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Gérer ses documents, ses données  

Sens de l’activité 

n&*%T*&2#%4,-2)"%#*+"#,1(2;2(4#)*%#-,#=")(2&+#/")#/&1*B"+()#+*B4%2)4)#\#5O,1*+#&%=,+2)"#)&+#
"+;2%&++"B"+(# 1&BB"#1"-,# -*2# 1&+;2"+(@#B"#/2%"k9;&*)J#5R")(# ;%,2# o#S,2)#+"#;&*)# p(")9;&*)#
',B,2)#%"(%&*;4#N,1"#^#-,#)2(*,(2&+#&q#;&*)#,;2"k#"+%"=2)(%4#*+#/&1*B"+(#)*%#;&(%"#&%/2+,("*%#
"(#)*%#-"T*"-#;&*)#+R,%%2;"k#$-*)#^#%"B"((%"#-,#B,2+#\#h*#N,1"#^#*+#/&1*B"+(#T*"#;&*)#+"#;&*)#
)&*;"+2"k#BpB"#$-*)#$&))4/"%#\#h*#^#*+#,*(%"#(%<)#B,-#1-,))4#\###

r&2-^# )2B$-"B"+(# -,# %,2)&+# /"# 1"(("# ,1(2;2(4J# 7-# ")(# 2B$&%(,+(# /"# %4N-41O2%# ,*]# (X$")# /"#
1-,))"B"+(# ^# "NN"1(*"%@# ,*]# B&X"+)# /"# %"1O"%1O"%# -R2+N&%B,(2&+# $&*%# T*"# -"# ("B$)# "(# -,#
T*,+(2(4# /"# %"))&*%1")# /2)$&+2Q-")# +"# )&2"+(# ',B,2)# *+# &Q)(,1-"# ^# -,# %41*$4%,(2&+# /"#
/&1*B"+()J##

Objectif(s) poursuivi(s)  

‣ 5&++,s(%"#/2NN4%"+(")#B,+2<%")#/"#1-,))"%#/")#/&1*B"+()#4-"1(%&+2T*")J#

‣ 6"1O"%1O"%#/"#-g2+N&%B,(2&+#+*B4%2)4"#^#$,%(2%#/"#/2NN4%"+()#$%&14/4)#"(#&*(2-)J###

‣ 5-,))"%#/")#/&1*B"+()#+*B4%2)4)#^#$,%(2%#/"#/2NN4%"+(")#("1O+2T*")J#

‣ 8%=*B"+("%#-"#1O&2]#/g*+"#("1O+2T*"#/"#1-,))"B"+(#"(#/"#%"1O"%1O"#/"#
/&1*B"+()J#

Compétence(s) visée(s)   

>J#S,s(%2)"%#-g*),="#/")#H75#"(#-")#B4/2,)J#

>JDJ#6"1O"%1O"%#"(#=4%"%#G/"I#-g2+N&%B,(2&+J##

Contenu-matière  

S,s(%2)"#/")#H75#U#

‣ H%,2("B"+(#/"#-g2+N&%B,(2&+#+*B4%2T*"#t#

‣ .&+1(2&++"B"+(#/g*+#B&("*%#/"#%"1O"%1O"#t###

‣ .2,Q2-2(4#/")#G%")I)&*%1")#t#

‣ H"1O+2T*")#"(#&*(2-)#/"#1-,))"B"+(#"(#/"#%"1O"%1O"#/"#/&1*B"+()#+*B4%2T*")J#

Estimation de la durée de l’activité  

Z"*]#^#(%&2)#O"*%")#
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Déroulement de l'activité 

