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ABOUT.

The information contained herein is provided without warranty of any kind, either express or
implied.

The reader assumes the risk of using the information provided.

ABOUT “"RAMPE DE LANCEMENT".

e The publications called "Rampe de Lancement” (Launchpad) are documents that aim to
introduce the use of software for the general public, mainly for Mac and iPad.

e The eBooks are free, but protected by copyright and are available, usually in PDF format
or ePub format.

ABOUT THE AUTHOR.?!
Yves Cornil is a French IT trainer specializing in the Apple and Microsoft 365 ecosystem.

He is known for his clear and accessible tutorials, published on his cornil.com site and YouTube
channel, which has more than 500 videos dedicated to the Mac, iPad, iPhone, Windows and
Microsoft tools.

Its teaching style is simple, visual and practical, which makes it a French-speaking reference for
users wishing to progress at their own pace.

1 Short presentation generated by Copilot.
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CLOUD, DID YOU SAY CLOUD?

INTERNET STORAGE.

The use of computers is increasingly oriented towards:

Sharing;

Collaboration;

Social networks;

Mobility;

With storage increasingly on the Internet via the "clouds". A connection fast and reliable is
needed.

CLOUD, IN ENGLISH CLOUD.

(Nuage in French) is the ability to store and share data in virtual disk space on the Internet.

SOME COMPUTER CLOUDS.

e iCloud and iCloud Drive : Apple;
e OneDrive : Microsoft;

e Google Drive: Google;

e Dropbox;

o Box;

o etc.

ONEDRIVE IT'S THE CLOUD FROM MICROSOFT.

e OneDrive Allows storage and sharing of data:
o Microsoft Office Documents, Photos, music, PDF documents, videos in different
formats.
o A safe since the end of 2019 if the device is eligible.
o Storage of 2 documents if not related to Office 365.
o Unlimited storage (except OneDrive size) with Office 365.

e Free use of Microsoft Office applications, from an Internet browser or from an iOS device <
10.1 inches.

Automatic synchronization of certain folders between multiple devices.

Collaborative work with Microsoft Office applications.

Works on Mac, iPad, iPhone, iPod touch, PC, Android devices (not tested).

5 GB free; 1 TB with the Microsoft 365 plan.

e Using OneDrive requires prior registration for the service with an identifier, which is an
address and a password.
e Registration is done from a browser from a Mac, a PC or an iPadOS or iOS device.
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CREATE A MICROSOFT ACCOUNT ON MAC.

To use OneDrive, you need a Microsoft account.
You can create a Microsoft account to use Microsoft 365 or to benefit from a free OneDrive
storage space of 5 GB or more (€2 monthly for 100 GB).

SIGN IN TO ONEDRIVE OR A MICROSOFT ACCOUNT FROM THE
MAC.

One of the most common ways to create a Microsoft account is through OneDrive or a Microsoft
account from a browser.

File Edit View History Bookmarks Window Help 0O @& @ bt O = @ Q 8 ThuBAug 1215

ese M- [« onedrive.llve.com

B Partage de fichiers et stockage en ligne personne! | Microsof D Gallery - OneDrive & onadrive Jogin - Google Search

Go gle onedrive login X & @ Q & h i m .

AlMode ANl Forums Videos Images News Shortvideos More -  Tools -
2 S 1329
g mn  Microsoft L
BE mtpe:sones com:login 3
ase B 2 P.‘.. 0
Microsoft OReDrive et
Sign in. No account? Create o ! Privacy statement. Microsoft account require: !

> JavaScript to sign in. This web

From your browser, search for OneDrive.

B Microsoft

Signin B® Microsoft
Use your Microsoft account.

Create your Microsoft account

amelie@cilac.com

© We couldn't find a Microsoft account. Try entering your
details again, or create an account

Enter your email address.

Forgot your username?

New to Microsoft? Q,r_ea%a!\ac_c,qum

amelie@cilac.com

Already have an account? Sign in

Enter the email address to verify whether or not the Microsoft account exists, or click Create

one.

The account doesn't exist, I click on Create an account.

To create a Microsoft account:

e Use a valid email address;
e Prove that you are not a robot;
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Then enter a code that you will receive at your email address to validate the creation of

the account.
Enter a password, respecting the rules (number of characters, uppercase, lowercase,
etc.); Then give a first name, a last name, a date of birth.

Verify your email address S «§ -~

@ Microsoft account team <account-security-nor... Today at 12:09
To: amelie@cilac.com

“« BE Microsoft
Microsoft account

amelie@ciac.com Verify your email address

Verify your email
To finish setting up your Microsoft account, we just need to make sure this
Enter the code we sent to your email address email address is yours.
| To verify your email address use this security code: 824563
1Y If you didn't request this code, you can safely ignore this email. Someone else

might have typed your email address by mistake.
Resend code
Thanks,

TSR =T

&« B® Microsoft

« amelie@cilac.com

Add some details
=ll\ Microsoft Add your countryjregion and birthdate to help us apply

age-appropriate settings to your Microsoft account

amelie@cilac.com intry/Regio
France

Verify your email

Enter the code we sent to your email address.

It a child is using this device, create a child account by entering

8 2 4 5 6 3| ‘ your child's date of birth
A child account enables you to enforce parental controls and
Impose usage limits for of privacy and

safety. Y anage these 3 \ s
O Verifying ... microsoft,com/fami
3 B Microsoft

amelie@cilac.com

Add your name

Add your name to your Microsoft account.

| Amelie
Save a passkey?
3 “login.microsoft.com” supports passkeys, a stronger alternative to
CllaC passwords that cannot be leaked or stolen. A passkey for
*cilac9@cilaclamadeleine.org” will be saved in YPasswords".
I would like information, tips, and offers about PRV Fasswords

Microsoft products and services.

