6)'!6)8,$7%$M.+(.0%!

# >D.%+)+.3!7%'()10.3!6)'!#)+=).%3!#$0%*)3!

# G%)3.!8.!*$(.!30%!+'=).%!.D.%+)+.3!#$0%*)!

# V,7-)'*(! E,&.*($! .(F$0! 3077$%(! .*! $7()$*! 30%! 8.&'*8.



! Les Programmes 
Bureautique 

 

!

!

! Sommaire 

EXCEL Ruban XPEXN3-36 

!"#$%& ''''''''''''' () *)+$,-$./"011$2$1/) 3&,4$ ''''() 5)60&,)

788,$1/"99%:$ '' () ;<8,$99!"#$%&'()$*!'++,-,%,./!0*)10.&.*(!-2.33.*().-4!

=>6$./"-)$/)8&>?".).01.$,14)

5$*3(%0)%.!.(!6,%.%! -.!708'*!92:;5:<!9'*3!0*.!=.%3)$*! ">!?%,+)3.%4!@AAB/!@ACA!$0!@ACDE!F(%.!+'?'8-.!9.!

&.((%.!.*!G0=%.!-.3!$0()-3!>!-203'6.!920*.!'??-)+'()$*E!

5.!+$0%3!3H'9%.33.!'0I!?.%3$**.3!10)!+$**')33.*(!8).*!-2.*=)%$**.&.*(!92:;5:<!.(!10)!$*(!9,J>!9.3!*$()$*3!

30%!-.3!&'+%$3!')*3)!10.!-'!?%$6%'&&'()$*!3.%')(!0*!?-03E!

+,0:,%22$)

" +@;A;!B7BC=!)(!?%)3.!9.!+$*('+(/!=$+'80-')%.!

" D;)@EF7!)(!K:7LMNNO<PL:7!:Q!:;K<MPQ:7/!<:L!<PRPQ:L!O!<2SLOT:!U2SN!SQP<PLOQ:S7)

" D;A)=EBCDA);GB;@!7DCA;A)(!:UPQ:S7!U:!L57PKQ!;R</!:UPQ:S7!U2P5MN:L/!VPV<PMQW:XS:L)

" D;A)H=!B@=D;A)(!8$0($*3/!8'3+0-.3/!+'3!.(!8$0($*!%'9)$/!Y$*.!9.!(.I(./!-)3(.!9,%$0-'*(./!-)3(.3!

" I7FCDD;@)E!)F=EB=!)(!)&'6.!9.!-'!8)8-)$(Z[10.!R)+%$3$#(/!'0(%.3!

" J=3;DCA7BC=!) (! >! ?'%()%! 920*! #)+Z).%! &.((%.! .*! G0=%.! -.3! $0()-3! .(! #$*+()$**'-)(,3! 90! -$6)+).-! ?$0%!

+$*+%,()3.%!-'!3$-0()$*!708'*!'??%$?%),.!

" +@7BCKE;)(!9)##,%.*(3!.I.%+)+.3!3$*(!,(09).%!.(!&)3!.*!?%'()10.!?$0%!-2'??%.*()33'6.!

+4L%:0:"$)

# U,&$*3(%'()$*3!=)'!=)9,$?%$J.+(.0%!"3)!8.3$)*4!

# :I.%+)+.3!?%'()10.3!=)'!#)+Z).%3!#$0%*)3!?'%!-2'??%.*'*(!

# U,?-)'*(!R,&.*($!.(\$0!30??$%(!.*!$?()$*!30%!9.&'*9.!



! Les Programmes 
Bureautique 

 

!

!
! Sommaire 

EXCEL Produire PRPEXN3-45 

!"#$%& ''''''''''''' () *)+$,-$./"011$2$1/) 3&,4$ ''''() 5)60&,7)

899,$1/"77%:$ '' () +,0;&",$!"#$$%&'()**#+&!&,$-.)(#'(!-&*!/)01)&%*!23!*(#+)#)%&4!

<=6$./"-)$/)9&=>".).01.$,14)

567&-.$$&%!3'!.3()-!2&!+&*().'!*3)7#'(!-&*!8&*.)'*!93:&,)+&!-&!*&%7)0&;!<(%&!0#$#8-&!2&!0.'0&$(3#-)*&%!&(!2&!
=.26-)*&%!3'&!#$$-)0#().'>!

?&!0.3%*!*@#2%&**&!#3,!$&%*.''&*!93)!*.31#)(&'(!2&!-:#**)*(#'0&!$.3%!$%.23)%&!2&*!.3()-*!*3%!A,0&->!

+,0:,%22$)

" +?@A@!B8BC<!)(!$%)*&!2&!0.'(#0(;!7.0#83-#)%&!

" !<BC<!A)3@)D<!D@+B)(!#32)(&%!-&*!8&*.)'*;!*B'(16()*&%!-#!2&=#'2&;!0.'0&$(3#-)*&%!-&!$%.8-C=&!

" E<3@FCA8BC<!) (! D! $#%()%! 23! 0.'0&$(! =&((%&! &'! E37%&! -&*! .3()-*! &(! /.'0().''#-)(6*! 23! -.+)0)&-! $.3%!
0.'0%6()*&%!-#!*.-3().'!)'/.%=#()93&!

" +?8BCGH@) (! &,$-.)(#().'! 2&*! /)01)&%*! 2&! -:#$$%&'#'(;! %67)*).';! =.2)/)0#().';! (%#'*/.%=#().'! &(!
.$()=)*#().'!

+4;%:0:"$)

# 56=.'*(%#().'*!7)#!7)26.$%.F&0(&3%!"*)!8&*.)'4!

# A,&%0)0&*!$%#()93&*!7)#!/)01)&%*!/.3%')*!$#%!-:#$$%&'#'(!

# 56$-)#'(!G6=&'(.!&(H.3!*3$$.%(!&'!.$().'!*3%!2&=#'2&!

D$//$)-0,2%/"01)14.$77"/$)&1)8&;"/)9,4>"2"1%",$)90&,)$1)4#%>&$,)>$)102=,$);$)60&,)-01./"01);&)7&6$/)



! Les Programmes 
Bureautique 

 

!

!
! Sommaire 

OUTLOOK L’Essentiel XPOUN1-06 

!"#$%& ''''''''''''' () *)+,"-"%-".,) /&01$ ''''() *)2.&0)

3440$,-"55%6$ '' () 7840$55!"#$%&'()$*!'++,-,%,./!0*)10.&.*(!-2.33.*().-4!

