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A

About command, 18
absolute cell references, 222
accepting changes, 170, 172-173
accessing content, 311
actions
Fonts window, 45
Track Changes, 173
adding
comments, 62, 165, 340-342
document notes, 339-340
fonts to collections, 47
functions, 229
hyperlinks to documents, 319
images, 77
objects to text boxes, 152
page numbers, 183
phone number to flyer, 134-136
sections, 122, 176
sheets, 203-204
tables to documents, 325-326
tables to spreadsheets, 192
transitions (between slides), 302-304
adjusting
images, 80-81
number of header rows and columns,
207-208
Adobe Creative Suite, 7
album presentations, 299
aliases (files), 332
alignment
fonts, 24
numbers, 69
page numbers, 182
rulers, 103
text, 24, 69
annotations. See comments; document
notes

Apple
approach to software development, 12-13
iLife, 7
Apple account, 334-335
Apple iWork "09
communication tools, 12-13
features, 8
installation, 7
AppleScript
complex tasks, 16
dictionaries, 322-324
features, 16
integration tasks, 16
Mac OS X, 321
pioneering use of, 12
repeated tasks, 16
Script Editor, 322
syntax, 321
application suites, 7-8
application windows
hiding, 18, 29
maximizing, 29
minimizing, 29
showing, 18, 29
applying
colors, 35-38
styles, 161
Arrange menu, 24-28
arranging objects, 79
arrows, 56
Ask for Finder Items action, 331-332
audience for presentations, 283
Auto-Correction, 103-107
automatically inserting phone number into
flyer, 134-136
Automator
Ask for Finder Items action,
331-332
Create Image Slide action, 332
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Automator (continued)
features, 16
files, 331-332
Filter Finder Items action, 331
Get Folder Contents action, 331
Get Specified Finder Items
action, 332
images, 330-331
Keynote, 329-330
Loop action, 332
Print Finder Items action, 332
Run Workflow action, 332
axes (charts), 246-248

5

backgrounds
cells (tables), 84
templates, 127
balance sheets, 223
bar charts, 245
baseline, 71
Basic table type, 205
beta version of iWork.com, 333-334
blank pages, 181
borders
cells (tables), 84
objects, 77
bounding box, 55
browsing AppleScript dictionaries, 322
Build inspector, 304-305
built-in functions, 226-229
bulleted content in presentations, 275-276
Business Card template, 65

C

capitalization, 105
cash flow, 223
catalog presentations, 299
categories (charts), 235
categorizing data, 257-261
cell references
absolute, 222
absolute column, 222
absolute row, 222
defined, 215

editing, 221-222
relative, 222
cells (tables)
backgrounds, 84
borders, 84
check boxes, 212-213
conditional formatting, 85-87
currency symbol, 212
decimals, 212
formatting, 84-85, 211-214
formulas, 215, 221
fractions, 212
negative numbers, 212
pop-up menus, 214
selecting, 194
sliders, 214
steppers, 213
thousands separator, 212
Cells inspector, 211
centered text, 69
change bubbles (Track Changes
functionality), 168
Changes pane, 171
chapter guide to iWork techniques,
343-346
character spacing, 70
character styles, 156, 159
Character styles section (format bar), 154
charges for iWork.com, 334
Chart Data Editor, 61, 89
Chart inspector, 67, 88-89, 242
charts
axes, 246-248
bar charts, 245
categories, 235
changing chart types, 243
colors, 243-244
controller, 61-62
creating, 59-60, 233-240
customizing, 242
data series, 235, 248-249
editing, 61, 89
evaluating, 242
formatting, 244-246, 251-254
grids, 246
hidden data, 244-245
labels, 246, 248
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legends, 89, 244-246
modifying data, 241
moving, 242
orientation, 235-236
printing, 254-255
settings, 88-89

text boxes, 152
three-dimensional, 59, 61-62
ticks, 246

titles, 89, 244
two-dimensional, 59
values, 234-235

check boxes in table cells, 212-213

checking spelling, 105
Checklist table type, 205
Choose command, 20
choosing
functions, 219-220
themes, 268-269, 283-284
circular references, 215
clipping indicator, 150
cloud computing, 333
CMYK sliders, 41
collapsing sheets, 198-199
collections (fonts)
adding fonts to, 47
creating, 47
deleting, 47
color pickers, 39
color sliders, 40-41
color wheel, 40
colors
applying, 35-38
charts, 243-244
copying from the screen, 38-39
crayons, 41-42
fills (objects), 73
fonts, 45
lighting conditions, 39
objects, 35-38
opacity, 39
organizing, 38
palettes, 41
reflected color, 39
spectrum, 41
text, 45, 69

