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QUESTION 1

SIMULATION Overview You have negotiated a new deal with a customer. You now want to finalize their contract with
your 

company for an annual supply of coffee beans. 
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You want to add a table of contents to the Contract document that automatically updates when changes are made to the
different section headers. Add a table of contents with page numbers to the beginning of the contract documents,
directly under the title header Cuppa Coffee Company ?Supplier Contract. 

A. See explanation below. 

Correct Answer: A 
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QUESTION 2

You received an email request that you want to respond to next week. For you to remember about this request, you
need to have this email on top of your inbox next Monday at 9:30 AM. What should you do? 

A. Click Snooze in the email options. Then select to snooze the email until 9:30 AM next Monday. 

B. Mark the email as Important. Create a calendar event for 9:30 AM next Monday. Then add the email\\'s URL to the
calendar event. 

C. Add the email to Tasks. Then edit the task to have a due date of 9:30 AM next Monday. 

D. Create a calendar event for 9:30 AM next Monday, and add an email notification to be sent to your inbox. 

Correct Answer: A 

Reference: https://support.google.com/a/users/answer/9260550#2.6 

 

QUESTION 3

SIMULATION Overview 

In the following tasks, you will demonstrate your ability to work in Google Sheets. You are organizing and analyzing the
schedule of employee shifts. Use the Employee Shift Schedule for Kelvin Cars sheet for all the tasks in this scenario. 
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In the Employee Shift Schedule for Kelvin Cars, add a border to all the cells in range A10:S24. 

A. See explanation below. 

Correct Answer: A 

 

 

QUESTION 4

You are presenting a Google Slides presentation and need to remind yourself of what to say. You want to see your
notes while you are in presenter view. What should you do? 

A. In your presentation, on each slide, click Insert, then click Comment, and add your speaking notes 

B. In your presentation, add notes below each slide, where it says Click to add speaker notes 

C. Write your notes in a Google Doc and link to that document in your Google Slides presentation 

D. In your presentation, click Insert, select Text box, and add your notes to a textbox below each slide 

Correct Answer: B 

Reference: https://www.bettercloud.com/monitor/the-academy/use-speaker-notes-google-slides/ 
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QUESTION 5

SIMULATION 

Overview Your company is offering a new summer discount for its customers. In the following questions, take actions to
update the New Summer Sales Discount that your sale representatives will share with customers. 

You want to get feedback from two people on your team. In the New Summer Sales Discount document, give comment
access to Sunanda Vaideesh and Jennifer Tollar. 

A. See explanation below. 

Correct Answer: A 
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