9:2$;-"<)$-)4&:=";);.,;$0,1)

5+10,%)%!-.3!+$**')33'*+.3!.33.*().--.3!6$0%!3'7$)%!0()-)3.%!.(!$%8'*)3.%!-.!+-).*(!9.!&.33'8.%).:!

;.!+$0%3!3<'9%.33.!'0=!6.%3$**.3!9)36$3'*(!9<0*.!'9%.33.!9.!+$0%%).%!,-.+(%$*)10.!.(!90!-$8)+).-!>0(-$$?!.(!
10)!3$0@')(.*(!.*!$6()&)3.%!-<0()-)3'()$*!"'%+@)7'8./!'8.*9'/!A4!

>0.60%??$)

" >@7A7!B3B+9!)()6%)3.!9.!+$*('+(/!7$+'B0-')%.)

" /9AA+7@A)9CBD99E)(!'%+@)7'8.!.(!$6()$*3/!3'07.8'%9./!%.3('0%'()$*)

" F9!B3FBA)()+%,'()$*/!-)3(.3!9.!9)3(%)B0()$*/!+'(,8$%).3)

" G7AA3H7@+7) +!B@9) ()9$33).%3! "%,+.6()$*/! B%$0)--$*A4/! 9.3()*'(')%.3! ".*! +$6).! .(! +'+@,4/! $%(@$8%'6@.! .(!
8%'&&')%./!6)C+.3!D$)*(.3/!3)8*'(0%.3!

" G7AA3H7@+7) 3I3!F77) () $6()$*3! "+$*#)%&'()$*! .(! '++03,! 9.! %,+.6()$*/! &.33'8.3! 9)##,%,3/! (%'*3#.%(! 9.!
%,6$*3.!'0($/!*$()#).%!0*.!'B3.*+.A4!

" AC+I+A)7B)@3>>7DA)()30)7)3!"&.33'8.3/!+$*('+(3/!(E+@.34/!&'%10.%/!'-.%(.%)

" F3D7!/@+7@)+!B@9)()'##)+@'8.3/!'D$0(/!6'%('8.!.(!+$**.=)$*)

" F3D7!/@+7@)CB+D+A3B+9!)()%.*9.FG7$03/!%,0*)$*3/!,7C*.&.*(3/!(E+@.3)

>1J%6.6"$)

# H,&$*3(%'()$*3!7)'!7)9,$6%$D.+(.0%!

# I=.%+)+.3!6%'()10.3!7)'!#)+@).%3!#$0%*)3!

# J%)3.!9.!*$(.!30%!+'@).%!.=.%+)+.3!#$0%*)!

# I=.%+)+.!9.!3K*(@C3.!.*!'0($*$&).!

# H,6-)'*(!L,&.*($!.(M$0!3066$%(!.*!$6()$*!30%!9.&'*9.!



! Les Programmes 
Bureautique 

 

!

!
! Sommaire 

POWERPOINT L’Essentiel XPPWN1-05 

"#$%&' ((((((((((((( )! *!+,#-#&-#.,! /'01% (((()! *!2.'0!

3440%,-#55&6% (( )! 7840%55!"#$%&'()$*!'++,-,%,./!0*)10.&.*(!-2.33.*().-4!

9:2%;-#<!%-!4':=#;!;.,;%0,1!

5+10,%)%!-.3!+$**')33'*+.3!.33.*().--.3!6$0%!7(%.!+'6'8-.!9.!+%,.%!0*.!6%,3.*('()$*!9.!6%$:.(!'*)&,.;!

<.! +$0%3! 3='9%.33.! '0>! 6.%3$**.3! '?'*(! @! %,'-)3.%! 9.3! 6%,3.*('()$*3! 9.! 9$+0&.*(3! .(! 10)! $*(! 9.3!
+$**')33'*+.3!&)*)&'-.3!30%!-'!&)3.!.*!6'A.!"B$%9!6'%!.>.&6-.4;!

>0.60&??%!

" >@7A7"B3B+9"!)!6%)3.!9.!+$*('+(/!C$+'80-')%.!

" /+3>9@3C3!)!0()-)3.%!0*!&$9D-./!+E$)>!920*!(?6.!9.!9)'6$3)()C./!F$*.!%,3.%C,.!

" +"A7@7@!D"!B3EF73D!)!9.33)*.%/!&$9)#).%/!&.((%.!.*!#$%&.!

" +"A7@7@!D"!G@3>H+ID7!)!3')3)%!$0!0()-)3.%!9.3!9$**,.3/!&)3.!.*!#$%&./!$6()$*3!

" +"A7@7@!D"!9@G3"+G@3CC7!)!'33)3('*(/!':$0(.%!$0!&$9)#).%!0*!308$%9$**,/!&)3.!.*!#$%&.!

" +"A7@7@!D"7!J9@C7!)!9.33)*.%/!&$9)#).%/!&.((%.!.*!#$%&.!

" +"A7@7@!+C3G7!7B!KF+>3@B!)!#$%&'(!9.!#)+E).%/!$0()-3!)&'A./!$0()-3!9.33)*!

" 7JJ7BA!AD@!F7A!9EL7BA!)!.*(%,.3/!.&6E'3./!3$%().3/!(%':.+($)%.3!

" B@3"A+B+9"A!)!&'*0.--./!'0($/!.##.(3!

" 7M>F9+B3B+9"!)!6%,3.*('()$*/!9)'6$%'&'/!.>,+0('8-./!-.+(0%.!.*!8$0+-.!

>1N&6.6#%!

# G,&$*3(%'()$*3!C)'!C)9,$6%$:.+(.0%!

# H>.%+)+.3!6%'()10.3!C)'!#)+E).%3!#$0%*)3!

# I%)3.!9.!*$(.!30%!+'E).%!.>.%+)+.3!#$0%*)!

# H>.%+)+.!9.!3?*(ED3.!.*!'0($*$&).!

# G,6-)'*(!J,&.*($!.(K$0!3066$%(!.*!$6()$*!30%!9.&'*9.!



! Les Programmes 
Bureautique 

 

!

!
! Sommaire 

POWERPOINT Avancé XPPWN2-07 

"#$%&' ((((((((((((( )! *!+,-.#/01! 2'/1% (((()! 3!4,'/!

566/%-7#88&9% (( )! :;6/%88!"#$%&'()$*!'++,-,%,./!0*)10.&.*(!-2.33.*().-4!

<=4%>7#.!%7!6'=?#>!>,->%/-1!