transmitted color, 39
Web Safe, 41
Colors window, 34-42
columns in documents, 181-182
columns in tables
editing, 83
setting number of, 83
width of, 83
commands. See commands by name
comments
adding, 62, 165, 340-342
Changes pane, 171
comment bubble, 167
Comments pane, 166-167, 171
creating, 166-167
deleting, 167
formatting, 167
hiding, 167
highlighting, 166-167
inserting, 62, 165, 340-342
iWork.com, 333, 340-342
presentations, 282-283
printing, 167-168
removing, 167
communication tools, 12-13
complex tasks, 16
conditional formatting, 85-87
constants (in formulas), 215
content
accessing, 311
copying, 311
content sharing
by accessing content, 311
by copying content, 311
on iWeb, 317
with MobileMe, 312-314
with people on your network, 314-317
using Send To command, 317
contextual menus, 30
copy and paste, 322
Copy command, 18-19
copying
colors from the screen, 38-39
content, 311
styles, 155
counting tables on a Pages page, 324-325
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crayons, 41-42 descenders, 71
Create Image Slide action, 332 dictionaries (AppleScript)
creating browsing, 322
Apple account, 334-335 finding, 323
charts, 59-60, 233-240 opening, 322-323
collections (fonts), 47 suites, 324
comments, 166-167 display options for presentations, 289-291
documents (Numbers), 196 display resolution, 112
documents (Pages), 98-100 Document inspector, 67, 179
formulas, 220 document notes
handouts, 332 inserting, 339-340
layouts, 181-182 iWork.com, 333, 339-340
presentations, 283-288 document sharing
scripts, 324 iWork.com, 335-339
shapes, 53 Track Changes functionality, 168-173
sheets, 195, 203-204 documents (Numbers)
slides, 279 creating, 196
styles, 155-156, 160 templates, 196-197
table of contents, 183-185 documents (Pages)
tables (Keynote), 58-59 Auto-Correction, 103-105
tables (Numbers), 58 blank pages, 181
tables (Pages), 58-59 columns, 181-182
tables (spreadsheets), 204-205 creating, 98-100
text boxes, 140-141 date & time, 119
creative presentations, 299 document information, 179
curly quotes, 104 editing, 101
custom shapes, 53 facing pages, 181
customizing footers, 118-121
charts, 242 headers, 118-121
iWork toolbar, 49-51, 62-63 hyperlinks, 319
templates, 14-15 invisible characters, 102
text boxes, 141-142 layouts, 181-182
themes, 14-15 margins, 179-181
Cut command, 18 navigating, 122-123
page count, 119
D page layout documents, 93-96
pagination, 182-183
dark rooms and presentations, 266 preferences, 100-102
data categories, 257-261 rulers, 102-103, 115-116
data merge, 134-136 Saving, 101—102, 107-109
data series (charts), 235, 248-249 sections, 121-122, 175-179
date & time, 119 settings, 100, 179
decorative caps, 116 table of contents, 179, 183-187
deleting templates, creating from documents, 109
collections (fonts), 47 thumbnails, 123, 163
comments, 167 word processing documents, 93-96
substitution rules, 107 downloading example files, 3

templates, 109 drawers, 157-158
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E

Edit menu, 19-20
editing
cell references, 215, 221-222
chart data, 241
charts, 61, 89
columns (tables), 83
documents (Pages), 101
formulas, 220-221
hyperlinks, 90
masks, 78-79
rows (tables), 83
shapes, 53, 55-58
effects for fonts, 44-46
email addresses, 105-106
evaluating charts, 242
event presentations, 299
example files, 3
examples of functions, 229
exiting presentations, 292

F

facing pages, 181
File menu, 18-19
files

aliases, 332

Automator, 331-332

importing, 319-320
fills (objects)

colors, 73

defined, 71-72

gradients, 73-74

images, 74-76

tinted images, 76-77
Filter Finder Items action, 331
financial statements, 223-225
Financials template, 216-217
finding

data, 261-262

dictionaries (AppleScript), 323
flipping objects, 80
floating text box, 140
flowing text between text boxes, 149-151
flyers