Étape(s) Tâches Ressources 

Mise en situation : 

exercice de 

recherche et de 

classement  de 

documents 

!"# $%&N"))"*%# $%4$,%"# ,;,+(# -"# 1&*%)# /"*]#
/&))2"%)# T*g2-# "+%"=2)(%"# )*%# -")# &%/2+,("*%)#
*(2-2)4)# $,%# -")# ,$$%"+,+()J# 5O,1*+# /")# /&))2"%)#
1&B$&%("# *+# =%,+/#+&BQ%"# /"# /&1*B"+()J#Z,+)#
-"# $%"B2"%# /&))2"%@# -")# /&1*B"+()# )&+(# Q2"+#
1-,))4)# "(# &%=,+2)4)# G$,%# (O<B"@# $,%# /,("@# $,%#
B&()# 1-4)# t# -")# 2B,=")@# -")# -2"+)# 7+("%+"(@# -")#
(4-41O,%="B"+()# )&+(# +&BB4)# /"# B,+2<%"# ^# -")#
%"(%&*;"%# N,12-"B"+(I@# ,-&%)# T*"# /,+)# -"# )"1&+/@#
-")#/&1*B"+()#+"#)&+(#$,)#1-,))4)@#$,)#%"+&BB4)@#
(&*(#")(#B4-,+=4J#####

!"# $%&N"))"*%# /2)(%2Q*"# *+"# N"*2--"# /"# $,$2"%# ^#
1O,1*+# /")# ,$$%"+,+()J## 5"(("# N"*2--"# ")(# *+"#
2B$%"))2&+#/R*+#/")#/&1*B"+()#T*2#N,2(#$,%(2"#/")#
/&))2"%)#"(#/g*+#/&1*B"+(#2))*#/*#u"QJ###

!")# ,$$%"+,+()# /&2;"+(# %"1O"%1O"%# )*%# -"*%#
&%/2+,("*%# &*# -"# )"%;"*%# /"# -g41&-"# G$,%B2#
-R"+)"BQ-"# /")# /&))2"%)I# "(i&*# )*%# -"# u"Q# -")#
/&1*B"+()# 1O&2)2)# $,%# -"# $%&N"))"*%J# !")#
,$$%"+,+()# 1O%&+&B<(%"+(# -"# ("B$)# T*R2-)#
B"(("+(#$&*%#%"(%&*;"%#-"#/&1*B"+(J#

!")# ,$$%"+,+()# +&("+(# )*%# $,$2"%# ,*# ("%B"# /"#
1O,1*+"# /")# %"1O"%1O")# -,# /4B,%1O"# T*R2-)# &+(#
)*2;2"@#1R")(9^9/2%"#,*))2#Q2"+#-")#B&()#1-4)#*(2-2)4)#
T*"#-,#%,2)&+#T*R2-)#&+(#"*"#/"#1O&2)2%#("--"#&*#("--"#
$%&14/*%"J###

6"))&*%1"#dD#U#
"]"B$-")#/"#/&))2"%)#
V#&%=,+2)4#W#"(#V#+&+#
&%=,+2)4#W#$%&$&)4)#
$,%#0+&"1e#GDFFf/IJ#

5&+)2=+"#`#G;&2%#
6*Q%2T*"#1&+)2=+")IJ#

Recommandations 

pour classer et 

rechercher des 

documents  

!"# $%&N"))"*%# %4,-2)"# *+"# B2)"# "+# 1&BB*+# /")#
$%&14/*%")#*(2-2)4")#$,%#-")#,$$%"+,+()J#7-#B"(#"+#
4;2/"+1"# -")# )2B2-2(*/")# "(# /2NN4%"+1")# /"#
$%,(2T*")J###

!"# $%&N"))"*%# ,((2%"# -R,(("+(2&+# /")# ,$$%"+,+()#
)*%# -R2B$&%(,+1"# /")# 1O,2+")# /"# 1,%,1(<%"#
*(2-2)4")# )*%# -"# j"Q# ,N2+# /"# (%&*;"%# G/,+)# *+"#
%"1O"%1O"I# &*# /"# %"(%&*;"%# G)*%# )&+# &%/2+,("*%I#
-")# /&1*B"+()# )&*O,2(4)J# b# $,%(2%# /")# ("B$)#
%4,-2)4)# -&%)# /"# -R"]"%121"# $%414/"+(@# 2-# B"(# "+#
4;2/"+1"#T*"#1"%(,2+)#$%&14/4)#)&+(#$-*)#"NN21,1")#

