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Pre-Test / Post-Test

	Chapter 7
	Pr-Test / Post-Test Questions


Multiple Choice Questions

1.
Where should you first position the cell pointer to avoid specific rows and columns from scrolling off the screen?
A)
on the column you want to remain on the screen
B)
on the row you want to remain on the screen
C)
below the row you want to remain on the screen
D)
both B and C are correct
E)
both A and C are correct
2.
How many levels of detail can an outline in Excel have?
A)
one 
B)
two 
C)
eight 
D)
six 
E)
four
3.
How would you change the page break position for an Excel spreadsheet? 
A)
in the page break preview, drag the break line to a new position
B)
choose Edit, Page Break, fill in break point box with the row number
C)
choose Insert, Page Break, fill in break point box with the row number
D)
choose Format, Page Break, fill in break point box with the row number
E)
in the normal view, drag the break line to a new position
4.
Which of these helps you enter special symbols like © and ™ into a cell?
A)
Style Checker 
B)
Spelling Checker 
C)
Grammar Checker 
D)
AutoCorrect 
E)
Find and Replace 
5.
When naming the worksheet tabs, what is the maximum number of characters you can use? 
A)
10 
B)
15 
C)
30 
D)
25 
E)
20
6.
What step would you take to rename the Sheet1 worksheet? 
A)
double-Click Sheet1 tab 
B)
double-Click Sheet2 tab
C)
right-click the sheet1 tab and choose the Rename command

D)
A and C will work
E)
click the sheet1 tab and choose the Rename command 

7.
How can you return the tab split bar to its original position?

A)
click the tab split bar

B)
double-click the tab split bar

C)
right-click the tab split bar

D)
press: [image: image1.png]



E)
press: tab
8.
Hyperlinks that have been activated recently will appear as which of the following? 
A)
green and underlined 
B)
blue and underlined 
C)
blue 
D)
purple and underlined 
E)
purple
9.
When you select multiple worksheets, how can you tell that they have been selected? 
A)
the selected worksheet tabs will appear in reverse highlighting
B)
the selected worksheet tabs will appear with a white background
C)
the word [Group] appears in the title bar
D)
both A and C are correct
E)
both B and C are correct
10.
Which of the following will update a summary worksheet created using the Consolidate command? 
A)
press [image: image2.png]



B)
select the Create links to source data check box
C)
rerun the Consolidate command each time the supporting data changes
D)
it is automatically updated
E)
both B and C will work
11.
You have designed a workbook to summarize the data from several workbooks. You have referenced cell C5 on worksheet Computers in the Inventory workbook.  How will the reference appear in the summary workbook? 
A)
=[Inventory.xls]Computers!C5 
B)
=$C$5!Computers[Inventory.xls] 
C)
=C5!Computers[Inventory.xls]  
D)
=[Inventory.xls]Computers!$C$5
E)
=
12.
How will you know that a cell contains a note or comment? 
A)
a small red triangle appears in the upper-right corner of the cell
B)
the cell has a hashed border
C)
the cell is highlighted with a blue border
D)
the cell has light blue shading
E)
the cell has a moving marquee border
13.
If you want to print your comments along with the worksheet, what will you choose? 
A)
File ( Format and Click: Sheet tab 
B)
File ( Page Setup and Click: Sheet tab
C)
File ( Page Setup and Click: Worksheet tab
D)
File ( Setup and Click: Sheet 
E)
File ( Edit and Click: Print Sheet tab
14.
How do you participate in a discussion using tools?
A)
Choose: Tools ( Online ( Web Discussions
B)
Choose: Tools ( Online ( Web 
C)
Choose: Tools ( Collaboration ( Discussions
D)
Choose: Tools ( Discussions
E)
Choose: Tools ( Online Collaboration ( Web Discussions
15.
How do you look up information that is stored in your worksheet? 
A)
double-click the cell containing the desired content and Choose: Look Up

B)
click the cell containing the desired content and Choose: Look Up

C)
right-click the cell containing the desired content and Choose: Look Up

D)
right-click the cell, choose Edit, Comment, right-click the text box border, choose Format 
E)
press [image: image3.png]


 while clicking the cell, Choose: Look Up

True/False Questions
16.
For smaller applications, you can combine or summarize data that is stored across multiple worksheets in a single workbook.
17.
Microsoft Office System 2003 is yet to provide a new Research Library feature that you can use to look up information, including definitions, synonyms, translations, and encyclopedia articles, from a variety of trusted sources.
18.
You can format the text entered into your cell comments text box.