automatically inserting phone number,

134-136
images, 130-133

tear-off tabs, 137
templates, 127-129
text, 133-134
titles, 129-130
Font formatting section (format bar), 154
font smoothing, 112
fonts
alignment, 24
collections, 47
colors, 45
decorative caps, 116
effects, 44-46
font families, 43
format bar, 154
formatting, 22-24
justification, 24
kerning, 22-24
previewing, 44, 102
selecting, 42-43
shadows, 45
sizes, 43, 112
typefaces, 43
typography options, 46-47
Fonts window, 42-47
footers
documents (Pages), 118-121
sections, 121
tables, 83
format bar
Character styles section, 154
Font formatting section, 154
formulas, 225
hiding, 153, 198
iWork window, 52
Line spacing and columns section, 155
Paragraph alignment section, 154
showing, 153, 198
Styles section, 154-155
Format menu, 22-23
formatting
cells (tables), 84-85, 211-214
charts, 244-246, 251-254
comments, 167
conditional formatting, 85-87
fonts, 22-24
graphics, 71-77
headers (tables), 208-211
lists, 105
page numbers, 183
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formatting (continued)
sections, 175-176, 178-179
table of contents, 184-187
tables, 83-84
text, 68-71
Formula List, 226
formulas
cell references, 215, 221-222
circular references, 215
constants, 215
creating, 220
editing, 220-221
format bar, 225
formula bar, 220-221
Formula Editor, 221
Formula List, 226
Function Browser, 225-229
functions, 216-220, 226-232
literals, 215
parentheses, 221
setting, 87-88
SUM function, 217-219
summaries, 216-217
tables, 87-88
values, 215
Function Browser, 225-229
functions
adding, 229
built-in, 226-229
choosing, 219-220
defined, 216
descriptions of, 227-228
examples, 229
inserting, 229
lookup functions, 229-232
SUM, 217-219
syntax, 228
usage notes, 229
VLOOKUP, 229-231

G

GarageBand, 333

geometry of shapes, 56-58

Get Folder Contents action, 331

Get Specified Finder Items
action, 332

GIF files, 319

Grade Book template, 229-232
gradients

defined, 73

fills (objects), 73-74
Graphic inspector, 67, 71-77
graphics

formatting, 71-77

page layout documents, 95

placing images inside a graphic, 74-75

text boxes, 152

word processing documents, 95
gray scale slider, 40
grids in charts, 246

H

handles on shapes, 55-56
handouts
creating, 332
printing, 276
headers (Pages documents), 118-121
headers (sections), 121
headers (tables)
adjusting the number of rows and
columns, 207-208
changing, 206-207
formatting, 208-211
letter-and-number naming, 206-207
naming, 206-207
settings, 83
styles, 208-211
Headers table type, 205
height of table rows, 83
hidden data in charts, 244-245
hiding
Changes pane, 171
comments, 167
Comments pane, 166-167, 171
format bar, 153, 198
Formula List, 226
Styles drawer, 157
windows, 18, 29
highlighting comments, 166-167
HSB sliders, 41
HTML files, 319
hyperlinks
adding to documents, 319
editing, 90
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inactive, 90
Link inspector, 67, 89-90, 319
objects, 89-90

1

icons
Inspector icon, 65
iWork toolbar, 33-34, 50
iDisk, 312-314
iDVD, 333
iLife, 7
image well, 75
images
adding, 77
adjusting, 80-81
Automator, 330-331
flyers, 130-133
image fills, 74-75
inserting, 77
masks, 78-79
PDF files, 318-319
placing images inside a graphic, 74-75
settings, 80-81
templates, 130-133
text boxes, 152
tinted image fills, 76-77
titles, 80
iMovie, 318
importing files, 319-320
inactive hyperlinks, 90
income statements, 223
indenting paragraphs, 114-116
inline text box, 140
inline text boxes, 146-149
Insert menu, 20
inserting
comments, 62, 165, 340-342
document notes, 339-340
fonts into collections, 47
functions, 229
hyperlinks into documents, 319
images, 77
media, 318
objects into text boxes, 152
page breaks, 112
page numbers, 182-183

phone number into flyer, 134-136
sections, 176
shapes, 53-55
sheets, 203-204
tables into documents, 325
tables into spreadsheets, 192
transitions (between slides), 302-304
inset margin, 71
inspectors
Build inspector, 304-305
Cells inspector, 211
Chart inspector, 67, 88-89, 242
composite information, 66
defined, 53
Document inspector, 67, 179
Graphic inspector, 67, 72-77
Inspector icon, 65
Inspector window, 67
Layout inspector, 67, 179, 181-182
Link inspector, 67, 89-90, 319
Metrics inspector, 67, 77, 79-80
objects, 68
opening, 68
QuickTime inspector, 68, 90
Sheet inspector, 204
showing, 65
Table inspector, 67, 81-87
Text inspector, 67-71
updates, 66
Wrap inspector, 67, 143-146
installations, 7
instant calculation results, 200-201
integration tasks, 16
invisible characters, 102
inviting people to view shared documents,
338-339
iPhone
Keynote Remote app, 289-290, 295-296
presentations, 289-290
iPhoto, 318, 333
iPod Touch, 289-290
iTunes, 308, 318, 333
iWeb, 317, 333
iWork '09
communication tools, 12-13
features, 8
installation, 7