By selecting Next, | agree to the Microsoft Services
Agreement and Privacy Statement Passkey

Y
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Editor's note: the address and name ( ) have been
h changed in this document.
Save passkey for =‘:lJ Microsoft
amelie@cilac.com
Enter the computer account setting up yOuI’ paSSkey...

password for the user "Bill".
Your device is opening a security window. Follow

esossosil the instructions to finish setting up your passkey.

coree oo RN | e—r—)

MICROSOFT ACCOUNT VIEW.
| o

-
@ e MO~ < onedrive.live.com o d + D
=‘ Partage de fichiers et stockage en ligne personnel | Microsoft OneDrive M My files - OneDrive
m Photos Files ). Search &3 AC
4+ Create or upload My files F sotvy = v & Details
Arnaud Cilac 0= Y Name - Modified ~ File size ~ Sharing
(A Home
Documents A few seconds ago ) items Privat
B @@ wyfiles
% 101 Personal Vault A few seconds ago Privat
<> Shared .
'l” Recycle bin Pictures A few seconds ago 0 items Private
v
Beowsefiles by ~Getting started with OneDrive pdf A few se is ago )0 MB Privat
& People

Microsoft account view.

The Microsoft account was created with a 5 GB OneDrive; As long as you use a

Microsoft account that supports a Microsoft 365 license, you will benefit from 1 TB
of storage.

To get details about the Microsoft account, click on the link in the blue bar, on the
far right (here AC, initials of the account).

SIGNING OUT OF THE MICROSOFT ACCOUNT.

(g

To log out, click on the account icon (in the blue bar, top right, here AC, then click on
sign out.

MICROSOFT ACCOUNT USAGE.

The Microsoft account will be used for storage in OneDrive but also will support the Microsoft 365
subscription:

e Either as the "owner" of the Microsoft 365 Family subscription;

e Either as a participant in the sharing of the Microsoft 365 Family subscription;

e Or for a personal subscription.
Microsoft 365 apps can be installed from the Microsoft account, via a browser for the Mac.

10
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SIGN IN TO ONEDRIVE FROM A BROWSER ON MAC

CONNECTING TO ONEDRIVE FROM SAFARI.

. Safari Fle Edt View History Bookmarks Window Help Q0 8 Thutrg 17:24
eve M- <« aneckive login o h o+ B
"
—
Google onedrive login X & @ Q @0 m
.~
Al Mode Ab Fe ms v NG w Shor 00! More ~ Te h
wn  Microecht
L tps ocrive. fve 0om « 0
Microsoft O ive

Sign In No ~ D2026 Microsolt Privacy statement, Microsoft s e
- ———— L

Connecting to OneDrive from Safari.

B2 Microsoft

amelie@cilac.com =
o “ 2% Microsoft
Sign in another way

amelie@cilac.com

o ¢ f
| Microsoft 0' Use your face, fingerprint, PIN, or security
ey Enter your password
Sign in ¥ B
: : () Use your word ¥
amelie@cilac.com @ ®eccssscscne f ©
No account? Create anel Send a code to

*? N st “

Show more options 3
Other ways to sign in

Entering the username and using the password.

ONEDRIVE FROM A BROWSER.

s68 GAE 0 6+ ©®
@ File: D cet 3 '
4+ Create or upload My files F sotvy = v @D Details
Amelie Cilac o] Name Madified Filo size
(A Home
™
B vy e
- * t-202
Shared
Browse files by v
& People
dos
Fichiers Mirosoft Cop (i
ds S
5 -
Pict
t age Piéc
Storage PPN
o ™|  Getting started with OneDrive,ndf y " Privat
| = -l

View of Amelie's OneDrive.

11
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| B2 My files

Storage

24.0 GB use

1 of 1 TB (2%)

Access to stored folders and files will be
done from My Files.
Amelie is part of a Microsoft 365 Family

subscription share and has 1 TB of storage.

My files

+ Create or upload

I & My files

0] Recycle ban

Browse files by

@ roos  Files

Huit Cilac My files

+ Create or upload B2 Share G2 Copy linl

Documents

My files Documents

Name

Pouxgﬁomt iPad

Sharing

4 items Private

q Ia
Huit Cilac My files

W My files

Shared

u\p
=« bir
ﬂ"
Browse files by
Peaple [
a°

+ Create or upload B Share & Copy link

Documents

PowerPoint-iPad

@

IF Sort v = v ED Detais

View of PowerPoint-iPad folder.

12
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DRAG AND DROP A FOLDER FROM THE MAC INTO ONEDRIVE.

@ Finder Fle Eat View Go Window Help Q 0 B Aug 1747

@ Files

+ Crente or uplond

eve
Huit Ca
My files © Documents
%) Recants
, Sharea
| oy ties
o iPad & Appicatons

Recycle bin () Destiop -
Bamse s by /
= s
(
\ .
X, » KCiowd Drive
3} ba

Macntosh HD

My Shared Files

a Photos Files @ Get more storage £ H

+ Create or upload B Share © Copylink L Download (&) Create album from folder F Son~ = v B Details

Hult Cilac

My files Documents

Browse files by

m Photos Files earc @ Get more storage

+ Create or upload [ Share © Copylink L Download [ Create album from folder = T u@\;

Huit Cilac

<
|
<

My files Documents Jocuments

(W Home

| BCRT Name Modified File size Shar e e

PowerPoint-Pad

Browse files by
2 People Activity
Today

You €reated rampe206. docx
atelier UTM

You created UTM-01-QR docx
" atelier UTM

\ You created
re storage UTM.01-résumé.docx
stelier UTM

Storage

You created UTM.Ok kay

By clicking on details, you get information on the operations that have been carried out.
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VIEW FOLDERS AND FILES.

eve M- <« onedrive. live.com ) h + B

@ oo Files @ Get more storage

4 Create or upload B Share €2 Copylink & Download [ Create album from foider I¥ son~v = v G Details

A Chac My files > Documents * atelier UTM atelier UTM

a‘

Browse files by

| rampe2v6dock 4 A Activity

Name & 1 By clicking on the menu bar you can choose the sort order, name, date,
size, etc.

Ascending

DRacRcy Here you can sort by name, in ascending or descending order.

Column settings

Modified Fil . . o
pos b Q’j = ‘ File size v Sharin

Newer to older ller to larger

Larger to smaller

Column settings

Sorting by date and sorting by size.