5%,.%! 6.3! &$67-.3! 6.! 8%,3.*('()$*! 30)9'*(! 0*.! +:'%(.! ;%'8:)10.! 8$0%! -.! 6,8-$).&.*(! 6.! *$09.--.3!

8%,3.*('()$*3!<!-2.##);).!620*.!.*(%.8%)3.=!

5.!+$0%3!3>'6%.33.!'0?!8.%3$**.3!10)!3$0:')(.*(!+$*+.8(0'-)3.%!6.3!&$67-.3!6.!8%,3.*('()$*=!

@/,9/&00%!

" @A:B:"C5CD<"!)!8%)3.!6.!+$*('+(/!9$+'@0-')%.!

" A5@@:EB!)!)*3.%()$*!62$@A.(3!

" A5@@:EB!)!.##.(3!30%!-.3!$@A.(3/!(%'*3)()$*3!

" F<2:E:!2:!+<"+:@CD<"!)!8%)*+)8./!.?8-$)('()$*/!+%,'()$*!

" F5BGH:!2:!2D5@<BDCDI:!)!8%)*+)8'-/!B!C$*.!6.!+$*(.*0/!D!C$*.3!6.!+$*(.*0!.(!'0(%.3!

" :J:A+D+:!2:!BK"CL:B:!)!+$*3(%0+()$*!620*!&$67-.!6.!+$*+.8()$*!"$@A.(3/!#$%&.3/!)&';.3/!&)3.!.*!#$%&./!

+$0-.0%!EFG/!(.?(0%.3/!6,;%'6,3H4!

" :J@E<DC5DC<"!)!$8()$*3!'9'*+,.3!62.?8-$)('()$*!620*!6)'8$%'&'/!+$&&.*(')%.3/!&0-()!,+%'*3/!&)*0(';./!

&$6.!8%,3.*('()$*!

@1M&9,9#%!

# I,&$*3(%'()$*3!9)'!9)6,$8%$A.+(.0%!

# J?.%+)+.3!8%'()10.3!9)'!#)+:).%3!#$0%*)3!

# K%)3.!6.!*$(.!30%!+':).%!.?.%+)+.3!#$0%*)!

# J?.%+)+.!6.!3L*(:73.!.*!'0($*$&).!

# I,8-)'*(!M,&.*($!.(N$0!3088$%(!.*!$8()$*!30%!6.&'*6.!



! Les Programmes 
Bureautique 

 

!

!
! Sommaire 

WORD Les Bases CLWON1-11 

"#$%&' ((((((((((((( )! *!+,#-#&-#.,! /'01% (((()! 2!3.'04!

5660%,-#44&7% (( )! 89&44#:'%!"#$%!&'($)*+!%$!%*'($&,-!,.*,$%!#$%!/)%$%!)($0!0.*1%!,23.1'4*$5!

;<3%=-#>!%-!6'<9#=!=.,=%0,1!

6,1$! 0)7)/#$! 8$! 0.971$&81$! #:*,'#',3! 8*! #.;'0'$#! $,! %)(.'1! 013$1! *&! 8.0*9$&,! %'97#$! "$%7)0$! 8$! ,1)()'#-!
*,'#'%),'.&!$,!9'%$!$&!<.19$-!#$,,1$%5!

=$!0.*1%!%:)81$%%$!)*+!7$1%.&&$%!4*'!&:.&,!>)9)'%!.*!,1?%!7$*!*,'#'%3!#$!,1)',$9$&,!8$!,$+,$!@.18A!

?0.70&@@%!

" ?ABCB"D5D+;"!)!71'%$!8$!0.&,)0,-!(.0)/*#)'1$!

" EFBGEFBC!;FD+GC!;HH+8B!)!0.11$0,'.&%!)*,.9),'4*$%-!;$%,'.&!/)11$%!8B.*,'#%!

" DA5+DBIB"D! /B! DBJDB! )! %3#$0,'.&%! "9.,%-! #';&$%-! 7)1);1)72$%C5-! '&%$1,'.&%! 7);$%! "%)*,5-! 9'%$! $&! 7);$-!
.1,2.;1)72$!;1)99)'1$!$,!%D&.&D9$%!

" I+CB!B"!H;AIB!85A58DBAB!)!E.#'0$!$,!),,1'/*,%-!0)%%$!

" I+CB!B"!H;AIB!/B!?5A5KA5?LB!)!1$,1)',%-!)#';&$9$&,%-!/.18*1$%-!,)/*#),'.&%-!0.#.&&$%!

" +I5KBC!)!'&%$1,'.&-!9.8'<'0),'.&-!2)/'##);$-!/.18*1$%-!.9/1$-!83;1)83%!

" KBCD+;"!"FIBA5D+;"!)!7*0$%!$,!&*931.,),'.&-!$&02)F&$9$&,%!$,!9'%$!$&!<.19$!;23&31)#$!

" BJBA8+8B!/B!CM"DLBCB!)!13('%'.&!;3&31)#$!8$%!0.&&)'%%)&0$%!7)1!#B3#)/.1),'.&!8B*&!8.0*9$&,!

?1N&7.7#%!

# G39.&%,1),'.&%!(')!('83.71.>$0,$*1!

# H+$10'0$%!71),'4*$%!(')!<'02'$1%!<.*1&'%!

# E1'%$!8$!&.,$!%*1!0)2'$1!$+$10'0$%!<.*1&'!

# H+$10'0$!8$!%D&,2?%$!$&!)*,.&.9'$!

# G37#')&,!I39$&,.!$,J.*!%*77.1,!$&!.7,'.&!%*1!8$9)&8$!



! Les Programmes 
Bureautique 

 

!

!
! Sommaire 

WORD Intermédiaire CLWON2-12 

"#$%&' ((((((((((((( )! *!+,-.#/01! 2'/1% (((()! *!3,'/4!

566/%-7#44&8% (( )! +9&44#:'%!"#$%!&'($)*+!%$!%*'($&,-!,.*,$%!#$%!/)%$%!)($0!0.*1%!,23.1'4*$5!

;<3%=7#.!%7!6'<9#=!=,-=%/-1!

6)(.'1! 0.&%,1*'1$! *&! 7.0*8$&,! 0.89#$,-! '&,3:1)&,! 7$%! ,)/#$)*+-! 7$%! '8):$%-! $,! 7$%! $&,;,$%! $,! 9'$7%! 7$!
9):$%<!=)',1'%$1!#)!8'%$!$&!9):$<!

>$!0.*1%!%?)71$%%$!)*+!9$1%.&&$%!4*'!.&,!%*'('!#)!@.18),'.&!7?'&','),'.&!$,A.*!4*'!0.&&)'%%$&,!#$%!&.,'.&%!7$!
/)%$!"$%9)0$!7$!,1)()'#-!013),'.&!7?*&!7.0*8$&,!%'89#$5<!