354

iWork ‘09 For Dummies

iWork techniques, 343-346
iWork toolbar
commonalities across applications,
31-34, 49
customizing, 49-51, 62-63
default view, 49, 51
icons, 33-34, 50
Keynote, 49-52
Numbers, 51-52
Pages, 33-34, 49-52
View button, 52
iWork window
format bar, 52
iWork toolbar, 31-32
Keynote, 52
left pane, 52
main window, 52
Numbers, 52
Pages, 52
rulers, 52
scrolling tools, 31
title bar, 31
iWork.com
charges for, 334
cloud computing, 333
comments, 333, 340-342
features, 2
how it works, 333-334
logging on, 334-335
notes, 333, 339-340
public beta version, 333-334
revisions, 334
sharing documents, 335-339
signing in, 334-335

i

joining text boxes, 151
JPEG files, 319

jump, 149

justification of text, 24, 69

K

kerning, 22-24
key frames (movies), 90
Keynote
Application menu, 18
Arrange menu, 24-28

Automator, 329-330

development history, 265

Edit menu, 19-20

features, 11-12

File menu, 18-19

Format menu, 22-23

Insert menu, 20

iWork toolbar, 49-52

iWork window, 52

Play menu, 29

Share menu, 29, 333

Slide menu, 21

View menu, 29

Windows menu, 29

Keynote presentations. See also

slideshows

albums, 299

audience, 283

builds, 304-305

bulleted content, 275-276

catalogs, 299

comments, 282-283

creating, 283-288

creative presentations, 299

dark rooms, 266

display options, 289-291

events, 299

exiting, 292

handouts, 276, 332

iPhone, 289-290

iPod Touch, 289-290

iTunes songs, 308

light table, 281

master slides, 280-281

mirrored display, 290

movies, 300-302

notes, 276, 281-282

organizing, 267

outlines, 276

planning, 299

pointers, 292

Presenter Display preferences, 292-295

Q&A section, 266, 276
rehearsing, 266

roadmap, 266, 274-276
separate displays, 290-291
single display, 290

slide masters, 269-271, 298-299
slide outlines, 279-280
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slides, creating, 279

slides, navigating, 278-279

sound, 306

structuring, 274-275

timing, 266

titles, 271-274

transitions, 266-267, 292, 302-304

voice-over soundtracks, 306-307
Keynote Remote app, 289-290, 295-296
Keynote tables

creating, 58-59

footers, 83

formatting, 83-84

headers, 83

settings, 81-82
Keynote themes

choosing, 268-269, 283-284

defined, 14-15, 19, 268-269
Keynote window, 277-279

L

labels (charts), 246, 248
Layout inspector, 67, 179, 181-182
layouts, creating, 181-182
leaders (table of contents), 186
left alignment of text, 69
left pane of iWork window, 52
legends (charts), 89, 244-246
license key, 18
ligatures, 70
light table, 281
lighting conditions and colors, 39
line spacing, 70-71, 113-114
Line spacing and columns section (format
bar), 155

Link inspector, 67, 89-90, 319
linking

sheets, 192

text boxes, 96, 149-151
lists

formatting, 105

styles, 156, 159
literals (in formulas), 215
logging on to iWork.com, 334-335
lookup functions, 229-232
Loop action, 332

M

Mac OS X, 16, 321
main window of iWork window, 52
managing styles, 156, 161
margins, 71, 179-181
masks, 78-79
master slides, 281
maximizing windows, 29
Me card, 134-136
media
inserting, 318
iPhoto, 318
Media Browser, 81-82
Media Browser, 81-82
menu system
Application menu, 18
Arrange menu, 24-28
contextual menus, 30
Edit menu, 19-20
File menu, 18-19
Format menu, 22-23
Insert menu, 20
Play menu (Keynote), 29
Share menu, 29, 333
shortcut menus, 30
Slide menu (Keynote), 21
standardization of, 17
Table menu (Numbers), 21-23
View menu, 29
Windows menu, 29
Merge field, 135
merging data, 134-136
Metrics inspector, 67, 77, 79-80
Microsoft Office, 8
minimizing
distractions from slide transitions, 292
windows, 29
MobileMe
iDisk, 312-314
sharing content, 312-314
modifying
chart data, 241
shapes, 53, 55-58
styles, 155, 159-161
text boxes, 142
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movies
key frames, 90
presentations, 300-302
QuickTime inspector, 68, 90
repeating, 90
starting, 90
stopping, 90
volume, 90

moving
charts, 242

data from other applications into iWork,

319-320
footers in Pages documents, 120-121
headers in Pages documents, 120-121
sections, 177-178
shapes, 56
tables in spreadsheets, 194
text boxes, 142