6"))&*%1"#+cdf#U#!,#
$%&Q-4B,(2T*"#/"#-,#
%"1O"%1O"#/"#
/&1*B"+()#/"#
r,+/"$*(#GDFFd@#
N4;%2"%IJ#

6"))&*%1"#+cEL#U#
7--*)(%,(2&+#/g*+#
1-,))"B"+(#"(#
%"1O"%1O"#$,%#N,1"((")#U#
3)$,1"#>,XN,1#/"#
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T*"#/g,*(%")J##

!"# $%&N"))"*%# %"1&BB,+/"# 1"%(,2+")# $%,(2T*")#
$&*%# -,# %"1O"%1O"# /"# /&1*B"+()# "(# B"(# "+#
4;2/"+1"#1"--")#^#4;2("%J#7-# N&*%+2(@#"+#%"1&*%,+(#^#
*+# /2,$&%,B,# "(# ^# /")# /4B&+)(%,(2&+)# /R&*(2-)@#
T*"-T*")#("1O+2T*")#"(#1&+)"2-)#)*%#-,#B,+2<%"#/"#
1O"%1O"%# /")# 2+N&%B,(2&+)# "(# /"# -")# 1-,))"%@# (&*(#
"+#$%412),+(#T*"#-"#1-,))"B"+(#")(#*+"#/4B,%1O"#
$"%)&++"--"#G"]J#(,=IJ#

N&%BPv3H753#GDFFdIJ#

!&=212"-)#Z"-2J1J2&*)#&*#
*+#,*(%"#$"%B"((,+(#
*+"#,++&(,(2&+#$,%#
(,=)J#

02("#/"#0&N(&+21#$,="#
/"#-2"+)#;"%)#/")#
-&=212"-)#/"#%"1O"%1O"#
"(#/R2+/"],(2&+J#

Travail personnel 

de recherche et 

de classement de 

documents  

!")# ,$$%"+,+()# 1O&2)2))"+(# *+# (O<B"# )*%# -"T*"-#
"NN"1(*"%# /")# %"1O"%1O")# G$,%# "]"B$-"# $&*%# -"*%#
H.3I#$%"+,+(# "+# 1&B$("# -")# 1&+)"2-)# 4B2)#$,%# -"#
$%&N"))"*%J#

7-)# (%&*;"+(# 2+/2;2/*"--"B"+(# ,*# B&2+)# )"$(#
/&1*B"+()@#)2(")#2+("%+"(Y#%"-,(2N)#^#1"#(O<B"J#

7-)# -")# 1-,))"+(# /"# B,+2<%"# ^# -")# %"(%&*;"%#
,2)4B"+(#$,%# -,#)*2("@#)&2(#)*%# -"*%#&%/2+,("*%#&*#
/,+)#*+#")$,1"#/*#%4)",*#/"#-g41&-"#"+#1%4,+(#*+#
/&))2"%#VQ2"+#)(%*1(*%4#W@#)&2(#"+#-2=+"#^#-g,2/"#/"#
(,=)#&*#/"#N,1"((")J#

7-)# '*)(2N2"+(# -,#B,+2<%"#/&+(# 2-)#&+(#"NN"1(*4# -"*%#
1-,))"B"+(# ,N2+# /"# %"(%&*;"%# N,12-"B"+(# 1")#
/&1*B"+()#,*#N2-#/*#("B$)#"(i&*#/,+)#-,#$,+&$-2"#
/"#/&1*B"+()#"]2)(,+()J#