19.
You can freeze the titles of a worksheet so that certain columns and rows are hidden forever.
20.
The process of outlining a worksheet involves grouping related data together and allows you to display or hide the data as a single unit.
21.
While in the Page Break Preview mode you cannot manipulate the location of page breaks.
Short Answer Questions
22.
What are consolidation tools?
23.
What is a comment and how do you display a comment?

24.
What is the Find command for? What are its advantages?

25.
Explain briefly about group mode and how worksheets are grouped together?

Fill-in-the-Blank Questions
26.
_______ that appear at the bottom of the worksheet window are used to help you access and navigate the sheets in a workbook.

27.
You choose Data ( _____________ ( Auto Outline to outline the worksheet automatically.

28.
You can set ____________ to appear at the top of each printed page, similar to freezing panes to keep column and row headings in view.
29.
You choose _____________ or press [image: image4.png]


 + f to find data in a worksheet.
30.
The ____________ feature can correct hundreds of common typographical and capitalization errors as you type.
31.
You can freeze the titles of a worksheet so that certain columns and rows are always ____________.
32.
To reduce a worksheet’s print area to fit on a specified number of pages or to increase a printout’s font size for easier reading, you use Excel’s ____________ feature.
33.
To perform a global find and replace operation to update the contents of an entire workbook you use the ____________ command in Excel.
34.
_______________ lets you perform a spelling check on a cell range, a worksheet, or an entire workbook.
35.
If the hyperlink contains a ______ address for your intranet or an Internet Web site, your Web browser software will launch.

	Chapter 7

	Post Test Answer Key


Multiple Choice Questions
1. C (7.1.1: EX 360)   
2. C (7.1.3 : EX 364)   
3. A (7.1.5: EX 369)  
4. D (7.2.3: EX 377)  
5. C (7.3.1: EX 380)   
6. D (7.3.1: EX 380)   
7. B (7.3.2: EX 383)  
8. D (7.3.3: EX 386)   
9. E (7.3.4: EX 388)  
10. E (7.4.1: EX 392)
11. D (7.4.2: EX 396)   
12. A (7.5.1: EX 402)   
13. B (7.5.2: EX 405)   
14. E (7.5.2: EX 405)   
15. C (7.5.3: EX 408)   

True/False Questions

16. True(7.4.1: EX 392)   
17. False (7.5.3: EX 408)   

18. True (7.5.2: EX 405)

19. False (7.1: EX 360)   
20. True (7.1.3: EX 364)   
21. False (7.1.5: EX 369) 

Short Answer Questions

22. Answer: Excel 2003’s consolidation tools allow you to better manage, organize, and present your information. Excel enables you to consolidate or merge data stored in different worksheets and workbooks. There are two methods for consolidating worksheet data. First, you can enter formulas and functions that reference cells from other worksheets. Second, you can use Excel’s Data ( Consolidate command

 (7.4: EX 392)   
23. Answer: A comment, or cell note, is a special text box that you attach to a worksheet cell. When a cell contains a comment, a small red indicator appears in the upper right-hand corner of the cell. To display a comment, move the mouse pointer over top of the cell as you do in displaying a ToolTip for a toolbar button. You can also display comments using the View ( Comments command and the Reviewing toolbar

(7.5.1: EX 402)

24. Answer: You can group worksheets together to assist in creating and formatting identical worksheets. When you select more than one sheet tab, Group mode is automatically turned on and all the commands that you issue affect all of the selected worksheets. For example, Group mode allows you to change a column’s width in one worksheet and have that same modification made to all sheets in the workbook file. You can also group worksheets for printing, regardless of whether the individual worksheets are positioned next to each other in the workbook.   