) ® O~ < onedrive live.corm o h + 0

Type
WEREE My files > Documents > atelier UTM
Nasr
| & My files v

gl Documentdock

An another way to sort.

® M- « o d + ©

@ rhowo Files @ Get more storage

+ Create or upload [ Share G2 Copylink 3 Downlcad I Create sibum from folder ¥ sortvy = v ED Details

List
fits Chec My files Documents atelier UTM !t
- My file )
videc
Rec
P I t

Browse files by

List view.
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‘ Photos Files

+ Create or upload

nedrive live.com

oad (@ Create album from folder

ED Details

it My files > Documents > atelier UTM
My files Name [ Fi . ariny
videos
7 Recycle bir Document docx
Browse files by fmpazrotiocy
rampe206 po
eople
Urm-01.pdf [
Compact list viewing.
[ ® @O v < nedrive live.con ) d + O
@ o Fies @ Get more storag
download & Create album from folder F Sotvy = v ED Detaits

+ Create or upload

Huit Cilac

- My files

Documents atelier UTM .

My files

u Photos Files

Huit Cilac

Browse files by

Peoy

Get more storage

Storage

D Copylink & Download (&) Create album from folde

My files Documents atelier UTM

19 |
S,

a*

rampe206 docx

UTM-01 pdf

Document.docx

o o 38
s e

= -

UTM-01k key UTM-01-QR docx UTM-01-QR pdf UTM-01-résumé docx

UTM-01 ppt.

View as thumbnails.

15
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UPLOAD A FOLDER OR FILE.

evse M+ < sedrive.live com o b+ ©
m Photos Files @ Get more storage s M
4 Create or upload @ Open v [ Share © Copylink [ Delete & Download ¥ sort v X 1 selected v ED Details
Hult Glac My files Documents atelier UTM
| & My files Name Modified 9
ed
g T Ld
Browse files by
§ g¥ rampe206.docx ¥ 6 minutes ago 486 MB Private
rampe206 pdf » ¥

When selecting a folder, a menu bar appears, including download. You can also access the
function by clicking on the 3 small dots.

My files > Documents > atelier UTM

M Name

File size Sharing
& Ope
“videos ¢ 1
L & share
m‘ Document.docx ate
opy link
© m‘ “rampe206.docx 48.6 MB
<> Manage access
rampe206.odf = >
= ampe206.pdf W Delete )

“UTM-01 pdf & Downgpad 320 MB Private
=D Rer .ﬂb

Download the rampe206.docx file.

Do you want to allow downloads on
“onedrive.live.com”?

ge which websites can download files in the

ection of Safari Settings

Iy
@ e loah i
ot

My files > Documents > atelier UTM

The file is downloaded to the download folder.

@\ h o+ 6)
e ! S

Téléchargements |: Effacer J

Fonds USA

) § 9.7 Mo 0

16
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MOVE A FILE OR A FOLDER.

ese M- <« o
&w Phot Files @ Get more storas
+ Create or upload @ Open v [ Share © Copylink [J Delete & Download F Sort v | X 1selected = v ED Details
it Cilac :
Hoit Gl My files > atelier-PowerPoint-2026
b
B @ nyiles F
]
-
|
Pr
W efl] na
Browse files by a | chantal-Bjpg Copy fnk
@B/ Copie de PP365-MacO1-Copilot docx > Manag
© | PowerPoint-Workshop-2025 docx Dele
Doy
| PP36s-iPad-copilot
D Rena
a* M. f ° ’g
Mac01.paf i v
O N

@0 + D

I click on the 3 little dots (...) located to the right of the PowerPoint Workshop 2025 folder, then

in the drop-down menu I click on Move to.

Move to ' Mes fichiers * atelier-PowerPoint-2026 £6 Nouveau dossier

B m@im
1 Nom Modifié Modifié par

videos

Then I click on the recipient folder, here My Files (Mes fichiers),

Move to Mes fichiers f8 Nouveau dossier

| @ Mes fichiers

Nom Madifie Modifie par

atelier UTM

atelier-PowerPoint-2026

Iy a 29 jours

I Move to Mes fichiers > Documents £8 Nouveau dossier
@ Mes fichiers

Nom 1 Modifié Modifié par

“atelier UTM

PowerPoint-iPad

Annuler

and on Move here to finish.

17
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©@h + D

+ Create or upload @ share ©3 Copylink & Download @ Create album from folde IF sty = v ED Details

Amelie Cilac My files Documents

Bl & My files Name

Browse files by

2, People ot

The PowerPoint file has been moved from “atelier PowerPoint-2026” folder to Documents folder.

18




Microsoft OneDrive on Mac

SIGN IN TO THE ONEDRIVE APP ON THE MAC.

INSTALL THE ONEDRIVE APP ON THE MAC.

If the app wasn't installed at the same time as Microsoft
365, then you can download it from the App Store and
proceed with its installation.

OneDrive

Protégez vos fichiers
* ok k4 604

FIRST TIME USING THE ONEDRIVE APP.

& QuickTime Player Fichier £dition Présentation Fenétre  Aide

'. ® (O Il <) mz7-yves-MacHD

& OneDrive Edt  View Window Help

2 yvescornl Q & Sam. 8aolt 14:39

@ CH=N=)
Q O o 8 sasAug 1428

@ YW 8 @ © =

Microsoft OneDrive

Sign in to OneDrive

Back up, view, and edit your files across devices.

Email agdress
amelie@cilac.com

Create account

L5

 EENe=0wReNEd0NO08 - "7:6 o0 B
QQ@A#(;A@GE):“'@'@ " DROODDDeEE = . 68 =

p.jrg

Launch of the OneDrive app. Enter the Microsoft ID and password.

Editor's note: for this chapter I will be working in a virtual machine under macOS 27 beta under
the UTM virtualization application.

