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NO.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. Create a calendar event for 9:30 AM next Monday, and add an email notification to be sent to
your inbox.

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

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

Answer: C

NO.2 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.
E Carriage of Goods by Road (CGR)

& Method of packing 9 Nature of goods 10 Weight in kg

Item
.
.
-
.
.

33333
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12 special agreements between the sender and the carrier 13 Tobe [ sandar | Reciplent
paid by: |
Transpor |
|
|

Delete the blank row underneath 4 Sender instructions.
Answer:
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NO.3 Your manager is working from a different office today during your regularly scheduled weekly
meeting. You want to schedule a Google Hangouts video call to meet virtually. What should you do?
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A. Within the existing Google Calendar event for your meeting, update the location to Virtual and
click Save

B. On your Google Calendar landing page, create a new event to schedule a new video meeting
C. Go to Settings, click Add calendar for video calls, and add your meeting to this calendar

D. Within the existing Google Calendar event for your meeting, click Add conferencing, select
Hangouts and then click Save

Answer: B

NO.4 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.

Sales Update =]
File Edit View Insert Format Slide Arrange Tools Addons Help All changes saved in [

+ v~ Q- Kk M~ O N\ - E} Background Layout~ Theme Transition

E Sales date

Customers by Location

4 Region 1 25%
Region 2 5%

Region 3 20%

Region 4 20%

: Region 5 30%

You want to show the percentage of new customers by location. Open the Sales Update
presentation. On the Customers by Location slide, add a pie chart using the data below.
Data:

Region 1:25%

Region 2:5%

Region 3:20%

Region 4:20%

Region 5:30%

Answer:
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NO.5 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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Employee Shift Schedule for Kelvin Cars ]
- @ 5 o 09 123 Defawitiai~ 0 - B 7 5 A % @ Erlele - BE v-Z-
=5UM()
A ¢ ; M
Weekly Employee Shift Schedule
Week No. 28
Shift 1 8 am -4 pm
Shift 2 4 pm- 12 am
Shift3 12 am - 8 am
Monday Tuesday Wednesday Thursday Friday Shifts to date
Employee Name Assignment Jotal Shifts Shift 1 Shift 2 Shift 3 Shift 1 Shift 2 Shift 3 Shift 1 Shift 2 Shift 3 Shift 1 Shift 2 Shift 3 Shift 1 Shift 2 Shift 3
Adyson Y. | Extarior X X X 10
1 Alinal Enging X 3 X X X 14
12 Ashanti M. Enging X X X 18
1 Cecilia B, Exhaust X X X X 25
4 Henry B Brakes X X X X X X 23
15 Jaeden D, Interior X x X X 27
Kael M. Exhaust X x X X X 17
HKellen L Engine X X X X X 18
Kyan F. Intersor X X X X 12
1 Liana C Brakes X X X X X 10
Lillianna K Interior X X X X X X 1
Litzy S Exterior X x X X x 6
Paytan P Brakes X x X X X 23
Raven J Exhaust X X X X X 30
Ross M. Exterior x X X X X 22

In the Employee Shift Schedule for Kelvin Cars, add a border to all the cells in range A10:524.

Answer:
Employee Shift Schedule for Kelvin Cars ]
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g Monday Tuesday Wednesday Thursday Friday Shifts to date
¢ Employee Name Total Shifts Shift 1 Shift 2 Shift 3 Shift1_ Shift 2 Shift 3 Shift 1 Shift 2 Shift 3 Shift 1 Shift 2 Shift 3 Shift 1 Shift2 Shift 3
10 |Adyson Y. Exterior X X X 10
it Alinal. Engine X X x X X 14
Ashanti M. Engine X X X 18
13 Cecilia B. Exhaust X X X x 25
T4 Henry B. Brakes X X X X X X 23
15 Jaiden D. Interior X X X X a7
16 | Kaal M. Exhaust X X X X X 1+
7 Kellen L. Engine % X X X X 18
18 KyanF. Intarior X X X x 12
19 LianaC. Brakes X X X X X 10
0 Lillianna K. Interior X X X X X P il
21 Litzy S. Exterior X X X X X ]
ZZ  PaytonP. Brakes X X X X X 23
% RavenJ Exhaust X X X X X 30
74 Ross M. Exterior X X X X X 22
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