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QUESTION 1

You need to find an audio file on Google Drive that your manager shared with you recently. You know that the type of
file you are looking for is audio, and the owner of the file is lisa@kelvincars.com. What should you do to quickly find the
file on Google Drive? 

A. Click on the dropdown menu in the search bar of Google Drive, select audio as the typo of file, select owned by me
as owner, and then click Search. 

B. Click on the dropdown menu in the search bar of Google Drive, select audio as the type of file, enter
lisa@kelvincars.com as owner, and then click Search. 

C. In the search bar of Google Drive, enter type:video owner:me 

D. In the search bar of Google Drive, enter type:video owner:lisa@kelvincars.com 

Correct Answer: B 

Reference: https://usingtechnologybetter.com/how-to-search-for-google-drive-share-emails-in-gmail/ 

 

QUESTION 2

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/ 

 

QUESTION 3

Your Team Drive has over 7,000 images and PDF files. For a meeting you have in 10 minutes, your 

manager asks you for all the JPG and PDF marketing flyer files the company has created. You need to find 

these files before your meeting. 

What should you do? 

A. Search www.google.com for marketing flyer JPG OR PDF 

B. Type marketing flyer JPG OR PDF in the Drive search bar 
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C. Search the bookmarks in your Google Chrome browser 

D. Sort all the files in "Team Drive" alphabetically 

Correct Answer: B 

Reference: https://gsuitetips.com/tips/drive/advanced-searches-on-google-drive/ 

 

QUESTION 4

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 the front page of the training guide, highlight Module 1 and leave a comment for your manager,
anna@lodgemajestique.com. The comment should say Approved, ready for print. 

A. See explanation below. 

Correct Answer: A 
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QUESTION 5

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 6

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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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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QUESTION 7

You want to link to your Google Slides presentation from the company\\'s website. The web developer has asked you to
provide a hyperlink that will start the slideshow as soon as the user clicks the link. What should you do? 

A. Click Insert and then click Link 

B. Click File, click Download as, and then click Microsoft PowerPoint (.pptx) 

C. Click Share and then click Get shareable link 

D. Click File, click Publish to the web, click Link, and then click Publish 

Correct Answer: C 

Reference: https://business.tutsplus.com/tutorials/embed-google-slides-presentations-online--cms-29503 

 

QUESTION 8
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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. 
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In the New Summer Sales Discount document, go to the Details section and change the numbered list to a bulleted list. 

A. See explanation below. 

Correct Answer: A 
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QUESTION 9

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 10
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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. 

In the Preferred Qualifications, add a link to https://cloud.google.com/certification/gsuite to the G Suite Certification text. 

A. See explanation below. 

Correct Answer: A 
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