OnoDrive

& OneDrive
B8 Microsoft
. - . _LEYT

Face, fingerprint, PIN or security m: Microsoft
ke - i

y We couldn't sign you in
Your device will open a security window. Follow the
- Something went wrong when trying to sign in with a
Signin passkey. Please try again.
You don't have any passwords or passkeys saved for this app. You may

be able to use one of the options below to sign in. Learn more at aka.ms/passkeys

© [2°) ScanQR Code ngu@ulm,wy
3%
SCB» Use Security Key

|

Back

Cancel

19
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® OneDrive
o
B® Microsoft

cilacB@cilaclamadeleine.org

|E| Use mygpassword

® OneDrive

B® Microsoft
amelie@cilac.com

Enter password

Forgot passworc

Other ways to sign in
B Email cilac8@cilaclamadeleine.org g i
|
& Microsoft OneDrive @ Microsoft OneDrive
Microsoft respects your privacy Getting better together

When you entrust your data to OneDrive and Microsoft 365, you remain the owner
of that data.

We gather required diagnostic data to keep OneDrive and Microsoft 365 secure,
up-to-date, and working as expected. This doesn't include your name, file
contents, or info about unrelated apps. Learn about diagnostic data collection

OneDrive connects to online services to power your experience, and as part of that,
we gather required service data. Other Microsoft 365 apps also connect to online
services, which may analyse your content to deliver suggestions and
recommendations

heE

Share optional diagnostic and usage data to help us improve your experience. This
doesn't include your name, file contents, or information about apps unrelated to
OneDrive and Microsoft 365. Learn about diagnostic data collectio

t

Want to send optional data about OneDrive and Microsoft 365?

—

Send optional data to help improve these apps

© Don't send optional data

CHOOSE THE LOCATION WHERE THE ONEDRIVE FOLDER WILL BE STORED.

@ Microsoft OneDrive

Set up your OneDrive folder

You'll be able to open your OneDrive folder on this computer at the location below.

Your OneDrive folder is here
[Users/bill/OneDrive

Choose \r*.ﬂ on

= ive f
@ Rocents Choose a location for your OneDrive folder

S8, Shared m ~ | I w bill 8

Favourites
A, Applications
(=) Desktop

[ Documents

(& Downloads

Lecatons
& iCloud Drive
) o

Macintosh HD
£ My Shared Fies

& Network New Folder Cagcel

Choose this location

Your OneDrive folder is here
|Users/bill/OneDrive
Choose location

I choose the location, in this case the standard
location (users/bill/OneDrive); it is possible to change

the folder by clicking Choose location.

20
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T r
® Mcroaott OneOrive Microsoft OneDrive @ Microsoft OnaDrive
Move files into your OneDrive folder Collaborate with others Plan for when you go offline
an drag and d e o OriaDrive 1o files are you nasd 1o werk on a e, download ft befors
dnd o the clous .
| 4 = =
«‘“ ' (<)
N . 4 \ ook for the check mark
-~ L
‘ i \
k k d bk |
™ Microsatt Onedrive
2 Microsoft Gnedrive
Oet the mobile app Your OneDrive is ready for you
¥ up your camera 1ol and view your files
?
: : 0
~
neDrive folder
| _|
Name I
atelier L (" yat f
W atelier-l ya ( f
2 cilac Allow “OneDrive.app” to share yat1
Documi that you have notifications v at I
% silenced when using Focus?
dossier yat E
3 Fichiers Allow OneDrive to check if you're in yat 14:30 E
B Fonds Focus, and only notify you when v
p you're available.
Getting N !
Plcxure': Don't Allow Allow
Piéces j, *
§ PPO1 g T0day F
@ e OneDrive =¢ BB e |1 Q
@) Recents Name
| I
89, shared atelier UTM
3 atelier-PowerPoint-2026 Today at 14 Fo
Favourites & cilac
ey 2 Documents T 3 Fo
2\ Applications - ‘ BN
&8 dossier sans titre lay g F
[Z) Desktop Fichiers Microsoft Copilot Chat Today at 14:30 F
Fonds USA a
[3 Raclinents Getting started with OneDrive.pdf 3 Jul 2026 at 02:59 1,2MB PDFD
@ Downloads W Pictures Today
Pieces jointes Today 14:3 Folde
Locations PPO1 iay
" iCloud Drive
/> OneDrive
) bil *

l £ Macintosh HD

' |
The symbol indicates that the file or folder is in the cloud (i.e., stored on the internet).

Sat 8 Aug 14:30 I

=
=

I & Finder File Edit View Go Window Help Qa O o

The OneDrive icon has been installed in the menu bar.
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OPENING A FILE.

ere >  OneDrive =¢ BB,
@) Recents Name
29, Shared W atelier UTM 4 4
u * - Today at 14:-30
Favourites B cilac 43
> B8 Documents Today at 14

Ay Applications

> B dossier sans titre
(=) Desktop p

B Fichlers Microsoft Copllot Chat Tod
B Fonds USA Tod

To sync changes with OneDrive,
Microsoft PowerPoint needs
access to your "OneDrive-
Personal" folder.

&t atelier-PowerPoint-2026.docx f

&Y PP365-iPad-copilot.docx 1

&% PP365-Mac01-2.pptx P 30

@* PP365-Mac01-2ipad copy.pptx ¢

= PP365-Mac01-...ad-MCQ1pptx <

~— PP365-Mac01-2ipad.pptx 1

% PP365-Mac01-3.pptx !