 
(7.3.4: EX 388)   

25. Answer: The Find command in Excel lets you search an entire workbook for the existence of a few characters, a word, or a phrase. You can also search a workbook for the existence of a particular formatting specification. Within large worksheets, this command is especially useful for moving the cell pointer to a particular cell for editing. Most commonly, the Find command is used to locate a record in a worksheet list.  (7.2.1: EX 371)   

Fill-in-the-Blank Questions
26. tabs (7.3.1: EX 380)   
27. Group and Outline (7.1.3: EX 364)   
28. print titles (7.1.4: EX 367)   

29. Edit ( Find (7.2.1: EX 371)   
30. AutoCorrect (7.2.3: EX 377)

31. visible (7.1: EX 360)  
32. scaling (7.1.4: EX 367)
33. Replace (7.2.2: EX 374)   
34. Spelling Checker (7.2.3: EX 377)   

35. URL (7.3.3: EX 386)
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Instructor’s Manual

	Chapter 7
	Managing Worksheets and Workbooks


Overview

After reading this chapter, students will be able to freeze titles for viewing large worksheets, divide the worksheet window into panes, outline a worksheet for reporting purposes, perform global workbook editing operations, navigate, rename, insert, delete, move, and copy worksheets in a workbook, consolidate multiple-sheet workbooks and multiple workbook files, insert, edit, and format cell comments, and use the Research Pane to look up information.

Tips and Teaching Strategies

Novice students may not realize the difference between the concepts of freezing panes and splitting windows, so a visual demonstration is advised.

Outlining can be tricky, especially in selecting the source cell.  It is advisable to explore this feature privately prior to demonstrating it before a class if you have not used it before.

Prerequisites
To successfully complete this chapter, students must know how to choose menu commands and how to navigate a worksheet. They should have the skills to perform basic formatting commands and to print and preview worksheets and should have some previous experience constructing and editing long formula expressions.
Section 7.1 – Viewing and Printing Large Worksheets

This module covers a variety of topics that address the use of large sized worksheets including the freezing and unfreezing of panes in the worksheet, splitting the worksheet window into various regions, using the Auto Outline feature to build collapsible regions in the worksheet, setting print titles, and using the Page Break Preview Mode to preview where page breaks will occur when printing the worksheet(s).

Section 7.1.1 – Freezing and Unfreezing Panes

Feature:
Freezing a pane

Method:
To freeze panes:

Position the cell pointer below and to the right of the row(s) and column(s) that you want to freeze
CHOOSE: Window ( Freeze Panes to freeze the rows and columns
Notes:
None.

Feature:
Unfreezing panes

Method:
Position the cell pointer below and to the right of the row(s) and column(s) that you want to unfreeze.

CHOOSE: Window ( Unfreeze Panes to unfreeze the panes.

Notes:
None.

Section 7.1.2 – Splitting the Worksheet Window

Feature:
Splitting the Worksheet window using the Menu bar

Method:
To split the Worksheet window using the Menu bar: 

Position the cell pointer below or to the right of the column and row where you want the split to occur
CHOOSE: Window ( Split to divide the window into panes

CHOOSE: Window ( Remove Split to remove the panes
Notes:
None.

Feature:
Splitting the Worksheet window using the Mouse

Method:
To split the Worksheet window using the Mouse: 

DRAG: the horizontal split box and the vertical split box, appearing at the end of each scroll bar, to divide the window into panes

Finalize positioning of the panes by dragging the actual pane border that appears inside the worksheet window.

Remove a pane by double-clicking its split box.

Notes:
None.

Section 7.1.3 – Outlining a Worksheet

Feature:
Creating an outline

Method:
To create an outline within a worksheet:

SELECT: a cell within the worksheet area that you want to outline

CHOOSE: Data ( Group and Outline ( Auto Outline to create an outline
Notes:
Outline works best when the selected cell is based around a summation formula.  The outlining symbols and controls are listed in the textbook in Table 7.1 (page 366).

Feature:
Removing an outline

Method:
To remove an existing outline:

 CHOOSE: Data ( Group and Outline ( Clear Outline

Notes:
None.

Section 7.1.4 – Specifying Print Titles and Options

Feature:
Specifying print titles

Method:
To specify print titles for a large worksheet:

CHOOSE: File ( Page Setup

SELECT: Sheet tab

Specify the desired rows in the Print titles area
Notes:
None.

Section 7.1.5 – Using the Page Break Preview Mode

Feature:
Using Page Break Preview Mode

Method:
To modify a worksheet’s printout using Page Break Preview mode:

CHOOSE: View ( Page Break Preview

DRAG: page break lines using the mouse

CHOOSE: View ( Normal to return to normal viewing
Notes:
None.