>/,8/&00%!

" >?@A@"B5BC;"!)!91'%$!7$!0.&,)0,-!(.0)/*#)'1$!

" ?5>>@DA!)!8'%$!$&!@.18$!"9.#'0$-!9)1):1)92$-!,)/*#),'.&%-!1$,1)',%-!'8):$5!

" B5ED@5FG!)!'&%$1,'.&!$,!0.&($1%'.&!7$!,)/#$)*+-!)B.*,A%*991$%%'.&!"#':&$%!$,!0.#.&&$%-!,)'##$!7$%!0$##*#$%-!
)#':&$8$&,!7)&%!#$%!0$##*#$%!

" 2@AAC"!@B!CH5I@A!)!'&%$1,'.&-!2)/'##):$-!8.7'@'0),'.&-!8'%$!$&!9):$!

" >F+@A!@B!"FH@?;A!)!2'31)102'%),'.&-!&*831.,),'.&!)*,.8),'4*$-!9*0$%!

" @"JB@B@!@B!>C@2!2@!>5I@!)!%$0,'.&%-!$&C,;,$!$,!9'$7!'&739$&7)&,-!8'%$!$&!9):$!'&739$&7)&,$!

" HCA@!@"!>5I@!)!0.#.&&$%-!7'%9.%','.&!%*1!#)!9):$!

" >?@5;!)!'&,1.7*0,'.&!)*+!8.&,):$%!0.89#$+$%-!2)/'##):$%-!$@@$,%!%930')*+!%*1!#$!,$+,$<!

" @G@?+C+@A!2@!AK"BL@A@!)!7'@@31$&,%!$+$10'0$%!%.&,!91.9.%3%!)@'&!7$!8$,,1$!$&!91),'4*$!#)!9):'&),'.&!

>1M&8,8#%!

# D38.&%,1),'.&%!(')!('73.91.B$0,$*1!

# E+$10'0$%!91),'4*$%!(')!@'02'$1%!@.*1&'%!

# F1'%$!7$!&.,$!%*1!0)2'$1!$+$10'0$%!@.*1&'!

# E+$10'0$!7$!%G&,2H%$!$&!)*,.&.8'$!

# D39#')&,! =38$&,.! $,A.*! %*99.1,! $&! .9,'.&! %*1! 7$8)&7$



! Les Programmes 
Bureautique 

 

!

!

! Sommaire 

WORD Perfectionnement CLWON3-13 

"#$%&' ((((((((((((( )! *!+%,-%./#011%2%1/! 3',4% (((()! 5!60',7!

899,%1/#77&:% (( )! ;<&77#='%!"#$%!&'($)*+!%$!%*'($&,-!,.*,$%!#$%!/)%$%!)($0!0.*1%!,23.1'4*$5!

>?6%./#-!%/!9'?<#.!.01.%,14!

6)7,1'%$1!#$%!'&%$1,'.&%!89:/;$,%!:<=!"=+0$#5-!0.&%,1*'1$!$,!$+>#.',$1!#$%!?.8@#$%!"#$,,1$%-!A.1?*#)'1$5!B!#9)'8$!
8$!?'%$!$&!A.1?$!)*,.?),'%3$C!D31$1!8$%!8.0*?$&,%!>$1%.&&)#'%3%!B!*%)E$!?*#,'!8$%,'&),)'1$%C!

F$!0.*1%!%G)81$%%$!)*+!>$1%.&&$%!4*'!.&,!%*'('!#)!A.1?),'.&!'&,$1?38')'1$!"&'($)*!0.&A'1?35!.*!4*'!.&,!*&$!
,1@%!/.&&$!0.&&)'%%)&0$!8$!H.18!"?)',1'%$!8$!#)!?'%$!$&!>)E$5!

+,0:,&22%!

" +@ABA"C8CD>"!)!>1'%$!8$!0.&,)0,-!(.0)/*#)'1$!

" D"BA@CD>"!3E>FGACB!)!I)/#$)*+!=+0$#!"'&0.1>.13-!#'3-!('$1E$5-!)*,1$%!./;$,%!

" HAB!I>3AHAB!)!8*!>)>'$1!B!$&J,K,$!)*+!A.1?*#)'1$%-!#$%!A'#'E1)&$%!

" HAB! BCJHAB! )! 1)>>$#%! 8$! ?'%$! $&! A.1?$-! 013),'.&! 8$! %,L#$%-! ,.*02$! 8$! 1)00.*10'%-! $&02)7&$?$&,%!
)*,.?),'4*$%!$,!'&,3E1),'.&!8)&%!#$%!?.8@#$%!

" AKA@;D;AB!3A!BJ"CLABA!)!0.?>.%','.&!89*&!?.8@#$!$+>#.',)&,!#$%!%,L#$%!

" +MFHD+>BC8NA! )! #$,,1$%-!3,'4*$,,$%-! '&%$1,'.&!8$!02)?>%!8$!A*%'.&-!$+>#.',),'.&!89*&$!/)%$!8$!8.&&3$%-!
)>$1M*-!02)?>%!0.&8','.&&$#-!A*%'.&-!A'#,1$%!$,!,1'%!%*1!#$%!$&1$E'%,1$?$&,%!

" C8FHA!3AB!I8CDA@AB!)!013),'.&-!*,'#'%),'.&!8$%!%,L#$%-!?.8'A'0),'.&-!2'31)102'$!

+4O&:0:#%!

# N3?.&%,1),'.&%!(')!('83.>1.;$0,$*1!

# =+$10'0$%!>1),'4*$%!(')!A'02'$1%!A.*1&'%!

# O1'%$!8$!&.,$!%*1!0)2'$1!$+$10'0$%!A.*1&'!

# =+$10'0$!8$!%L&,2@%$!$&!)*,.&.?'$!

# N3>#')&,!63?$&,.!$,P.*!%*>>.1,!$&!.>,'.&!%*1!8$?)&8$!



! Les Programmes 
Bureautique 

 

!

!
! Sommaire 

WORD Prise en Main Rapide XPWON1-03 

"#$%&' ((((((((((((( )! *!+,#-#&-#.,! /'01% (((()! *!2.'0!

3440%,-#55&6% (( )! 7840%55!"#$%&'()$*!'++,-,%,./!0*)10.&.*(!-2.33.*().-4!

9:2%;-#<!%-!4':=#;!;.,;%0,1!