N

naming

headers (tables), 206-207

sheets, 204

styles, 16, 160

tables (spreadsheets), 205-206
navigating

documents (Pages), 122-123

slides, 278-279

tables, 84
Navigator (Keynote window), 278-279
North Country Consulting Web site, 3
notes

iWork.com, 333, 339-340

presentations, 276, 281-282
Numbers

Application menu, 18

Arrange menu, 24-28

Cells inspector, 211

Edit menu, 19-20

example file, 3

features, 10-11

File menu, 18-19

format bar, 198

Format menu, 22-23

Insert menu, 20

instant calculation results, 200-201

iWork toolbar, 51-52

iWork window, 52

Share menu, 29, 333

Sheet inspector, 204

Sheets pane, 198

Styles pane, 199-200

Table menu, 21-23

View menu, 29

Windows menu, 29
numbers

alignment, 69

page numbers, 119, 182-183
Numbers charts

axes, 246-248

bar charts, 245

categories, 235

changing chart types, 243

colors, 243-244

creating, 233-240

customizing, 242

data series, 235, 248-249

evaluating, 242

formatting, 244-246, 251-254

grids, 246

hidden data, 244-245

labels, 246, 248

legend, 244-246

modifying data, 241

moving, 242

orientation, 235-236

printing, 254-255

ticks, 246

titles, 244

values, 234-235
Numbers documents

creating, 196

templates, 14-15, 196-197
Numbers formulas

cell references, 215, 221-222

circular references, 215

constants, 215

creating, 220

editing, 220-221

format bar, 225

formula bar, 220-221

Formula Editor, 221

Formula List, 226

Function Browser, 225-229

functions, 216-220, 226-232

literals, 215

parentheses, 221
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SUM function, 217-219
summaries, 216-217
values, 215
Numbers sheets
adding, 203-204
collapsing, 198-199
creating, 203-204
defined, 192
inserting, 203-204
linking, 192
naming, 204
Numbers tables
adding, 192
Basic table type, 205
categorizing data, 257-261
cells, formatting, 211-214
cells, selecting, 194
Checklist table type, 205
creating, 58, 204-205
defined, 192
finding data, 261-262
formatting, 83-84
headers, 83, 206-211
Headers table type, 205
inserting, 192
instant calculation results, 200-201
moving, 194
naming, 205-206
Plain table type, 205
rearranging, 194
reference tabs, 194-195
resizing, 194
searching data, 261-262
selecting, 193
settings, 81-82
styles, 199-200
Sums Checklist table type, 205
Sums table type, 205
Numbers toolbar, 197

0

objects
arranging, 79
borders, 77
colors, 35-38
fills, 71-77
flipping, 80
hyperlinks, 89-90

inspectors, 68
masks, 78-79
opacity, 39, 72
reflection, 72
resizing, 79-80
shadows, 72
strokes, 71, 77-78
text boxes, 152
transparency, 72
X/Y coordinates, 79
offset, 46
opacity, 39, 72
opening
dictionaries (AppleScript), 322-323
inspectors, 68
Template Chooser, 126
organizing
colors, 38
presentations, 267
orientation of charts, 235-236
orphans, 118
outlines, printing, 276

P

page breaks, 112
page count, 119
page jump, 149
page layout documents, 93-96
page layout templates, 98, 125-126
page numbers, 119, 182-183
Pages
Application menu, 18
Arrange menu, 24-28
Edit menu, 19-20
example file, 3
features, 8-10
File menu, 18-19
Format menu, 22-23
Insert menu, 20
iWork toolbar, 33-34, 49-52
iWork window, 52
Share menu, 29, 333
Track Changes functionality, 168-173
View menu, 29
Windows menu, 29
Pages documents
Auto-Correction, 103-105
blank pages, 181
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Pages documents (continued)
columns, 181-182
creating, 98-100
date & time, 119
document information, 179
editing, 101
facing pages, 181
footers, 118-121
headers, 118-121
hyperlinks, 319
invisible characters, 102
layouts, 181-182
margins, 179-181
navigating, 122-123
page count, 119
page layout documents, 93-96
pagination, 182-183
preferences, 100-102
rulers, 102-103, 115-116
saving, 101-102, 107-109
sections, 121-122, 175-179
settings, 100, 179
table of contents, 179, 183-187
templates, creating from documents, 109
thumbnails, 123, 163
word processing documents, 93-96
Pages tables
adding, 325-326
counting, 324-325
creating, 58-59
footers, 83
formatting, 83-84
headers, 83
retrieving properties, 327
setting properties, 327-329
settings, 81-82
Pages templates
backgrounds, 127
Business Card, 65
creating from documents, 109
customizing, 14-15
defined, 9-10, 14-15
flyers, 127-129
images, 130-133
page layout, 98, 125-126
Project Proposal, 176
sections, 176
text, 133-134
thumbnails, 127