:+#+,;2=,("*%#7+("%+"(#
GS&k2--,#.2%"N&]@#
7+("%+"(#3]$-&%"%@#JJJIJ#

!&=212"-#Z"-2J1J2&*)J#

5&$"%+21J#

!"#)X)(<B"#
/g"]$-&2(,(2&+#/"#
-g&%/2+,("*%J#

5&+)2=+"#D#G;&2%#
%*Q%2T*"#5&+)2=+")IJ##

Consignes 

Consigne 1 

6"(%&*;"k#-,#;"%)2&+#4-"1(%&+2T*"#/*#/&1*B"+(#2B$%2B4#T*2#;&*)#,#4(4#/2)(%2Q*4J##

n%"+"k#+&("#"+#%"1&*%,+(#^#*+#(%,2("B"+(#/"#("]("#/"#-,#/4B,%1O"#)*2;2"#G("1O+2T*"#*(2-2)4"@#
4(,$")#4;"+(*"--")JJJI@#/"#-,#%,2)&+#/*#1O&2]#/"#1"(("#$%&14/*%"#"(#/"#)&+#"NN21,12(4J#

Consigne 2 

5O&2)2))"k# *+# (O<B"# ^# $%&$&)# /*T*"-# "NN"1(*"%# *+"# %"1O"%1O"# /&1*B"+(,2%"J# r&*)# /";"k#
(%&*;"%# )"$(# /&1*B"+()# 4-"1(%&+2T*")# G$"*# 2B$&%("# -"# (X$"# U# ("]("@# )&+@# 2B,="@# ;2/4&JJJI#
$"%(2+"+()#$,%#%,$$&%(#,*#(O<B"#,Q&%/4J#

5-,))"k# "+)*2("# -")# /&1*B"+()# )4-"1(2&++4)# )"-&+# *+"# ("1O+2T*"# T*2# ;&*)# $"%B"((%,# /"# -")#
%"(%&*;"%#N,12-"B"+(#,*#N2-#/*#("B$)#"(#$,%B2#-,#$,+&$-2"#/"#/&1*B"+()#^#;&(%"#/2)$&)2(2&+J#

n&*%#1"#N,2%"@#;&*)#$&*;"k#*(2-2)"%#*+"#&*#$-*)2"*%)#("1O+2T*")#;*")#,*#1&*%)J#
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a;,-*,(2&+##
!g,1(2;2(4# /"# !.-''&8&1$( 2( 3-"$#"( )*/1&( "&!9&"!9&( )&( )0!/8&1$'( $"%B"(# /g4;,-*"%# )2#
-g,$$%"+,+(#")(#1,$,Q-"#/"##

‣ %4N-41O2%#)*%#-"#)X)(<B"#/"#%"1O"%1O"#"(#/"#1-,))"B"+(#/"#/&1*B"+()#&$(2B,-#^#
,/&$("%@#

‣ 1-,))"%#"(#&%=,+2)"%#/")#/&1*B"+()#/"#B,+2<%"#$"%(2+"+("@#

‣ '*)(2N2"%#-"#)X)(<B"#/"#1-,))"B"+(#1O&2)2J#

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

‣ n%4)"+1"#/*#+&BQ%"#%"T*2)#/"#/&1*B"+()@#

‣ n"%(2+"+1"#/*#1-,))"B"+(@#

‣ n%4)"+1"#/"#'*)(2N21,(2&+)#%"-,(2;")#,*#1-,))"B"+(J#

Ressources 

6"))&*%1"#+cEL# U# .&%BPv3H753J# GDFFdIJ#A+(('324+() *3)82'B+&) +&) 460(($#$+32) 90C"($+%:# !2<="#U#
:+2;"%)2(4# /"# !2<="@# 5"+(%"# /"# 6"1O"%1O"# )*%# -g7+)(%*B"+(,(2&+@# -,# .&%B,(2&+# "(#
-g8$$%"+(2)),="#G567.8IJ#

6"))&*%1"#+cdD#U#0+&"1e@#5J#GDFFf/IJ#!'(($+2)D)'270%$(")E)+&)*'(($+2)D)%'%)'270%$(")E:#Z&1*B"+(#
/"# (%,;,2-J# !2<="#U# :+2;"%)2(4# /"# !2<="@# 5"+(%"# /"# 6"1O"%1O"# )*%# -g7+)(%*B"+(,(2&+@# -,#
.&%B,(2&+#"(#-g8$$%"+(2)),="#G567.8IJ#