Section 7.2 – Working with Data in Large Worksheets

In this module, you learn how to find and replace data and cell formats in a large worksheet and how to check a worksheet for spelling errors.  One item worth highlighting is the Find and Replace functionality which can be used not only to match specified values, but particular formatting characteristics as well.

Section 7.2.1 – Finding Data and Cell Formats

Feature:
Using the Find and Replace dialog window to perform a search

Method:
To find data in a worksheet:

CHOOSE: Edit ( Find
or
PRESS: [image: image5.png]


 + f
Within the Find and Replace dialog window that appears, you can enter the text or value to search for in the Find what: text area.  Additional search criteria can be entered b the Options >> button on the window.

Using the Options >> button, you can supply a search criteria such as a cell’s formatting.  To do this:

CHOOSE: the Format from Cell drop-down item from the Format button
SELECT: a cell which has similar formatting, the dialog window will reappear
PRESS: the Find Next button, the next cell which has identical formatting characteristics will be highlighted
Notes:
None.

Section 7.2.2 – Replacing Data and Cell Formats

Feature:
Using the Find and Replace dialog window to perform a search and replace

Method:
The Find and Replace dialog window can also be used to perform a search for matching values and replace them.  

To replace data in a worksheet:

CHOOSE: Edit ( Replace
or
PRESS: [image: image6.png]
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Next, use the Find and Replace dialog window to supply a search criteria via the Find what: text area (or use the Format button as described above) and supply the replacement value in the Replace with: text area.  Replacement formatting can be applied to replacement text via the Format button to the right of the Replace with: text area.  Press the OK button to replace any found search items with their replacement values.

Notes:
Although it is not necessary, Excel performs searches faster if you place the cell pointer at the top of the desired search column.

Section 7.2.3 – Spell Checking a Worksheet

Feature:
Using the AutoCorrect feature

Method:
The AutoCorrect feature of Excel automatically replaces misspelled words with their corrected values.  

To review the entries available in AutoCorrect:

CHOOSE: Tools ( AutoCorrect Options
Notes:
AutoCorrect also helps you enter special symbols like © and ™ into a cell.

Feature:
Using the Spell Checker

Method:
A spelling check scans cells containing text labels and then displays those words that do not appear in one of its dictionaries. You may then select the proper spelling from a suggested word list or retype the word. If the word is already spelled correctly, you can choose to ignore the word, add the word to a custom dictionary, or insert the word into the AutoCorrect list.





To perform a spelling check:

CLICK: Spelling button 
or

CHOOSE: Tools ( Spelling

Notes:
None.

Section 7.3 – Working with Multiple-Sheet Workbooks

In this module, you learn how to create and navigate a multiple-sheet workbook file. Multiple-sheet workbooks enable you to separate related information onto different pages in a single disk file.  It covers insertion, deletion, and management of the worksheets via their tab (located at the bottom of the worksheet).  Worksheet tabs can be moved (re-sequencing the sheets), renamed, re-colored, and grouped together for issuing commands to a group of sheets.  The section also introduces the use of hyperlinks to link to URLs and other workbook files.

Section 7.3.1 – Navigating, Renaming, and Formatting Sheet Tabs

Feature:
Navigating between worksheets in a workbook

Method:
To move to a visible sheet tab:
CLICK: the desired sheet tab
To move to a hidden sheet tab: 
RIGHT-CLICK: tab scroll buttons
CHOOSE: the desired sheet tab

Notes:
When changing the name of a sheet tab, limit your entry to 30 characters, including spaces, and avoid using the asterisk (*), question mark (?), forward slash (/), backslash (\), or colon (:).

Feature:
Renaming a sheet tab

Method:
To rename a sheet tab:
DOUBLE-CLICK: the sheet tab
TYPE: a name
PRESS: Enter
Notes:
None.

Feature:
Changing a tab’s color

Method:
To change the tab color:
RIGHT-CLICK: the sheet tab
CHOOSE: Tab Color
SELECT: the desired color
Notes:
Tab colors are best seen when the tab is not selected and the sheet it is attached to is not currently being viewed.  When a sheet is displayed, its tab is highlighted with a white background.

Section 7.3.2 – Inserting, Arranging, and Deleting Worksheets

Feature:
Moving worksheet tabs

Method:
To rearrange worksheets, use the worksheet’s tab to control its placement among other worksheets.  To move a worksheet, simply drag its tab to a new location.  Positioning of the tab is indicated by a small, filled, inverted triangle shown above the other tabs.  Release the mouse to place the selected tab (and worksheet) thereby rearranging the worksheet order.