titles, 127, 129-130

viewing, 127

White Paper, 122

word processing, 97-98
pagination, 117-118, 182-183
Paragraph alignment section

(format bar), 154

paragraphs

decorative caps, 116

format bar, 154

indenting, 114-116

inset margin, 71

line spacing, 70-71, 113-114

orphans, 118

pagination, 117-118

selecting, 112-113

settings, 112-113

styles, 156, 159

tabs, 116-117

vertical spacing, 113-114

widows, 118
parentheses in formulas, 221
Paste and Match Style command, 19
Paste command, 18-19
pasting styles, 155
pausing Track Changes functionality, 172
PDF files, 318-319
Photoshop (.psd) files, 319
placing images inside a graphic, 74-75
Plain table type, 205
planning presentations, 299
Play menu (Keynote), 29
playing slideshows, 29
pointers, 292
pop-up menus, 214
predrawn shapes, 53
preferences

Auto-Correction, 103-107

documents (Pages), 100-102

Keynote Remote app, 295-296

pagination, 117-118

pointers, 292

Presenter Display, 292-295

setting, 18

slideshows, 292

Track Changes functionality, 102, 169-170
presentation slides

builds, 304-305

creating, 279
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master slides, 280-281

navigating, 278-279

transitions, 266-267, 292, 302-304
presentations. See also slideshows

albums, 299

audience, 283

builds, 304-305

bulleted content, 275-276

catalogs, 299

comments, 282-283

creating, 283-288

creative presentations, 299

dark rooms, 266

display options, 289-291

events, 299

exiting, 292

handouts, 276, 332

iPhone, 289-290

iPod Touch, 289-290

iTunes songs, 308

light table, 281

master slides, 280-281

mirrored display, 290

movies, 300-302

notes, 276, 281-282

organizing, 267

outlines, 276

planning, 299

pointers, 292

Presenter Display preferences, 292-295

Q&A section, 266, 276

rehearsing, 266

roadmap, 266, 274-276

separate displays, 290-291

single display, 290

slide masters, 269-271, 298-299

slide outlines, 279-280

sound, 306

structuring, 274-275

timing, 266

titles, 271-274

voice-over soundtracks, 306-307
Presenter Display preferences, 292-295
presenter notes, 276, 281-282
previewing fonts, 44, 102
Print Finder Items action, 332
printing

charts, 254-255

comments, 167-168

handouts, 276

outlines, 276
Project Proposal template, 176
proofreading, 112
properties (tables)

retrieving in Pages, 327

setting properties in Pages, 327-329
.psd (Photoshop) files, 319
public beta version of iWork.com, 333-334
Public folder, 314-316

0

-

Q&A section in presentations, 266, 276
questions (in documents). See comments
QuickTime inspector, 68, 90

QuickTime movies, 300-302

Quit command, 17-18

quotation marks, 104

R

rearranging

pages in Pages documents, 163

sections, 177-178

tables (spreadsheets), 194
recording slideshows, 307
Redo command, 18-19
reference tabs (tables), 194-195
reflected color, 39
reflection (objects), 72
rehearsing presentations, 266
rejecting changes, 170, 172-173
relative cell references, 222
reminders. See comments
removing

comments, 167

substitution rules, 107

templates, 109
Reorganize dialog, 256-257
repeated tasks, 16
repeating movies, 90
reshaping shapes, 55
resizing

objects, 79-80

shapes, 55

tables (spreadsheets), 194

text boxes, 142
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resolution of display, 112
retrieving properties about a table in
Pages, 327
reusing sections, 122
revisions. See iWork.com; Track Changes
functionality
RGB sliders, 40
right alignment of text, 69
roadmap for presentations, 266, 274-276
rows in tables, 83
rulers
alignment, 103
documents (Pages), 102-103, 115-116
iWork window, 52
Run Workflow action, 332

