

mailto:justine@brioformation.fr

( QUHI MIHUHWP RALIHUGHV & RQIBFW

8 WVHU®I & DUHWE$ GIHWHVY SRXUXQ DFFNV WDSIGH ®Y GH @ U GDRRQ GH P DI RX GH U XQRQV
&U HUGHV* URXSHV GH & RQIBFW SRXUIDAMMUD FRP P XQFDMRQ

3 DU HUGHY & RQIFW VRXV IRUP H GH FDUMV GH Y U\

( [ HIAFHY GDSSTDWRQY SUDIW XHV

&U HU P RALIHURX VXSSUP HUXGQH WL CDWUH $ XWRP DU XH

&U HUGHV P RGNBNV SRXUJDIQHUGK WP SV P DI WSHV  SKUDVHV DX\VRP DU XHV
SDUDJ UDSKHV WSHV

/ IHQV +\ SHWM \WV GDQV BV ( P DIY

Qv BHUGHV 3 INFHV - RQMV HWEHV 2 EMWV

&RP SUHWWHUGHV 3 KRRV

5T SRQVHV $ X\RP DI XHV SRXUIQRWP HUGH V R DEVHQFH

& U HUGHV UNJ BV SRXUDX\VRP DIWHU®G! W HAD J HVARQ GHV P WD HY HQADQN HW

VRUBQNV
( [ HIAFHY GDSSTFDMRQY SUDMTXHY

3 DUDP T WHUHVBHYRQODIVHU®! & DBIQAIHU

3OQUHUGHV 5 HQGH YRXV HVB T XQRQV HQ DRX\BQAGHV G \BIY GDW KHXUH GF MYDUIRQ UDSSHY
SDWFSDQN U FEXUHQFH ST URATXH SINF N FRIQMYV

& U HUGHV M URV GH U XQRQV U FXWHQMV

* T UHUBN ,QYAMIMRQY 0 RALIFDIRQY DIAXWEH SDUF SDOV V BAMW GH U XQRQV RSWRQY

K EQDRIUHy K) DFXGEMY

3 DU HUXQ & DeIQAUHU
( [ HIAEHV GDSSGDMRQV SUDMIXHY
%,2 )250$7,21 q) RP DMRQFRQIDXH 9XUHDXITXH 51 VHDX] 6 RADX] / DQIXHV 3 IRV RIBILH 6 RIVG NQY , QM HQFH $ WMEIH®
5 XH GHV 2 OHY 628//$16 q ( QUMY HWRXVEIQPT IR &HWAQUHILY WP HQACH YDXWEDV DI U P HQACH @ \BW

7HO MWICHY EURIRP DWROIU 6$5/ DX FDSMIGEH é 6IHW g5 &6 /D5RKHVXU<RQ $3( $9q79% 1RQDWXWAM


mailto:justine@brioformation.fr

&U HU RUDQVHUGHY 7EFKHV d 1IQUGHY SURIMW GHV UDSSHY HWEHV T FKT DQF Y
$ VWL GHUGHV \BFKHV E G DXWHY SHYRQCHV

6 XLYUH GHV 3 URVIW

8 WIVHUGHV , QAFDWXLY GH 6 XLYLHW& RGHV & RXBIXLY

$ GDSWUBN RSMRQV GDIIFKDIH DIIQ GH | DFIMMUD J HY FRQ GHV \RIFKHV

& HUGHY QRIMV SRXUXQH JHWRQHIIE BH GH QQRUP DIRQ

( [ HUAEHY G DSSTFDMRQY SUDIWT XHV

$0/40-%9% 50/ %84/ 050/ 4" -3 9UKIGLI&3$*$ &84 463 /053& " 5& 03. & & H /& ° )&38&4
&OBNFFSOBCDF BVWWD MIT DPVST FO®DF S ®BDF 7JIP PV QS TFOUFM

" HV VXSSRW GH FRXY G \BIADV SRXUFKDTXH P RGX®I GH IRWP DURQ

" HV H HFAFHV IQMDRIY SRXUDSS@ XHUBN F QDY YDQF N DFTXIV N
" HVTX] SRXU YDOHUD SURIUHMWIRQ

8 QVXLYLSDUQ TXISH ST GDIRIITXH HWBI IRWP DWXU

1" 44" ( &Y&-" $8&35**$" 50/ ( 8383 &4 $0633*€&4 &-" 1"/ **$"50/ "78 065-00, 504" p
& 70 FTVSFMBCDF ° ) Y IFVF

480 IQRPDM GH  TXHWRQY HWEH P DQSXOMRQY U HBN GX ®J IHH® XVBRN
6 FRUH VXUXQHT FKHBIGH E 2 EMRW 1 LYHDX 2 ST UDMRQQHOP IQIP XP
/ D FHWMEDMRQ K¢ T UHUGN FRXUIHY HAD SOQLIFDMIRQ DYHF 2 XVBRN 72 6$ yRIUH GV