&t PP365-Mac01-Copilot-2.docx |

PP365-Mac01-Copilot.docx L

|k PP365-Mac01-eng-7-MCQ.pptx
v PP365-Mac01-eng.pptx )

@* PP365-Mac01-ger-2.pptx L

&4 PP365-Mac01-ger-copilot.docx <

g% PP365-Mac01-ger-MCQ.pptx f

.
[ pocuments Gatting started...h OneDrive,pdf 028 12MB PDED:
(@) Downloads W Pictures Tod

B Piacas jointes jay at 14:3 F
Locationy ]
) iCloud Drive
) OneDrive
{} ba
£ Macintosh HD
-
< atelier-PowerPoint-2026 =: =B M O -
Name

&' Blro.docx » 30 18 KB {.C
chantal-B.jpg ‘) 3 KB
& Copie de PP36...1-Copilot.docx <> 30 KB A\ (.c

® 0 (U Il mormume X CE=A)

@ Bwwbum Ba i3 den wen o Arwge Txe Seihom woew jee T 0 @ B seiag

CILAC Office Workshop
Yves Cornil
Introduction and advanced training in personal computing.
PowerPoint 365 on Mac
1. Tips for using PowerPoint
effectively.

g Version 16.113 (26072826)
G=aﬁ‘:: ©Yves Comnil ‘g Licence: Microsoft 365 Subscription
o~ N https://www.cornil.com/ & 2opie Teocner . . 4
Belonas to: gmelie @cilac.com
® 2026 Microsoft, All rights reserved
s
= More Info.
| _

About PowerPoint

Microsoft® PowerPoint for Mac
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DRAG AND DROP A FILE OR A FOLDER INTO ONEDRIVE.

& Finder Fiu Edit  View Go  Window Help Q0O @ 8 SesAup A

“
—  [cher

Macntosh D e

wame L]
I T
B anetier UTM Bonc
B wheliar-Powerore-2020 ay o 1 " B
o NG
” e PNG
8 Foviers Microsoft Coplat Chat JEne
= Fonds U _TVX en cours E QFNG
Gatting started..h OruGeve.pdf B PNG
W Pictures

W Pitces jointes
= FPm

€2 OneOrive

=

cscilac.jpeg

Here, I'm going to drag and drop a folder from iCloud Drive to OneDrive.

Name

> W atelier UTM

atelier-PowerPoint-2026

W clac
Documents
dossler sans titra

I Fichiers Microsoft Copilot Chat
Fonds USA
Getting started_h OneDrive.pdf ¢
Pictures ¢ o Name

I Places jontes

PPO1

_TVX en cours

Abrévia

Applec

applesc T

Apple=¢

selier | Are you sure you want to remave
aatkatd “Atelier-OneDrive2020" from
iCloud Drive?

Acctors

el This item will be moved to this Mac
and will no longer ba avallable in
(Cloud Drive an any af your
sleliets  devices.

htolers

¢ stelier-

aelinrg Do not ask again
bazelt

budget,

budget20, :
budget2025xlsy

budget2026 xlsx

" e >  OneDrive m|e N O - Q
©) Recents Name Date Modif
22, Shared > W atelier UTM
> [ Atelier-OneDrive2020
Favourites > i atelier-PowerPoint-2026
- > @ cil P 5
A Applications SIS ¢
> @ Documents
[=) Desktop > B dossier sans titre £
> @ Fichiers Microsoft Copilot Chat
(5 pocuments > @ Fonds USA
@ Downloads Getting started with OneDrive.pdf
> @@ Pictures
Locations > [l Piéces jointes DT
& icloud Drive M PowerPoint-Copilot.docx 8 Feb 2026 at 13:56
- > @ PPOT 2 Today at 14:30
¢/ OneDrive
{3} bill *
£ Macintosh HD
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DRAG AND DROP A FOLDER FROM ONEDRIVE TO DESKTOP.

e o
@ Finder File Edit View Go Wmndow Help Q O o 8 SsatshAug 1437

m27-yves-Mac HD

W

e e > OneDrive

@) Recents Name ate Modifsd .

> atelier UTM
> W Atelier-OneDrive2020

29, Shared

Favourites » B atelier-PowerPoint-2026
A Applications 2 e
» @ Documents
[=) Desktop > B8 dossier sans titre
> @ Fichiers Microsoft Copilot Chat
D ocuments > B Fonds USA
@ Downloads Getting started with OneDrive.pdf
> B Pictures Z
Locations > @l Pidces jointes
et uiDie & PowerPoint-Copilot.docx OneDrive2020
= > [ PPO1
/) OneDrive

{2 bil

£ Macintosh HD

. Deleted Files Are Removed Everywhere

Files you delete from your OneDrive are no longer available across
your devices or on the web. You can restore them from your
OneDrive recycle bin within the next 30 days.

Recently deleted: onedrive2020-coffre-ipados13.pdf,
onedrive2020-coffre-ipados13.pptx and 11 more files

Don't show this reminder again

Open OneDrive Recycle Bin

Attention message.
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ONEDRIVE AND MICROSOFT 365 APPS

The Microsoft account may be the support for Microsoft 365 subscriptions, in particular the
Microsoft 365 Family subscription, either as an "owner" or as a beneficiary of the sharing of this

subscription; it will be possible to access multiple OneDrives from a Microsoft 365 application, for

example in PowerPoint, Excel and Word.

ONEDRIVE IN POWERPOINT FOR MAC.

I launch PowerPoint from the Dock

ACTIVATION.

@ PowerPoint File EGit View Insert Format  Aarge Tools  SideShow  Wiadow  Help a O o 8 sssag 7

@ L ] Microsoft PowerPoint

s
Takea - ,,,,, ]
tour . =

ok Precantanon v -

&

e e= O 080008 "5 41 ® C33 (]

You must activate the PowerPoint application.
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® @® PowerPoint

Data and device security

 ,
-

€ Achieve the extraordinary with Al in Microsoft 365
"dabReaPi IS

Start 1-month free trial

Already have a r*bscnmion" Sign in Need a plan for your business?

Activation consists of checking the validity of your user

Already have a subscription? Sign in license. If you don't have a subscription, you can purchase
* a personal license or a Family license; You can also start a

free trial.

If you are already subscribed, click on the link.

B® Microsoft

Signin
. 2 You don’t have any passwords or passkeys saved for this app, You may
Sign in be able 1o use ane of the options bekm 10 sk in

amelie@cilac.com o Sean QR Code

S

B Use Security Key
No account? Create one

e [ coune

B® Microsoft

We couldn't sign you in

Something went wrong when trying to sign in with
a passkey. Please try again

Learn more at aka.ms/passkeys

Slan ather way
5"

¥ Microsoft

cilac8 @cilactamadeleine.org
B® Microsoft
Choose a way to sign in
. « amelie@cilac.com

B Face, fingerprint, PIN or security
al i Enter password

E Use gf password

1 Email cilacB@cilaclamadeleine.org

You're all set

You're now ready to use all of the benefits included with your
Microscft 365 subscription

v

N

I enter Amélie's username, then the password, and click Start using PowerPoint.
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OPENING OF A PRESENTATION.