5+10,%)%!-.3!+$**')33'*+.3!*,+.33')%.3!6$0%!+%,.%!0*!7$+0&.*(!3)&6-.!".36'+.!7.!(%'8')-/!&)3.!.*!#$%&.4!

9.!+$0%3!3:'7%.33.!'0;!6.%3$**.3!10)!*:$*(!<'&')3!$0!(%=3!6.0!0()-)3,!-.!(%')(.&.*(!7.!(.;(.!>$%7!.(!10)!.*!
$*(!0*!03'?.!$++'3)$**.-@!

>0.60&??%!

" >@7A7"B3B+9"!)!6%)3.!7.!+$*('+(/!8$+'A0-')%.!

" C7A!D3@3DB7@7A!)!B$-)+.!.(!'((%)A0(3/!+'33.!

" C7A!>3@3E@3>F7A!)!%.(%')(3/!'-)?*.&.*(3/!A$%70%.3/!('A0-'()$*3/!+$-$**.3!

" >@3B+GH7!)!+$&6$3)()$*!720*.!-.((%.!

" C7A!+I3E7A!)!)*3.%()$*/!&$7)#)+'()$*/!C'A)--'?./!A$%70%.3/!$&A%./!7,?%'7,3!

" >@3B+GH7!)!+$&6$3)()$*!720*!7$+0&.*(!'8.+!)&'?.!

>1J&6.6#%!

# D,&$*3(%'()$*3!8)'!8)7,$6%$<.+(.0%!

# E;.%+)+.3!6%'()10.3!8)'!#)+C).%3!#$0%*)3!

# B%)3.!7.!*$(.!30%!+'C).%!.;.%+)+.3!#$0%*)!

# E;.%+)+.!7.!3F*(C=3.!.*!'0($*$&).!

# D,6-)'*(!G,&.*($!.(H$0!3066$%(!.*!$6()$*!30%!7.&'*7.!



! Les Programmes 
Bureautique 

 

!

!
! Sommaire 

WORD Tout sur le Publipostage XPWON2-21 

"#$%&' ((((((((((((( )! *!+,-.#/01! 2'/1% (((()! 3!4,'/!

566/%-7#88&9% (( )! :;6/%88!"#$%&'()$*!'++,-,%,./!0*)10.&.*(!-2.33.*().-4!

<=4%>7#.!%7!6'=?#>!>,->%/-1!

5(%.! +'6'7-.! 8.! %,'-)3.%! 0*! 607-)6$3('9.! ",()10.((.3/! .*:.-$66./! +$0%%).%/! %,6.%($)%.4;! <%$80)%.! 0*!
8$+0&.*(!8.!#03)$*!*.!+$*(.*'*(!10.!-.3!8$**,.3!=!.>6-$)(.%;!

?.!+$0%3!3@'8%.33.!'0>!6.%3$**.3!10)!$*(!30):)!-'!#$%&'()$*!)*(.%&,8)')%.!$0!10)!+$**')33.*(!-.3!7'3.3!8.!
&)3.!.*!6'9.!3$03!A$%8;!

@/,9/&00%!

" @A:B:"C5CD<"!)!6%)3.!8.!+$*('+(/!:$+'70-')%.!

" ECDFG:CC:B! :C! :"H:I<@@:B! )! +%,.%! 0*.! 6-'*+B.! 82,()10.((.3! 0*)10./! .>6-$)(.%! -'! 7)7-)$(BC10.! 8.3!
%,#,%.*+.3!82,()10.((.3/!+%,.%!3'!6%$6%.!%,#,%.*+./!)&6%)&.%!0*.!3.0-.!,()10.((.!

" ECDFG:CC:!)!3$0%+.!8.!8$+0&.*(/!8.!8$**,.3/!)*3.%()$*!8.!+B'&63!8.!#03)$*!

" :"H:I<@@:B!)!&)3.!.*!6'9.!36,+)#)10.!8.3!.*:.-$66.3/!+$&6$3)()$*!820*!607-)6$3('9.!

" I:CCA:!)!+$&6$3)()$*!820*.!-.((%.!8.!607-)6$3('9./!+B'&63!+$*8)()$**.-/!'6.%D0!8.3!%,30-('(3/!#)-(%.3!.(!
(%)3!6$0%!-'!#03)$*!

" A:@:AC<DA:!)!0()-)(,/!+$&6$3)()$*!.(!.>6-$)('()$*/!607-)&'9./!0()-)3'()$*!820*.!7'3.!8.!8$**,.3!':.+!8.3!
)&'9.3!.(!.>6-$)('()$*!8'*3!0*!607-)6$3('9.!

" +J5K@B!B@:+D5GL!)!:)30'-)3.%!0*.!.>6%.33)$*!8.!&$*('9.!820*!+B'&6/!+%,.%/!&$8)#).%!0*!+B'&6!6$0%!-'!
607-)+'()$*!820*.!7'3.!8.!8$**,.3!)&'9.3!

@1M&9,9#%!

# E,&$*3(%'()$*3!:)'!:)8,$6%$F.+(.0%!

# G>.%+)+.3!6%'()10.3!:)'!#)+B).%3!#$0%*)3!

# <%)3.!8.!*$(.!30%!+'B).%!.>.%+)+.3!#$0%*)!

# G>.%+)+.!8.!3H*(BC3.!.*!'0($*$&).!

# E,6-)'*(! I,&.*($! .(J$0! 3066$%(! .*! $6()$*! 30%! 8.&'*8.



! Les Programmes 
Bureautique 

 

!

!

! Sommaire 

WORD Tout sur les Modèles XPWON2-22 

!"#$%& ''''''''''''' () *)+,-."/01) 2&/1$ ''''() 3)4,&/)

566/$-7"88%9$ '' () :;6/$88!"#$%&'()$*!'++,-,%,./!0*)10.&.*(!-2.33.*().-4!

<=4$>7".)$7)6&=?">)>,->$/-1)

5(%.!+'6'7-.!8.!%,'-)3.%!8.3!&$89-.3!&:&.!+$&6-.;.3!.;6-$)('*(!8.3!6%$<%'&&'()$*3!8.!&)3.3!.*!#$%&.!
.(=$0!8.3!+$*(%>-.3!8.!3')3).3!"+$0%%).%!'?.+!.*@(:(./!&$89-.!8.!(,-,+$6)./!6'6).%!+$*#)8.*().-/!#$%&0-')%.!
8.!3')3)./!%'66$%(3/!&,&$)%.3A4B!