Notes:
None.

Feature:
Deleting a worksheet

Method:
To delete a worksheet:

RIGHT-CLICK: on its tab 

CHOOSE: the Delete menu item from the menu that appears
Notes:
None.

Feature:
Inserting a new worksheet

Method:
To insert a new worksheet:

RIGHT-CLICK: on its tab  

CHOOSE: the Insert… menu item from the menu that appears
Notes:
None.

Section 7.3.3 – Creating Hyperlinks in a Worksheet

Feature:
Inserting a hyperlink into a worksheet

Method:
To insert a hyperlink into a worksheet:

SELECT: a cell for which you want to insert a hyperlink

CLICK: Insert Hyperlink button, or
CHOOSE: Insert ( Hyperlink

TYPE: desired prompt in the Text to display text box

SELECT: an option in the Link to area

Specify the connection parameters for the hyperlink
Notes:
When specifying a URL, don’t forget to include the http:// portion of the URL.

Section 7.3.4 – Grouping Worksheets for Formatting and Printing

Feature:
Grouping worksheets

Method:
You can group worksheets together to assist in creating and formatting identical worksheets. When you select more than one sheet tab, Group mode is automatically turned on and all the commands that you issue affect all of the selected worksheets. 

To activate Group mode, select multiple worksheets by clicking their tabs while holding down the [image: image7.png]


 key. 

Notes:
To select multiple contiguous sheets, hold down the [image: image8.png]


 key.

Feature:
Ungrouping worksheets

Method:
To turn Group mode off, right-click on any selected tab and then choose the Ungroup Sheets command from the shortcut menu.

Notes:
None.

Section 7.3.5 – Hiding and Displaying Worksheets

Feature:
Hiding worksheets

Method:
Hiding a worksheet does not limit your ability to reference its contents in formulas appearing on other worksheets in the workbook.
To hide worksheets: 

CHOOSE: Format ( Sheet ( Hide
Notes:
None.

Feature:
Unhiding worksheets

Method:
To unhide worksheets: 

CHOOSE: Format ( Sheet ( Unhide
Notes:
None.

Section 7.4 – Consolidating Your Data

In this module, you learn how to consolidate data stored in a multiple-sheet workbook and in multiple workbook files.

Section 7.4.1 – Consolidating a Multiple-Sheet Workbook

Feature:
Using the consolidating feature to consolidate across worksheets

Method:
Excel’s data consolidation feature can be used to create summary tables from existing data.  To consolidate data using a menu command, select a blank cell which will be the upper-left corner of the inserted range (table) and then select the cell where you want the result to appear.

CHOOSE: Data ( Consolidate

Specify the cell ranges that you want to consolidate

Notes:
None.

Section 7.4.2 – Consolidating Multiple Workbooks

Feature:
Using the consolidation feature to consolidate across workbooks

Method:
To consolidate multiple workbooks, perform the following steps:

Open the summary and subsidiary workbooks.

Organize the workbook windows within the Excel 2003 application window.

Enter a formula in the summary workbook that references cells in the subsidiary workbooks or choose the Data ( Consolidate command

Notes:
None.

Section 7.5 – Documenting Your Work

In this module, you learn how to insert, display, and format comments, and how to set file management properties for a workbook. You also learn how to use Excel’s new Research pane for looking up information to include in your documentation.

Section 7.5.1 – Inserting and Deleting Comments

Feature:
Inserting a comment attached to a cell

Method:
To attach a comment text box to a cell:
CHOOSE: Insert ( Comment
In the comment window that appears, type your comment.  When you are done, click outside the comment’s window.

The comment will be hidden, but a red triangle comment indicator will be placed in the upper-right corner of the cell indicating that a comment is present for that cell.

Notes:
The Reviewing toolbar provides button access to comment editing and reviewing controls.

Feature:
Deleting a comment

Method:
To remove a comment:
RIGHT-CLICK: the cell containing a comment
CHOOSE: Delete Comment
Notes:
None.

Feature:
Editing an existing comment

Method:
To edit a comment:
RIGHT-CLICK: the cell containing the comment
CHOOSE: Edit Comment. 

Next, edit the text in the comment and click outside the comment’s window to set the changes and hide the comment again.