€ Poweroint e it View bawt fomal Amnge oow  SideShow  Wirdow el QO @ B Sebigins

o Microsoft PowerPoint

Jecm -

oD e corre s Poaeriuent wetce ates

Lant cpened ¥y yee

PRI Mach-arg-7-MCG

i i@ i»

as

uTe-or

o,
b

oo
(=]
S

UTM-O1-copim

PEIGL-Mach-arg—Tized

i

PRIGL-Mach-arg—Ticed

PPIGE-01-5

55-01-5

Copie ge Cople de PPIGE--4

% % % 9 % 8

e-e Microsoft PowerPoint 2 Swwn

H L) Recent Folders
c ® Ateier-OneDrive2020

Huit

atefer-Po,. Point-20268
‘ QOneDdve - Pegsonal
amelie@cilac.com

@ el atalier UTM

Home

New !(m My Mac

Rocents

¢g Manage Storage Accounts

Cancel

I click Open from the PowerPoint sidebar; I can choose Recent Folders (if displayed), or access
presentations from OneDrive Personal (Amelie) or On My Mac.

L ® Microsoft PowerPoint Q Sesch
g e
°}
atelier UTM
Recent Foid
HC ecent Foiders & | PPI65-Meco1-2
Hult : atelior-PowerPoint- 2026 .
PP3B5-MacD1-2ipad copy
@y Orevrive - Porsanal &
@ cilact@eiucinadeene > cliac
s PP3I65-MacD-Zipad-MCQ1
Home OneDrive - Perso... o
@ Documents

PP365-MacD1-Zipad

dossier sans titre
PP365-Mac01-3

R -On My Mac
Fichiers Microsaft Copiot Chat

® Fands s

PP3I65-Mac01-eng-7-MCQ

Recents
Pictures
83 PP365-MacO1-gor-2
Ehared Pieces jointes
PPIGS-MacO1-ger-MCQ
P01

PPIGS-MacOl-ger

N

PP365-Mac01-QCM-seul PP365-Mac01-eng

DowerPoint Presentat pie) - 6,6 MB
PPIB5-MacD1-QCM
i 3 a4 96:30

6:96

PP365-MacO!
delerearg

€3 Manage Storage Accounts

PP365-Mac02
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Downloading

Downloading: PP365-Mac01-eng.pptx
O [}

@ PowecPolt Fie Eoh View et Fomat Amange  Tools  SkdeStow  Window  Hep

OO0 s & 2 P ———
Home Wsert  Ovaw  Oesign  Tanstions  Anmators  SideShow  Mecod  Roview  View

She [ secticn -

CILAC Office Workshop

Yves Comil

CILAC Office Workshop

1, Tiog Tor using PowerPolie Yves Cornil
b Introduction and advanced training in personal computing.
DB e Seeom S PowerPoint 365 on Mac
1. Tips for using PowerPoint

effectively.

12/03/2025 - 25/05/2026

. MVP,
ciLac ©Yves Cornil
Pt s https://www.cornil.com/ @ Aopie Teschor
* PoswerPeint, what fas®
* PosserPeint werfishep erganization.
* Tips feem Chantal Bassé.
= =
——
SAVE A COPY.
& PowerPoimt Fila  Ecit  View lwent  Format  Arangs  Tools  SliceShow  Window  Hel Q O @ £ Sesaug 1738
o ©  Acet  NewPresantatior @ PP3E5 Mac01-eng [Cmd + € u)
Home  Insert New from Template.. ations  SideShow Record Review  View () Comments
Open —
Open Recant > U ~ACK A = | IE [ s L7 L s i
Shomis, ot | ATomen NSk P snpa ke | M| Bodger

¥ fent Close

Save

o e CILAC Office Workshop

<t Export...

g : :
& P Yvec (Cnrnil

I have modified the presentation; Now I'm going to save a copy.

Name:| PP365-Mac01-eng8 A

atelier-Po...Point-2026 >
@ Recent Folders [@” cilac8@cila...| 30/07/2026

Basaoad cilac
Hone 07 cilac8@cila...| 30/07/2026
. OneDrl\(e - Per§onal Dosiants ‘
amelie@cilac.com @”  cilacs@cila...| 30/07/2026
dossier sans titre
P c8@cila...| 30/07/2026
Fichiers M...opilot Chat>
P cilac8@cila...| 30/07/2026
Fonds USA
3" cilacB@cila...| 30/07/2026
¢g Manage Storage Accounts
Pictures
On my Mac File Format:  powerPoint Presentation (.pptx) <]

New Folder Set As Default Save Location Cancel m

The presentation is saved in the Amelie’s OneDrive.
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MANAGE THE ONEDRIVE STORAGES.

It is possible to add more connected services.

REMOVE A SERVICE.

o PomerPoint  1eE  ROK  View  Wse  formal  AMANGE oS SI0RSHON  Windw  Hep a0 o
@ @ 0 Microsoft Power Point
HE Corsectos servicns

@ OneDrive - Personal

amefie @cilac.com > caumy
A @ Orevriv - perconal ~
yves@cilac.com k 6

R
® g Are you sure that you want 10
—- remeve this service?

®
O am ago

Here, I have two storages services; I decide to delete the yves’s service.

” OneDrive - Personal -
& Jeanceon 8| [GEEZD]

The remove a connected service, click on the X of the service, then remove.