S

Save a Copy as Final command, 173
Save command, 18
saving
documents (Pages), 101-102, 107-109
Track Changes, 170
Script Editor, 16, 322
scripting. See AppleScript; Automator
scripts
adding a table to a Pages page, 325-326

counting tables on a Pages page, 324-325

creating, 324
retrieving properties about a table in
Pages, 327
setting properties for a table in Pages,
327-329
search tool, 162
searching
data, 261-262
text, 162
sections
adding, 122, 176
defined, 175
footers, 121
formatting, 175-176, 178-179
headers, 121
inserting, 176
moving, 177-178
rearranging, 177-178
reusing, 122
selecting, 122
templates, 176

Select command, 19
selecting
cells (tables), 194
fonts, 42-43
paragraphs, 112-113
sections, 122
shapes, 55
tables (spreadsheets), 193
Send To command, 317
Sender field, 134-137
setting
axes (charts), 246-248
document information, 179
formulas, 87-88
grids (charts), 246
labels (charts), 246, 248
margins, 179-181
preferences, 18
table properties, 327-329
ticks (charts), 246
settings
charts, 88-89
documents (Pages), 100, 179
headers (tables), 83
images, 80-81
Inspector window, 67
paragraphs, 112-113
strokes, 77-78
tables, 81
shadows
objects, 72
text, 45
shapes
arrows, 56
bounding box, 55
creating, 53
custom shapes, 53
editing, 53, 55-58
geometry, 56-58
handles, 55-56
inserting, 53-55
masks, 78-79
modifying, 53, 55-58
moving, 56
predrawn shapes, 53
reshaping, 55
resizing, 55
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selecting, 55
star and polygon points, 56
text boxes, 152
Share menu, 29, 333
sharing content
by accessing content, 311
by copying content, 311
on iWeb, 317
with MobileMe, 312-314
with people on your network, 314-317
using Send To command, 317
sharing documents
iWork.com, 335-339
Track Changes functionality, 168-173
Sheet inspector, 204
sheets
adding, 203-204
collapsing, 198-199
creating, 203-204
defined, 192
inserting, 203-204
linking, 192
naming, 204
Sheets pane, 198
shortcut menus, 30
shortcuts, 30
Show Colors command, 36
showing
Changes pane, 171
Comments pane, 166, 171
format bar, 153, 198
Formula List, 226
inspectors, 65
Media Browser, 81
Styles drawer, 157
windows, 18, 29
signing in to iWork.com, 334-335
sizes of fonts, 43, 112
slide masters, 269-271, 298-299
Slide menu (Keynote), 21
slide outlines, 279-280
slide transitions
adding, 302-304
inserting, 302-304
minimizing distractions from, 292
misuse of, 266-267
sliders, 214

slides
builds, 304-305
creating, 279
master slides, 280-281
navigating, 278-279
slideshows
exit presentation after last slide
option, 292
playing, 29
preferences, 292
recording, 307
scale slides up option, 292
voice-over soundtracks, 306-307
smart quotes, 104
sorting data, 255-257
sound, 306
spacing
character spacing, 70
format bar, 155
line spacing, 70-71, 113-114
text, 69-70
vertical spacing, 113-114
spell checker, 105
star and polygon points, 56
starting
movies, 90
Track Changes functionality, 170
steppers, 213
stopping
movies, 90
Track Changes functionality, 170-171
strikethrough text, 45
strokes, 71, 77-78
structuring presentations, 274-275
styles
applying, 161
benefits of using, 155
characters, 156, 159
copying, 155
creating, 155-156, 160
defined, 16
format bar, 154-155
headers (tables), 208-211
lists, 156, 159
managing, 156, 161
modifying, 155, 159-161
naming, 16, 160
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styles (continued)
paragraphs, 156, 159
pasting, 155
table of contents, 184-187
tables (spreadsheets), 199-200
templates, 126, 156-157
Styles drawer, 156-159
Styles pane (Numbers), 199-200
Styles section (format bar), 154-155
substitution rules, 106-107

suites (AppleScript dictionaries), 324

suites of applications, 7-8
SUM function, 217, 219
summarizing data, 216-217
Sums Checklist table type, 205
Sums table type, 205
superscript, 105

symbol substitution, 106
syntax of functions, 228

T

Table inspector, 67, 81-87
Table menu (Numbers), 21-23
table of contents, 179, 183-187
tables