6"))&*%1"#+cdf#U#r,+/"$*(@#3J#GDFFd@#N4;%2"%IJ#F0)82'96"/0&$G3+)*+)60)2+4>+24>+)*+)*'43/+%&(:#
Z2,$&%,B,#$%")"+("/#,(#.&%BPv3H753U#$-4+2<%"#/*#DfiDiDFFdJ#!2<="U#:+2;"%)2(4#/"#!2<="@#
5"+(%"#/"#6"1O"%1O"#)*%#-g7+)(%*B"+(,(2&+@#-,#.&%B,(2&+#"(#-g8$$%"+(2)),="#G567.8IJ#

Ressources complémentaires 

6"))&*%1"#+cE#U#8/B2+2)(%,(2&+#w4+4%,-"#/"#-g3+)"2=+"B"+(#"(#/"#-,#6"1O"%1O"#012"+(2N2T*"J#
GDFFd,IJ#.'//+%&)9$+%)4>+24>+2)(32)-%&+2%+&)H#6"(%2";"/#8*=*)(#d@#DF`F@#N%&B#
O(($UiijjjJ"+)"2=+"B"+(JQ"i2+/"]J$O$\$,="xD?EfEy+,;2xDF?C###

6"))&*%1"#+c?#U#8/B2+2)(%,(2&+#w4+4%,-"#/"#-g3+)"2=+"B"+(#"(#/"#-,#6"1O"%1O"#012"+(2N2T*"J#
GDFFdIJ#.'//+%&)#'%4&$'%%+)3%)/'&+32)*+)2+4>+24>+)H#6"(%2";"/#8*=*)(#d@#DF`F@#N%&B#
O(($UiijjjJ"+)"2=+"B"+(JQ"i2+/"]J$O$\$,="xD?EfEy+,;2xDF?C####

6"))&*%1"#+c``#U#>"%("B@#.J@#y#S"*%,+(@#8J#G+J/JIJ#.'//+%&)"1063+2)*+)/0%$I2+)42$&$G3+)6+()
2+(('324+()$((3+()*+)6?-%&+2%+&)H)#>%*]"--")U#5&BB2))2&+#z.%,+{,2)#"(#7+N&%B,(2T*"z#/"#-,#.30"1J#
6"(%2";"/#8*=*)(#DE@#DF`F@#N%&B#O(($Uii*)"%)J)eX+"(JQ"i,B"*%,+(iN%,+12+N&i;,-2/2("i#
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6"))&*%1"#+cCf#U#Z*N&*%@#5J@#y#w2=*<%"@#.J#GDFFCIJ#,2'3((+)*+)2+4>+24>+)*?$%#'2/0&$'%)*0%()
-%&+2%+&J#[*4Q"1U#w&*;"%+"B"+(#/*#[*4Q"1@#S2+2)(<%"#/"#-Ra/*1,(2&+@#Z2%"1(2&+#=4+4%,-"#/"#
-R"+)"2=+"B"+(#1&--4=2,-J#6"(%2";"/#8*=*)(#`D@#DF`F@#N%&B#
O(($Uii11N/J1%&)"B&+(JT1J1,i1&*%)i(%&*))"i2+(%&/*1(2&+i2+/"]JO(B-##

Liste de liens  

‣ 0&N(&+21#7+("%+,(2&+,-#0J!J#9#6"1O"%1O")#2+/"],(2&+#U#
O(($UiijjjJ)&N(&+21JN%ij2+/&j)i%"1O"%1O"92+/"],(2&+#

‣ /"-21J2&*)#U#O(($UiijjjJ/"-212&*)J1&Bi#

‣ S&k2--,#.2%"N&]#U#http://www.mozilla-europe.org/fr/firefox/#

‣ 7+("%+"(#3]$-&%"%#U#O(($UiijjjJB21%&)&N(J1&BiN%,+1"ij2+/&j)i2+("%+"(9
"]$-&%"%i("-"1O,%="%92"dJ,)$]##

‣ 5&$"%+21#U#O(($UiijjjJ1&$"%+21J1&BiN%i 