C.!+$0%3!3D'8%.33.!'0;!6.%3$**.3!10)!$*(!30)?)!-'!#$%&'()$*!)*(.%&,8)')%.!$0!10)!+$**')33.*(!-.3!7'3.3!8.!
&)3.!.*!6'<.!3$03!E$%8B!

@/,9/%00$)

" @A:B:!C5CD<!)()6%)3.!8.!+$*('+(/!?$+'70-')%.!

" E:B)F<2:E:B)()6%)*+)6.!.(!7'3.3!8.3!&$89-.3/!-.3!#)-)<%'*.3!

" E:B) G<AFHE5DA:B)(! )*3,%.%! .(!&$8)#).%! "6'%'&9(%.34! 8.3! +$*(%>-.3!8.! 3')3).! "(.;(./! *$&7%./! 8'(./! +'3./!
-)3(.!8,%$0-'*(.4/!6%$(,<.%!-.!8$+0&.*(!.(!.;6-$)(.%!-'!3')3).!

" E:B) BCIE:B) () %'66.-3! 8.! &)3.! .*! #$%&./! +%,'()$*! 8.! 3(F-.3/! ($0+G.! 8.! %'++$0%+)3/! .*+G'H*.&.*(3!
'0($&'()10.3!.(!)*(,<%'()$*!8'*3!-.3!&$89-.3)

" :J:A+D+:B)2:)BI!CK:B:)()+$&6$3)()$*!8.!&$89-.!.;6-$)('*(!-.3!3(F-.3!"(,-,+$6)./!+$0%%).%/!%'66$%(4)

@1L%9,9"$)

# I,&$*3(%'()$*3!?)'!?)8,$6%$J.+(.0%!

# K;.%+)+.3!6%'()10.3!?)'!#)+G).%3!#$0%*)3!

# L%)3.!8.!*$(.!30%!+'G).%!.;.%+)+.3!#$0%*)!

# K;.%+)+.!8.!3F*(G93.!.*!'0($*$&).!

# I,6-)'*(!M,&.*($!.(=$0!3066$%(!.*!$6()$*!30%!8.&'*8.!



! Les Programmes 
Bureautique 

 

!

!
! Sommaire 

PUBLISHER L’Essentiel XPPUN1-41 

!"#$%& ''''''''''''' () *)+,-."/01) 2&/1$ ''''() 3)4,&/)

566/$-7"88%9$ '' () :;6/$88!"#$%&'()$*!'++,-,%,./!0*)10.&.*(!-2.33.*().-4!

<=4$>7".)$7)6&=?">)>,->$/-1)

5(%.!+'6'7-.!8.!%,'-)3.%!0*.!+$&6$3)()$*!3$03!907-)3:.%!'##)+:./!#-;.%/!*$(.<!

=.!+$0%3!3>'8%.33.!'0?!6.%3$**.3!10)!*2$*(!@'&')3!0()-)3.%!907-)3:.%/!8.3!+$**')33'*+.3!3$03!A$%8!3.%').*(!
0*!6-03B!

@/,9/%00$)A)B1."-"/)

" @C:D:!E5EF<!)()6%)3.!8.!+$*('+(/!C$+'70-')%.!

" G:DEF<!)2:D)2<+HI:!ED)(!+$&6$3)()$*3/!&$8D-.3/!#)+:).%3/!

" IFD:):!)@5G:)(!&$8D-.3/!'33)3('*(3/!(;6.3!8.!+$&6$3)()$*/!%.6D%.3!8.!&)3.!.*!6'E.!

" +52C:D)2:)E:JE:)(!+%,.%/!0()-)3.%/!&$8)#).%!.(!-).%!8.3!+'8%.3!8.!(.?(./!&.((%.!.*!#$%&.!-.!(.?(.!!

" F!D:CEF<!)2K<LM:ED)(!)&'E.3/!8.33)*3/!#$%&.3/!0()-)3.%!-.3!7)7-)$(:D10.3!8>)&'E.3/!$7@.(3!A$%8F%(!!

" @5G:D):E)5CCF:C:N@O5!D)(!6%.&).%!.(!'%%)D%.G6-'*/!.*G(H(.3!.(!6).83!8.!6'E./!I0&,%$('()$*!8.3!6'E.3!!

" O:D)+<HO:HCD)(!+:$)?!8.3!+$0-.0%3/!6.%3$**'-)3'()$*!8>0*!@.0!8.!+$0-.0%3!!

" :J:C+F+:)2:)DP!EQ:D:)(!+$&6$3)()$*!820*!8$+0&.*(!.?6-$)('*(!($0(.3!-.3!*$()$*3!.*3.)E*,.3!!

@1B%9,9"$)

# J,&$*3(%'()$*3!C)'!C)8,$6%$@.+(.0%!

# K?.%+)+.3!6%'()10.3!C)'!#)+:).%3!#$0%*)3!

# 9%)3.!8.!*$(.!30%!+':).%!.?.%+)+.3!#$0%*)!

# K?.%+)+.!8.!3;*(:D3.!.*!'0($*$&).!

# J,6-)'*(!L,&.*($!.(M$0!3066$%(!.*!$6()$*!30%!8.&'*8.!



! Les Programmes 
Bureautique 

 

!

!
! Sommaire 

PUBLISHER Avancé XPPUN2-42 

!"#$%& ''''''''''''' () *)+,-."/01) 2&/1$ ''''() 3)4,&/)

566/$-7"88%9$ '' () :;6/$88!"#$%&'()$*!'++,-,%,./!0*)10.&.*(!-2.33.*().-4!

<=4$>7".)$7)6&=?">)>,->$/-1)

5(%.!+'6'7-.!8.!%,'-)3.%!0*.!+$&6$3)()$*!0()-)3'*(!0*.!7'3.!8.!8$**,.3!.(9$0!8.!6%,6'%.%!3$*!(%':')-!.*!
:0.!820*.!607-)+'()$*!.*!)&6%)&.%).;!

<.! +$0%3! 3='8%.33.! '0>! 6.%3$**.3! 10)! $*(! 30):)! -'! #$%&'()$*! ?07-)3@.%! A:'*+,! .(9$0! 10)! +$**')33.*(! -.3!
7'3.3!8.!+$&6$3)()$*!':.+!-2$0()-;!

@/,9/%00$)A)B1."-"/)

" @C:D:!E5EF<!)()6%)3.!8.!+$*('+(/!:$+'70-')%.!

" C5@@:GD):E)C:HFDF<!D)(!+$&6$3)()$*!820*!8$+0&.*(!.>6-$)('*(!($0(.3!-.3!7'3.3!8.!?07-)3@.%!