® ® e Amelie Cilac g Microsoft PowerPoint 1 Search
HC Connected Services More ther
Huit a OneDrive - Personal
amelie@cilac.com B Emm—
> Atlas GALLERY PARCEL
n - Madison
ket [ signoOut
Welcome to PowerPoint Madison Atlas Gallery Parces
The access is deleted.
ADD A CONNECTED SERVICE.
@ PowerPoint File Ecit  View Insart  Format  Amange Tools  SlideShow  Window  Hel QA O @ 8 SetsAug 1740
® Microsoft PowerPoint

° e
Q Amelie Cilac > w

HC Conmected Services *

OneDrive - Parsonal

@& amelie@cilac.com

N -
> Atias GALLERY maACIL —
3] - Madison e
Home B¢ sign Out ——
{120k Presantaon Weicoma 1o BomerPont Madison p Gatery Barce

Connected Services I

To add a connected service, click on +.

® Add a Service
Connected Accounts

OneDrive - Personal
@ 4 .
amelie@cilac.com

Add Storage Account
@ OneDrive
el . OneDrive
@w

OneDrive for Business Add your penal account

Click on Add your personal (or school) account.
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No account? Create one

g

]

@)

OneDrive - Personal

@ yves@cilac.com

e signOut

® Add a Service @ PowerPoint File Edit View Insert Format Arrange Tools Slide Show
B® Microsoft @ Amelie Cilac >
Add a service HC Connected Services
& £ t One[?rive - Personal
yves@cilac.com ¥ amelie@cilac.com 3
-

Enter the OneDrive address and password.
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FROM ONE ONEDRIVE TO ANOTHER

It's possible to transfer data from one OneDrive to another OneDrive.

@ OneDrive Edit View Wndow Help O & @ ol & T W Q B sndag 21

“Onelrive” Netifications
Notifications may inciude alerts, sounds and
Icon badges.

° Microsoft OneDrive

Sign in to OneDrive

Back up, view, and edit your files acrass devices

Email address
yves@cilac.com

Crasts sccount

L3

CEDOe=1ORCA0000!

I am connected to Yves’s Macintosh,; the OneDrive address is yves@cilac.com.

" @ Safari File Edit View History Bookmarks Window Help

eve O~ microsoft.com o C @ OneDrive

8" Partage de fichiers et st... 9 Gabery - OneDrive 9 Home - OneDrive 2" Microsoft account | Sign @ Microsoft Famiy Safaty @ Processing 1496 changes

B” Microsoft | Microsoft 365 OneDrive Business Plansand pricing ~  Features - Resources - Download =] ® o

I click on the OneDrive icon in the menu bar, then I click on the folder icon.

@ @ OneDrive =¢ !B oo (1Q

@ Recents Name Date Modified Size *)«.m:u
99 shared > 8 A-iMovie &3 Today at 11:22 -~ Folder
> B0 Atelier iPhone Josette ¢S Today at 11:22 -- Folder
Favourites > @ atelier-Excel-Android ¢ Today at 11:22 -- Folder
K Arpioations > B0 atelier-excel365-ipad-2020 f Today at 11:22 Folder
: > @@ atelier-Excel365-ipad-2022 > Today at 11:22 -~ Folder
=) Desktop > B3 atelier-Excel365-Mac-2022 &> Today at 11:22 -~ Folder
> @ atelier-icloud2023 &> Today at 11:22 -- Folder
(5 Documents > @ atelier-ioss Today at 11:22 — Folder
@ Downloads > B0 atelier-i0S14 Today at 11:22 -- Folder
> B0 atelier-ios15-ipados15 Today at 11:22 -- Folder
Locations > @ atelier-ios15-ipados15 1 » Today at 11:22 Folder
¢ iCloud Drive O > [ atelier-ios16-ipados16 “> Today at 11:22 -- Folder
> @l atelier-Monterey Today at 11:22 Folder
77> OneDrive > B0 atelier-parallels18 Today at 11:22 -- Folder
7 > [l atelier-PowerPoint-2025 &> Today at 11:22 -- Folder
m bill > B8 atelier-PowerPoint-Windows &> Today at 11:22 -~ Folder
£= Macintosh HD > [ atelier-PowerPoint365-2021 G° Today at 11:22 -- Folder

The Yves’s OneDrive.
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" @ Sefari Fle Edit View History Bookmarks Window Help 0O # @bl B 7
eve M- microsoft.com B¢ dh +
B” Partage de fichiers. Gallery - OneDrive 9 Home - OneDrive B* Microsoft account |... @ Microsoft Family Sa... 82 File Sharing and Mob:
=ﬂ Microsoft | Microsoft 365 OneDrive Business  Plans and pricing Features Resources Dowmload £ | signin

| Get the OneDrive mobile app —

>
Automatically back up photos and videos from your mobile device to OneDrive so 2 7
they're protected and accessible from all your devices. . Wy 2
S £ =
- iy = s . — [
Back up photos on Android Back up photos on iOS o : ¥

I sign in Amelie’s OneDrive.

&« ™ Microsoft
B® Microsoft "
. 2 amelie@cilac.com
Sign in
Enter your password

amelie@cilac.com

seccsscnscee

e || TR

Other ways to sign in

No account? Create one!

|
® ® DO v < onedrive.live.com ac LT) + ©
B¥ Partage de fichiers. ¥ Gallery - OneDrive [ Home - OneDrive B Microsoft account I... @ Microsoft Family Sa.. B File Sharing and Mo... 8 My files - OneDrive
@ Protos  Files ) Searct @ Getmorestorage 33 HC

=+ Create or upload My files I Ssotv = v @D Details

Huit Cilac i} ™ Name Modified File size Sharing

() Home

atelier UTM uly 3 10 items Privat

jl @ My{lles

atelier-PowerPoint-2026 July 30 38 items Private
&3 Shared )
W Recycle bin clac August 2 190 items Private
Browse files by 4 Documents ily 7 3 items Privat
= People

dossier sans titre ily 29 item:

Fichiers Microsoft Copilot Chat 3 day

Fonds USA ily 30 8 items Private
[[83 rersonal Vault uly 7 Private
Pictures aly 7 1 item Privat
Piéces jointes ily 28 items Private

€’ Get more storage
Storage PPO1 July 28 item Private
ot e ™| Getting started with OneDrive pdf July 7 1.10 MB Private
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# Finder Fle Edit View Go Window

