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QUESTION 1

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 2

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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In the Carriage of Goods by Road (CGR), change the color of the page to white. 

A. See explanation below. 

Correct Answer: A 

 

 

QUESTION 3
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SIMULATION 

Overview 

In the following tasks, you will demonstrate your ability to work in Google Docs. Dream Digital Design is a web design
company known for building exceptional websites. You will be editing the job description for the new web designer role
that will open shortly. Use the Dream Digital Design Job Description for all the tasks in this scenario. 
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Leave a comment for Monica, monica@dreamdigitaldesign.com, next to the word Benefits. The comment should say
Please confirm the list of benefits. 

A. See explanation below. 

Correct Answer: A 
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QUESTION 4

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 the size of the text in each paragraph to be consistent in the Contract document. In section 1, Our Company
and Team, change the font size of the paragraph to 12. 

A. See explanation below. 

Correct Answer: A 
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QUESTION 5

SIMULATION 

Overview 

In the following tasks, you will demonstrate your ability to work in Google Docs. Lodge Majestique is a prominent
vacation destination known for its great customer service. You will be finalizing a training guide for the Lodge Majestique
Front Desk. Use the Front Desk: Training Guide | Module 1 for all the tasks in this scenario. 
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On page 2 of the Front Desk: Training Guide | Module 1, format the 4 training objectives as a bulleted list. 

A. See explanation below. 

Correct Answer: A 
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