" I<!+EF<!D) 5H5!+::D)(!&'10.((./!<%,.%!8.3! 3(B-.3!6$0%! -.! (.>(./! +@'C*'D.!8.3!7-$+3! (.>(./!&$8)#)+'()$*!
8.3!6'D.3!80!8$+0&.*(!!

" @JKGF@<DE5L:)(!+@'&63/!7'3.!8.!8$**,.3/!#03)$*)

" @C5EFMJ:)(!+%,.%!0*!+'('-$D0.!A%()+-.3!)*+-0'*(!8.3!)&'D.3)

" :N@<CE5EF<!)(!6%,6'%'()$*!.(!6'%'&,(%'D.!6$0%!-=)&6%)&.0%/!.>6$%('()$*!6$0%!-.!E.7!!

@1B%9,9"$)

# F,&$*3(%'()$*3!:)'!:)8,$6%$G.+(.0%!

# H>.%+)+.3!6%'()10.3!:)'!#)+@).%3!#$0%*)3!

# ?%)3.!8.!*$(.!30%!+'@).%!.>.%+)+.3!#$0%*)!

# H>.%+)+.!8.!3B*(@I3.!.*!'0($*$&).!

# F,6-)'*(!J,&.*($!.(9$0!3066$%(!.*!$6()$*!30%!8.&'*8.!



! Les Programmes 
Bureautique 

 

!

!
! Sommaire 

WINDOWS L’Essentiel XPWIN1-01 

!"#$%& ''''''''''''' () *)+,"-"%-".,) /&01$ ''''() *)2.&0)

3440$,-"55%6$ '' () 7840$55!"#$%&'()$*!'++,-,%,./!0*)10.&.*(!-2.33.*().-4!

9:2$;-"<)$-)4&:=";);.,;$0,1)

5+10,%)%!-.3!+$**')33'*+.3!.33.*().--.3!6$0%!-70()-)3'()$*!870*!$%8)*'(.0%!"9:!.(!6$%(';-.4!

:.! +$0%3! 37'8%.33.! '0<! 6.%3$**.3! 8,;0('*(! .*! )*#$%&'()10.! .(! 10)! 3$0=')(.*(! ,>$-0.%! 8'*3! 3$*!
.*>)%$**.&.*(?!

>0.60%??$)

" >@7A7!B3B+9!)(!6%)3.!8.!+$*('+(/!>$+';0-')%.!

" C7)DE@73E)(!6%,3.*('()$*/!$;@.(3/!+$%;.)--./!6.%3$**'-)3'()$*!80!A0%.'0!

" C7)D9EB9!)/7F3@@7@)(!6%$B%'&&.3/!6,%)6=,%)10.3/!'++C3!%,3.'0/!'%%D(/!6.%3$**'-)3'()$*!

" CG7H>C9@3B7E@)(!'++C3!'0<!0*)(,3/!'0<!8$33).%3!.(!8)310.3!%,3.'0<!

" C3)I9!JB+9!)3+/7)(!6%,3.*('()$*/!8.!10.--.!')8.!8)36$3.!(2$*!E!

" C7)>3!!73E)/7)J9!I+KE@3B+9!)(!$0()-3!.(!0()-)(')%.3!8.!+$*#)B0%'()$*3!F)*8$G3!

>1L%6.6"$)

# H,&$*3(%'()$*3!>)'!>)8,$6%$@.+(.0%!

# I<.%+)+.3!6%'()10.3!>)'!#)+=).%3!#$0%*)3!

# 9%)3.!8.!*$(.!30%!+'=).%!.<.%+)+.3!#$0%*)!

# I<.%+)+.!8.!3J*(=C3.!.*!'0($*$&).!

# H,6-)'*(!K,&.*($!.(L$0!3066$%(!.*!$6()$*!30%!8.&'*8.!



! Les Programmes 
Bureautique 

 

!

!
! Sommaire 

INTERNET L’Essentiel XPINN1-02 

"#$%&' ((((((((((((( )! *!+,#-#&-#.,! /'01% (((()! *!2.'0!

3440%,-#55&6% (( )! 7840%55!"#$%&'()$*!'++,-,%,./!0*)10.&.*(!-2.33.*().-4!

9:2%;-#<!%-!4':=#;!;.,;%0,1!

5+10,%)%!-.3!+$**')33'*+.3!.33.*().--.3!6$0%!*'7)80.%!30%!9*(.%*.(!"%.+:.%+:.3/!3)(.3!9*(.%*.(/!#'7$%)3;4!

<.!+$0%3!3='>%.33.!'0?!6.%3$**.3!>,@0('*(!.*!)*#$%&'()10.!10)!3$0:')(.*(!0()-)3.%!9*(.%*.(A!

>0.60&??%!@!A1<#,#0!

" >B7C7"D3D+9"!)!6%)3.!>.!+$*('+(/!7$+'@0-')%.!

" +"D7B"7D!)!10.!#'0(B)-!6$0%!*'7)80.%!30%!-.!C.@!D!

" E7C!"3F+G3D7HBC!)!9*(.%*.(!E?6-$%.%/!F)%.F$?/!<:%$&./!(,-,+:'%8.%!3'!7.%3)$*/!-.3!6-08)*3!

" >B7I+7B!>3C!)!'##)+:.%!0*.!6'8.!G.@/!30%#.%!>.!6'8.!.*!6'8./!.*%.8)3(%.%/!)&6%)&.%/!#'7$%)3!

" I9D7HB!/7!B7JK7BJK7!)!10.-10.3!#$0%*)33.0%3/!0()-)3'()$*!>20*!&$(.0%!>.!%.+:.%+:.!

" >B3D+LH7!)!10.-10.3!.?.&6-.3!>.!3)(.3!)*>)36.*3'@-.3!H!-'!7).!6%$#.33)$**.--.!

" I7CC3G7B+7!7"!E+G"7!)!+%,.%!0*.!'>%.33.!>.!&.33'8.%).!.(!+$*30-(.%!.*!-)8*.!

>1A&6.6#%!

# I,&$*3(%'()$*3!7)'!7)>,$6%$J.+(.0%!

# E?.%+)+.3!6%'()10.3!7)'!#)+:).%3!#$0%*)3!

# K%)3.!>.!*$(.!30%!+':).%!.?.%+)+.3!#$0%*)!

# E?.%+)+.!>.!3L*(:M3.!.*!'0($*$&).!

# I,6-)'*(!N,&.*($!.(O$0!3066$%(!.*!$6()$*!30%!>.&'*>.!



! Les Programmes 
Bureautique 

 

!