Notes:
None.

Feature:
Displaying all of the comments at one time

Method:
To display all of the comments entered into a worksheet:
CHOOSE: View ( Comments
Notes:
None.

Section 7.5.2 – Formatting and Printing Comments

Feature:
Formatting a text box

Method:
To format a text box:

RIGHT-CLICK: the desired cell

CHOOSE: Edit ( Comment

DRAG: the hatched border of the text box to move the comment
DRAG: the selection handles of the text box to size the comment

RIGHT-CLICK: the hatched border of the text box

CHOOSE: Format Comment
Make the desired selections and click OK

Notes:
None.

Feature:
Printing comments along with the worksheet
Method:
To print comments along with the worksheet:

CHOOSE: File ( Page Setup

CLICK: Sheet tab

SELECT: “At end of sheet” or “As displayed on sheet” in the Comments drop-down list box

CLICK: OK command button
Notes:
None.

Section 7.5.3 – Using the Research Tool
Feature:
Using the research tool

Method:
Microsoft Office System 2003 provides a new Research Library feature that you can use to look up information, including definitions, synonyms, translations, and encyclopedia articles, from a variety of trusted sources. The Research Library and its associated task pane allow you to retrieve information from corporate databases, reference books, research sites, business and financial sites, and other Internet and intranet resources.

To look up information stored in your worksheet:
RIGHT-CLICK: the cell containing the desired content
CHOOSE: Look Up

To display the Research task pane and look up a word:
CHOOSE: Tools ( Research

Notes:
Most of these resources require you to be connected to the Internet.

Resource III

Microsoft Office Excel 2003

Answers to End-of-Chapter Review Questions

Chapter 7
Answers to End-Of-Chapter Review Questions

Short Answer

1.
What is the main difference between freezing titles on a worksheet and dividing a window into panes?
You freeze titles in order to move the cell pointer in a worksheet while keeping the row and column headings in view. You divide a window into panes in order to display and work with two different parts of a worksheet simultaneously.

2.
How does outlining help you in working with large worksheets?
You can use an outline to collapse the detail rows appearing in a large worksheet. In addition to making the worksheet smaller and more manageable, you can use the outline to print a summary of the worksheet.

3.
How do you replace all occurrences of one value in a worksheet with another value?
You use the Edit, Replace command. Type in the value to search for in the Find what text box and then type in the desired value in the Replace with text box. Click the Replace All command button to proceed with the update.

4.
What is the purpose of the AutoCorrect feature?
The AutoCorrect feature speeds your editing and input of worksheet data by reducing the number of potential errors. AutoCorrect can substitute symbols for typed characters or correct common typographical mistakes on the fly.

5.
How do you change the name of a sheet tab?
To rename a worksheet or chart sheet, you double-click its sheet tab and then type a new name. Rather than double-clicking, you can right-click the desired tab and then choose the Rename command.

6.
How do you move a tab in a workbook’s sheet stack?
To move a tab in the sheet stack, you drag it using the mouse. You can also choose the Move or Copy command on the tab’s right-click menu.

7. Name two ways you might use hyperlinks in a worksheet.
Hyperlinks enable you to navigate to different ranges, sheet tabs, workbooks, files, and Web sites. You can also place hyperlinks in a worksheet for sending e-mail messages.

8. In a consolidation formula, what symbol(s) separates a worksheet’s name from the cell address? a workbook’s name from the sheet tab?
The “!” symbol separates the sheet name from the cell reference. The “[” and “]” symbols separate the workbook name from the sheet name. The address [MyBook]Sheet1!A4:A5 provides an example.

9. What are four options for arranging open workbooks in Excel’s application window? 
Using the Window, Arrange command, you may select Tiled, Horizontal, Vertical, and Cascade.

10. When using the Data, Consolidate command, what must you do to ensure that the summary results are updated dynamically? 
You must select the Create links to source data check box. This selection also outlines the worksheet automatically.

True/False

	1.
	F
	6.
	F

	2.
	F
	7.
	F

	3.
	T
	8.
	F

	4.
	F
	9.
	T

	5.
	T
	10.
	T


Multiple-Choice

	1.
	d
	6.
	c

	2.
	b
	7.
	d

	3.
	b
	8.
	c

	4.
	a
	9.
	a

	5.
	a
	10.
	c
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