DYDQEI HV SUIRIHVWIRQEHY VXU ®! ®JLIE HOEXUHDXWINXH 2 XVBRN  UHQIRU DQADIQV LYRWH
DWDRIYIWY VXU®GI P DUFKI GX WDYDIO

%,2 )250$7,21 q) RP DMRQFRQIDXH 9XUHDXITXH 51 VHDX] 6 RADX] / DQIXHV 3 IRV RIBILH 6 RIVG NQY , QM HQFH $ WMEIH®
5 XH GHV 2 OHY 628//$16 q ( QUMY HWRXVEIQPT IR &HWAQUHILY WP HQACH YDXWEDV DI U P HQACH @ \BW
7HO MWIDH EURIRWP DIROIU 6$5/ DX FDSMIOEH & 6IHW 05 &6 /D5RKHWXU<RQ $3( $q79% 1RQDWXIAN


mailto:justine@brioformation.fr

. H0- 8:7/:)55-

2 SWP MHUD JHRQ GHV HPDIYj  GDIGH GHV R
GH W GH IIGWDIH HWV GDXRP DADMRQ SRXU
DP p @RUHUGRW DQVDWRQ HWI DI GHUHQH | LEEDFIMY
3OQLHUHWRIDQHU BN BIEH  YRXV HWXQRQY
DYHF B FDBIEUHU2 XWBRN HQ XWDDQABN RSWRQ/
GH SDURIH

* pUHU H I LEDFHP HQVGN \WFKHY HWSURIMYY SRXU
XYUH GDYDQFHP HQAGHY SURWW DYHF BN RS GH
WFKHVGDQV2 X8RN

6H SWYSDBU] © FHWIEDWRQ 72 6$ 6 HOADGHU
SRXUP D] [P VHUYRWH \FRBH | @ FHWIEDWRQ 72 6$
QP RQADQADIQL YRWH P DI GX ®J LIFIHO

TREO  KHXUV
KHXUAV HQ IDFH| IDFH 9IMR RX SUVHQAHO
IQEAYGHD  FRAWGH KHXUNVFKDRXQ |
KHXUA  KHXUH SDWDJI H FHWIEDARQ
KHXUHVHQH GDUIQ)
' DM 6HWRQGH PRV
/IHX 9 IMRFRQ pUHGFH RX FKH| ®f FOHQVSUb\VHQMHO
H 6DWQQ

* SDMUGH  77& GH GKHXUWH QRXVFRQXEMUSRXU
SOV GH SYFIMRQY/

XET YNp &HWH |RPDWRQ VDGHH |  VRXM
SHYRQCH \RXKDIMEQAP DIMIVHU®! @J LFIHOO [FIRVRI W
2 XVBRN HW DI FHWIHU \RQ QY-DX DYHF ©
FHWIEDWRQ 72 6$

3PBITXY SpGDIRITXHY  6DYRU PDQSXBU @
\RXW HWDYRU GHV FRQLDIMDGFHY GH EDWH HQ
IQRPDEYH  HMRQGPHOV : IQGRZV  HW
WDIWP HQAGH M \M

3PUTXY WFKQTXHY ' DMSRHU GXQ RECDWXU
DYHF GV ®JIFIHY O IFIRRW2 [IIFH ~ DFFqV
QMIHW XQP IFUR HWKQH Z HEFDP

3DV GH SWUHTXY DX QYHDX GHV GISQP HV RX CH

2 XLp@ [EGI DX &3)

o« QMY * pUHUGN FRAUHY VD SOQLIEDWRQ
DYHF 2 XVBRN 7R\D

e &RGHGHDIIEKH 56

o ' DW GHQUHI VAP HQWV

o &HWIDMXU 62 * 5$'

(QUMHQ SWDDE®I  7p@SKRATXH DYHF O PH
“XH%6,( $8

' pOLGDFFqV  8QH SWHP lgUH GDW GH | RWP DWRQ
\VHUD FROMHQMH GH |1 DoRQ FRQRIQM HOAMH ®f FHQAM
GH IRPDWRQ HV GBI WD FRFFHUp DSV
BPSOAMDIH GX  TXHMRIDILH  GpYDODWRQ
$QDOH GX QDX DIQ GH YDIEHU GDFTXMURQ
GHVSU BHTXY QFHWDLLHY DX ERQ GoURX®P HOAGH
O IRP DIRQ