@ rrotos  Files

Huit Cilac

A Home

- My files
88 Shared

W Recycle bin

Browse files by

& People

&P Get more storage

Capture d'écran
- — —

" & safarl Flle Edit View History

e®e® Mv <

Name

Microsoft OneDrive on Mac

cnedrive.live.com

eve

@) Recents
S8 shared
Favourites

A Applications
=) Desktop

atelier-PawerPoint-2026

cilac

Documents

dossier sans titre

Fichiers Microsoft Copilot €

Fonds USA

Personal Vault

Pictures

Piéces jointes

PPO1

[3 Documents
@ Downloads

Locations

<) ICloud Drive
7 OneDrive
{} b

£ Macintosh HD

Getting started with Onel]

PowerPoint-Copilot doox

Bookmarks Window Help

B Partage de fichiers... 9 Gallery - OneDrive

@

=+ Create or upload

Huit Cilac

Storage

@ Uploading 6 items

My files

NREEEE

TTIIILY

OB O T W & swonug 1120

OneDrive

Name

atelier-icloud2023
atelier-icloud2024

atelier-loss
atalier-ios6
atelier-ios9
atelier-ios11
atelier-ios12
atelier-los13
atelier-i0S14

ateller-los15-|
atelier-ios15-

atalior-los16-

Ipadosts
ipadosi5 1
Ipadosi6

atelier-Monterey
atelier-Pages iPad 4.1
telier-paralleis18
atelier-PowerPoint-2025
atelier-PowerPoint-Windows.
atellec-PowerPoint365-2021

by 30

onedrive.live.com

Home - OneDrive 2" Microsoft account |...

@ Uploading 6 items

1.10 MB

G C

@ Microsoft Family Sa..

Private

captures akias

summerise

2" File Sharing and Mo...

Progress

Uploading 6 items to My files

331 M8 of 924 MB

atelier-parallels18
MBE of 924 M8

Para18M2-maj-Monterey-
macvm.pptx

135 MB of 323 MB
Para18M2-maj-macvm-s MOV
135 MB of 313 MB
parallels18M2-crea-macvm, pdf

103 MB

parallels18M2-crea
macvm.pptx

51.6 MB of 51.6 MB
Paral8M2-crea-macvm-s.mpd

Waiting
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" @ Sefari Fle Eoit Vew History Bookmarks Window  Helo O @ @t O @ QU 8 Sunbheg 1126
® e O~ < anedive lve.com o d + B .
s B
27 Partnge de fichinrs, 9 Galery - OnaDrive (9 Home - OneDrivn B sscreson sccount @ Mirasoft Family Sa £ Fie Sharing and Mo 9 My fikes - OnaDrive T
[
P Progress !

-
—
5 :
)
Para18M2-maj-macvm-s MOV
p M2-¢ rea-macvm pdf

0O & @ O F € Q B SnsAg 1127

+ Create or uplosd

Amelie Cilac

Pk Lo My files  atelier-parallels18 amelie@cilac.com |

(Al
| & My files

Paratoh2-<res-macym-s mpd
51 Recycle bi

Para18M2.maj macvm 5 MOV
Browye files by

Fara16mz-may

ACTIONS ON FOLDERS AND FILES.
DELETE A FILE OR FOLDER.

n‘| cilac-ateliers-17-18xlsx August 2 55.6 KB Private
(/] ﬂ‘ cilac-ateliers-19-19.xlsx b & August2 424 KB Private
‘:F cilac-ateliers-19-20 copie xlsx August 2 424 KB Private
B  Name Modified File size Sharing
2| cilac-adhésion-tarif pdt Aviviict D 77.6 KB Private
& Open
&  Cilac-AG2021-moral.pptx L 01 MB Privat
Q i L3 Preview
u" cilac-ateliers.docx & Share 4.56 MB Private
= &2 Copy link
= cilac-ateliers.pdf 511 KB Private
E Manage access
n‘ cilac-ateliers-17-18xlsx »5.6 KB Private
: 7 Delete
B v
(] n“ cilac-ateliers-19-19.xlsx ** 1 Download 424 KB Private
&) Rename
=] cilac-ateliers-19-20 copiexisx SRR 42.4 KB Privat

Delete? X e Select the file you want to delete, then click the 3 dots
(more actions), and then click Delete.
e Then confirm the deletion.

Are you sure you want to send this item to the recycle bin?
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5 ® MO v < onedrive.live.com 9 C (TJ =+

Files

4 Create or upload @ Open v @ Share & Copy link D

Huit Cilac

@ Get more storage

ete & Download F Sort v X 1 selected = v D Details

My files > cilac

(A Home

& My files Name File size Sharing
Shared u‘ cilac-ateliers-19-19.xlsx August 2 ivate
W Recycle bir © ot cilac-ateliers-19-20 copie.xlsx = B August2 424 KB Private

Browse files by Q‘ Slac-ateliers2 doix August 2 1.18 ME ivate
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IF YOU LIVE IN THE LILLE METROPOLIS (MEL).

The CILAC computer club is a non-profit association under the law of 1901 which is hosted by the
C.C.A. of La Madeleine. It is operated by volunteers and by the contributions of its members.
» CILAC's working base is the Macintosh as well as Apple iPad® tablets and iPhone®
smartphones.

The objectives of Cilac.

e To bring together people who want to use a microcomputer, a tablet, a mobile phone, or
everyday computers to help them get started and respond to their problems.

e To allow insiders to improve their skills, to approach specific software and to understand
the new technologies of the Apple world.

e All this within a club open to exchanges and in a great conviviality.

How is Cilac organised?
The CILAC club is open, outside school holidays, on Mondays, Tuesdays from 2:30 p.m. to 4:30
p.m., Wednesday, Thursday and Friday from 2:30 p.m. to 4:30 p.m.

The Piet Mondrian room is equipped with 6 Macintoshes and two large modern televisions
for the introduction and improvement of the use of the Mac (operating system, office automation,
photos, video, Artificial Intelligence, sharing of data, photos and videos, social networks, etc.).

NB: the opening hours are given as an indication.

We will also add the club's website, which contains a wealth of very useful information.

cilaclamadeleine.org
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