! Sommaire!

OFFICE Découverte Word Excel DCOFN2-51 

!"#$%& ''''''''''''' () *)+,-."/01) 2&/1$ ''''() 3)4,&/)

566/$-7"88%9$ '' () 21:,&#$/7$!"#$%&'()*)+,(!-'&!(,./'*.)%&!-0.('!/'$&+,(1!

;<4$:7".)$7)6&<=":):,-:$/-1)

2'!3*4+5+*$+&'$!*/'6!5*!(,./'55'!+()'$3*6'!-'!7,$-!')!896'5!')!*##$%:'(-'$!5'&!(,./'*.)%&!-'&!/'$&+,(&;!

<'!6,.$&!&=*-$'&&'!*.9!#'$&,(('&!>.+!6,((*+&&'()!-%?@!7,$-!')!896'5;!

>/,9/%00$)

" >?@A@!B5BC;!)(!#$+&'!-'!6,()*6)A!/,6*B.5*+$'!

" D5??@);EBCFA)@B)?ED5!)(!'$C,(,4+'A!#'$&,((*5+&*)+,(A!,(C5')&!6,()'9).'5&A!$*66,.$6+&!65*/+'$!

" G;2@)D5+HAB5I@)(!*66D&!*.9!#$+(6+#*5'&!3,(6)+,((*5+)%&A!*#'$E.!*/*()!+4#$'&&+,(A!,#)+,(&!7,$-)

" +;G>5BCDCFCB@)2@A)J@?AC;!A)(!*&6'(-*()'A!-'&6'(-*()'A!(,./'*.)%&!@!50+4#,$)A!@!50'9#,$))

" GCA@A)@!)K;?G@)(!F,5+6'!G#'(!HI#'A!'33')&A!,4B$'&A!-%C$*-%&A!&)I5+&)+>.'&A!4+&'!'(!3,$4'!$*#+-'!

" CG5I@)(!6*#).$'!#*$)+'55'!,.!),)*5'A!-%),.$*C'!-'!6,.5'.$A!'33')&!*$)+&)+>.'&!

" K;!+BC;!A)(!*&&+&)*(6'!*4%5+,$%'A!B*$$'!-'!3,$4.5'!/*$+*B5'A!(,./'55'&!3,(6)+,(&!

" GCA@)@!)K;?G@)+;!2CBC;!!@FF@)(!#*54*$D&A!?'.!-0+6J('&A!4,-D5'&!-'!6,.5'.$&!')!-%C$*-%&!

" GCA@)@!)K;?G@)B5DF@5E)(!4,-D5'&!-'!)*B5'*.9A!.)+5+&*)+,(A!4,-+3+6*)+,(A!#'$&,((*5+&*)+,(!

" I?5>LCME@)(!*&&+&)*()&!C$*#:+>.'!-'&!3,(6)+,(&!*66'&&+B5'&!$*#+-'4'()!

>1N%9,9"$)

# K%4,(&)$*)+,(&!/+*!/+-%,#$,?'6)'.$!

# F$+&'!-'!(,)'!&.$!6*:+'$!'9'$6+6'&!3,.$(+!

# K%#5+*()!L%4'(),!')M,.!&.##,$)!'(!,#)+,(!&.$!-'4*(-'!

>/1:"8",-)N$)=%)#$/8",-),<="9%7,"/$)6,&/):$)0,N&=$



! Les Programmes 
Bureautique 

 

!

!

! Sommaire!

OFFICE Découverte Powerpoint Outlook DCOFN2-52 

"#$%&' ((((((((((((( )! *!+,-.#/01! 2'/1% (((()! 3!4,'/!

566/%-7#88&9% (( )! 21:,'$%/7%!"#$%&'()*)+,(!-'&!(,./'*.)%&!-0.('!/'$&+,(1!

;<4%:7#.!%7!6'<=#:!:,-:%/-1!

2'! 3*4+5+*$+&'$! */'6! 5*! (,./'55'! +()'$3*6'! -'! 7,8'$#,+()! ')! 9.)5,,:! ')! *##$%;'(-'$! 5'&! (,./'*.)%&! -'&!

/'$&+,(&<!

='!6,.$&!&>*-$'&&'!*.?!#'$&,(('&!@.+!6,((*+&&'()!-%AB!7,8'$#,+()!')!9.)5,,:<!

>/,9/&00%!

" >?@A@"B5BC;"!)!#$+&'!-'!6,()*6)C!/,6*D.5*+$'!

" D5??@!;EBCFA!@B!?ED5"!)!'$E,(,4+'C!#'$&,((*5+&*)+,(C!,(E5')&!6,()'?).'5&C!$*66,.$6+&!65*/+'$!

" G;2@!D5+HAB5I@!)!*66F&!*.?!#$+(6+#*5'&!3,(6)+,((*5+)%&C!*#'$G.!*/*()!+4#$'&&+,(C!,#)+,(&!H,$-!

" GCA@A!@"!J;?G@!)!7,5+6'!9#'(!IJ#'C!'33')&C!,4D$'&C!-%E$*-%&C!&)J5+&)+@.'&C!4+&'!'(!3,$4'!$*#+-'!

" CG5I@!)!6*#).$'!#*$)+'55'!,.!),)*5'C!-%),.$*E'!-'!6,.5'.$C!'33')&!*$)+&)+@.'&!

" AG5?B5?B!)!+(&%$'$C!4,-+3+'$!.('!3,$4'!24*$)K$)!

" >5?5G@B?@A!2KE"!+;G>B@!)!*$6;+/*E'C!3+6;+'$!#&)C!+4#,$)'$L'?#,$)'$!

" I@ABC;"!2@A!ACI"5BE?@A!)!6;*(E'4'()!'(!6,.$&!-'!$%-*6)+,(C!+4#,$)'$!')!E%$'$!

" +;"B5+BA!)!6$%'$!.(!6,()*6)!.(!E$,.#'C!+4#,$)'$!'?#,$)'$!

" +5F@"2?C@?!)!*33+6;'$C!+4#,$)'$C!#*$)*E'$C!(,./'*.!$'(-'MN/,.&C!$%.(+,(O!

>1L&9,9#%!

# P%4,(&)$*)+,(&!/+*!/+-%,#$,A'6)'.$!

# 7$+&'!-'!(,)'!&.$!6*;+'$!'?'$6+6'&!3,.$(+!

# P%#5+*()!Q%4'(),!')L,.!&.##,$)!'(!,#)+,(!&.$!-'4*(-'!