" HVFRXW/ W RUT XHY HASUDWT XHV

8 QDFFqVDYHF FRQGH LRQ DX ®J IEIHON7HDFK XS }

' HV \KSSRW GH FRXY WGV SRXU FKDTXH
P RGX®I GH | RWP DWRQ

'HVY HHFEHV SWRIVWILY HWV IQMDFWY SRXU
DSSO XHUBN FRIDIMDGFHV DFTXVAV

" HVTX] SRXUp YDOHUD SUR] UAWIRQ

8 Q\KYLSDUGD TXLSH SpGDJI RJLTXH HABH | RWP DWIXU

H SpUHZFH SUR HWRQH®
%,2 )250$7,21 q) RP DMRQFRQIDXH 9XUHDXITXH 51 VHDX] 6 RADX] / DQIXHV 3 IRV RIBILH 6 RIVG NQY , QM HQFH $ WMEIH®
5 XH GHV 2 OHY 628//$16 q ( QUMY HWRXVEIQPT IR &HWAQUHILY WP HQACH YDXWEDV DI U P HQACH @ \BW
7HO MWIDH EURIRWP DIROIU 6$5/ DX FDSMIOEH & 6IHW 05 &6 /D5RKHVXU<RQ $3( $q79% 1RQDWXIAN


mailto:justine@brioformation.fr

. H0- 8:7/:)55-

7HW GDXR SRMMRIHP HOWV - (QRp HQ DPRQWV
SRU @IIQU & QDX QWO GX WERJIDILH HW
SHUP HWEH DX | RUP DIMXUGDGDS\WMUD SpGDI RJH
SHFXHOGHV EHVRQY  $ GRIDOSDU®! | RWP DWXUDX
GEXWGH O | RP DARQ

ePDUHPHQN  6UQDMH GXQ pPDUHPHQWV
pOPWRATXH SDUGN SDWFISDQN HWG! | RWP DWXU

DI Q GH MVWIHUDWGKMY CGH FKDFXQ

&HWIFDWRQ * pUHUBN FRXUHY HAD SOQLIEDARQ
DYHF 2 XVBRN 72 6$

4 X] GHFRQDIMDGFHV] @ 1IQGH FKDTXH P RGXG

(FKDQIH DO ' MFXWRQ HQ 11Q GH |RWP DWRQ
HQAM BN SDWFLSDQN HWB! | RIP DWXUSRXU YDIGHU
TXH @ | RUP DWRQD WSRQGX DX DWQMYHWTXH BV
REMPW\ SpGDJ R TXHVRQAELHQ W DWHMQN

4 XHUWRQDIWH GH \DWIDFWRQ  5HP S@ SDU BV
SDWFISDQNj @WXH GH @ | RIP DWRQ SRXUBHFXH@J
GXY [PSUHWRQ/ \DWIDPWRQ/ HW PHXHU @
TXDOW GH O |RP DIRQ

4 XHRQDUWH GpYDODWRQ j TRRG  (QRp DX

SDWFISDQN SRXU PHXMU @FTXAVMMRQ GV
FRP Sp\WMQFHV DS VO | RP DWRQ

SRWEIDN GH YDIEHU XQ RX GV EGFV CH
FRP SpWQFHV 12 1

3RWELDN GpTXYDBIFH 12 1
SRWELDY GH SDWHHBN 12 1

$CDSVMRQ/  SRWEGBV 2 UDQVDWRQ  Hv
DGDSVIMRQ/ SRXU BV SHIRQGHY HQ \MDWRQ CH
KDQAEDS

3RXU SOV GH UHQHIGHPHQNV \KU @FFqV | ©
IRPDMRQ FRQEFPWM OPH -XWMH 9%,($8
5plpWOM +DQEEDS WQSKRH

PDO MWHEUR RWP DWRQIU GOL GH WSRQH
RV KHXUWVP D[ P XP

$WWBGFH WFKQTXH 1 RXVRI I URQYXQH DWAMBIGFH
SRXUp\RXGUH VRXWSUREQP H \WWFKQTXH UHZFRQAD
SHQEDQAD | RP DARQ
&RQEFW 0 PH -XWH %,($8 WPSKRH

P DIO DWIMBQFH#EUR RUP DARQI URX
MWACHAEUR RUP DWRQIU GoOL GH YSRQH \RXV
KHXUAVP D[ [P XP

9 0%-

%,2 )250$7,21 q) RP DMRQFRQIDXH 9XUHDXITXH 51 VHDX] 6 RADX] / DQIXHV 3 IRV RIBILH 6 RIVG NQY , QM HQFH $ WMEIH®

5 XH GHV 2 OMHY 628//%$16 q ( QUMY HVRXVEIQPPT R
7HO DOIDH# EURIRWP DIROIU 6$5/ DX FDSMIGEH & 6w

& HWHQUHI LY WP HQACH YDXWEDV DI U P HQWEH @ \BW
g5 &6 /D5RKHWU<RQ $3( $q79% 1RQDWXvM


mailto:justine@brioformation.fr

	MAÎTRISEZ MICROSOFT OUTLOOK
	OUTLOOK
	15H00

	OUTLOOK
	15H00

	OUTLOOK
	Passage de la certification “Gérer les courriels et la planification avec Outlook (TOSA)”
	QCM informatisé de 20 questions et de manipulations réelles du logiciel Outlook Score sur une échelle de 1 à 1000 (Objectif : Niveau Opérationnel (minimum 551/1000)
	La certification “Gérer les courriels et la planification avec Outlook (TOSA)” offre des avantages professionnels sur le logiciel bureautique Outlook, renforçant ainsi votre attractivité sur le marché du travail.
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