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QUESTION 1

SIMULATION Overview

As the new regional sales manager at Cuppa Coffee Company, your manager has asked you to review, update, and
add to two existing Google Slides presentations. In the following questions, you will be editing presentations.

s+ Cuppa Coffee Company | |
“ File Edit View Insert Format Slide Amange Tools Add-ons Help Last edit was made 2 days ago by Exam Administrator
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Cuppa Coffee Company

=== Consistently Quality Coffee ===

Click to add speaker notes

You need to edit an existing presentation before you present an update to your managers. Open the Sales Update
presentation and add the Company Logo.jpg image to the first slide. You may place the logo anywhere you like on the
slide and leave it any size.

A. See explanation below.

Correct Answer: A
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Click to add speaker notes

QUESTION 2

In a Google Hangouts video call, your customer asks if there are any summer discounts. You want to show them a draft
document without giving them direct access to the Google Docs document. What should you do? (Choose two.)

A. From your Gmail inbox, send your customer an attachment of the summer discount flyer

B. From Google Drive, add the customer as a collaborator to the folder with the summer discount flyer document
C. From the Google Hangouts video call, present only the window with the summer discount flyer

D. From Google Docs, add the customer as a collaborator to the summer discount flyer document

E. From the Google Hangouts video call, present your entire screen

Correct Answer: AB

Reference: https://zapier.com/blog/google-hangouts-video-calls-guide/

QUESTION 3

SIMULATION Overview As the new regional sales manager at Cuppa Coffee Company, your manager has asked you to
review,

update, and add to two existing Google Slides presentations. In the following questions, you will be editing
presentations.
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Cuppa Coffee Company

=== Consistently Quality Coffee ===

¥ Click to add speaker notes

You need to edit an existing presentation all about your company, Cuppa Coffee Company. On the first slide of the
Cuppa Coffee Company presentation, italicize the Consistently Quality Coffee text.

A. See explanation below.

Correct Answer: A
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Consistently Quality Coffee

Click to add speaker notes
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Click to add speaker notes

QUESTION 4

You need to set up a way to easily access a Google Drive folder that your team shared with you. The Team Drive with
this shared folder has over 1,000 different folders. What should you do to have quick access to the shared folder?

A. Create a new folder in My Drive on Google Drive. Copy all the files from your team\\'s folder to the new folder

B. Create a new folder in My Drive on Google Drive. Move your team\\'s folder into this new folder

C. Find the shared folder on Google Drive. Change the color of the folder to red

D. Find the shared folder in Shared with me on Google Drive. Right-click on the folder, and then click Add to My Drive
Correct Answer: D

Reference: https://support.google.com/drive/answer/2375057?co=GENIE.Platform%3DDesktopandhl=en

QUESTION 5

SIMULATION

Overview

In the following tasks, you will demonstrate your ability to work in Google Docs. Cascara is a furniture wholesaler with

warehouses located in Europe. You will be filling out a form to ship a load of goods to one of the warehouses. Use the
Carriage of Goods by Road (CGR) for all the tasks in this scenario.
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B, Carriage of Goods by Road (CGR)

Carriage of Goods by Road [CGR)

1 Sender name and address) 5 Carrier (same and address)

2 Recipient (name and address)
6 Carrier notes for transporting goods

3 Hecipient’s destnation detas

Place

Country

Dale

Arrival time Departure time
4 Sender Instructions

P —— — e _—
I 7 item name & Method of packing 9 Nature of goods 10 Weight in kg 11 Volume in m3
e jtem A
& (tem B
- Item C
® (temD
& [temE
L !
12 Special agreements between the sender and the carries 13 To be Sender Reclplent
paid by
Trardport
charges

In the cell titled 7 Item name, change the bulleted list to a numbered list.
A. See explanation below.

Correct Answer: A
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Carriage of Goods by Road (CGR) ]

File Edit View Insert Format Tools Add-ons Help All changes saved in Drive

= = -
= =+ = .

~ ~ @ A P 100% » Nomaltest ~  Calibri -~ 10 ~ B I Qi" co @AW =

o

i
il
#
L

‘
[

1
o
I

Numbered list [ 5

Qutline
Carriage of Goods by Road (CGR)

Headings you add to the document

- will appear here
1 Sender (name and address) 5 Carrier (name and address)
2 Recipient (name and address)
6 Carrier notes for transporting goods
3 Recipient’s destination details
Place
= Country
Date
Arrival ime Departure time
4Sender instructions
»
7 Item name 8 Method of packing 9 Nature of goods 10 Weight in kg 11 Volume in m3
* ltemA
B e [temB
) * HemC
® jtemD
* fiemE
12 Special agreements between the sender and the carriar 13 To be Sender Recipient
paid by:
Transport
charges
® Extra charges
Cusloms
Other
charges
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Carriage of Goods by Road (CGR) o
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Carriage of Goods by Road (CGR)

Headings you add to the document
= will appear here.

1 Sender (name and address) S Carrier (name and address)

2 Recipient {name and address)
& Carrier notes {or transporting goads

3 Recipient's destination details
- Place
_ Country
Date
Arrival ime. Departure time
4 sender instructions

7 item name 8 Method of packing 9 Nature of goods 10 Weight inkg | 11 Volume in m3
1 ltemA
& 2. ltemB
g 3. ltemC
4. ltemD
5. ltemE
: 12 Special agreements between the sender and the carrier | 13 7o pe. Sender [ Recipient
pakd by
Transport
charges
= Extra charges
Customs
Other
charges
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3 Recipient’s destination details
Place
Country

Date
Arrival time Departure time

4 sender instructions

7 Item name 8 Method of packing 9 Nature of goods 10 Weight in kg 11 Volume in m3
1. itemA
2, ltemB
3. ItemcC
4. ltemD
5. MtemE L+ |
12 special agreements between the sender and the carrier 13 To be sender Recipient
paid by:
Transport
charges

Extra charges

Customs

Other
charges

14 Cash on delivery
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