adding, 192, 325-326

Basic table type, 205

categorizing data, 257-261

cells, backgrounds, 84

cells, borders, 84

cells, conditional formatting, 85-87

cells, formatting, 84-85, 211-214

cells, selecting, 194

Checklist table type, 205

columns, editing, 83

columns, setting number of, 83

columns, width, 83

counting, 324-325

creating, 58-59, 204-205

defined, 192

finding data, 261-262

footers, 83

formatting, 83-84

formulas, 87-88

headers, 83, 206-211

Headers table type, 205

inserting, 192

instant calculation results, 200-201
moving, 194
naming, 205-206
navigating, 84
Plain table type, 205
rearranging, 194
reference tabs, 194-195
resizing, 194
retrieving properties, 327
rows, editing, 83
rows, height, 83
rows, setting number of, 83
searching data, 261-262
selecting, 193
setting properties, 327-329
settings, 81-82
styles, 199-200
Sums Checklist table type, 205
Sums table type, 205
text boxes, 152
tabs, 116-117
tasks
Automator, 16
complex, 16
integration, 16
repeated, 16
tear-off tabs, 137
Template Chooser, 99-100, 126
templates
backgrounds, 127
Business Card, 65
creating from documents, 109
customizing, 14-15
defined, 9-10, 14-15
deleting, 109
documents (Pages), 109
Financials, 216-217
flyers, 127-129
Grade Book, 229-232
images, 130-133
page layout, 98, 125-126
Project Proposal, 176
removing, 109
sections, 176
styles, 126, 156-157
text, 133-134
thumbnails, 127
titles, 127, 129-130
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Travel Planner, 196-197
viewing, 127
White Paper, 122
word processing, 97-98
text. See also paragraphs
alignment, 24, 69
colors, 45, 69
decorative caps, 116
effects, 44-46
flyers, 133-134
formatting, 22-24, 68-71
justification, 24, 69
kerning, 22-24
searching, 162
shadows, 45
spacing, 69-70
strikethrough, 45
substitution, 106
templates, 133-134

typography options, 46-47

underlining, 45

wrapping, 94, 143-146
text boxes

charts, 152

clipping indicator, 150

creating, 140-141

customizing, 141-142

defined, 95

floating text box, 140

flowing text between, 149-151

graphics, 152
images, 152

inline text box, 140, 146-149

joining, 151

linking, 96, 149-151

modifying, 142

moving, 142

objects, 152

resizing, 142

shapes, 152

tables, 152

wrapping text, 143-146
Text inspector, 67-71
themes

choosing, 268-269, 283-284

customizing, 14-15

defined, 14-15, 19, 268-269
three-dimensional charts, 59, 61-62

thumbnails
documents (Pages), 123, 163
templates, 127
ticks (charts), 246
timing presentations, 266
tinted image fills, 76-77
titles
charts, 89, 244
flyers, 129-130
images, 80
presentations, 271-274
templates, 127, 129-130
TOC. See table of contents
toolbars
iWork toolbar, 31-34, 49-52, 62-63
Numbers toolbar, 197
Track Changes functionality
accepting changes, 170, 172-173
actions, 173
change bubbles, 168
Changes pane, 171
Microsoft Word, 168
pausing, 172
preferences, 102, 169-170
rejecting changes, 170, 172-173
Save a Copy as Final command, 173
saving documents, 170
starting, 170
stopping, 170-171
summary of changes, 171-172
tracking bar, 168, 170
turning on/off, 168, 170
tracking, 70
transitions (between slides)
adding, 302-304
inserting, 302-304
minimizing distractions from, 292
misuse of, 266-267
transmitted color, 39
transparency, 72
Travel Planner template, 196-197
turning on/off
ligatures, 70
Track Changes functionality, 168, 170
two-dimensional charts, 59
typefaces, 43
typography options, 46-47
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U

underlining, 45

Undo command, 18-19
updates to inspectors, 66
usage notes for functions, 229

4

values
charts, 234-235
formulas, 215
version information, 18
vertical spacing of paragraphs, 113-114
View button (iWork toolbar), 52
View menu, 29
viewing
shared documents, 336-339
templates, 127
VisiCalc, 191-192
VLOOKUP function, 229-231
voice-over soundtracks for presentations,
306-307
volume, 90

w

Web addresses, 105-106
Web Safe colors, 41

White Paper template, 122
widows, 118

width of table columns, 83
windows

Colors window, 34-42

drawers, 157-158

Fonts window, 42-47

hiding, 18, 29

Inspector window, 67

iWork window, 31-32, 52

Keynote window, 277-279

maximizing, 29

minimizing, 29

showing, 18, 29

zoom factor, 103
Windows menu, 29
word processing documents, 93-96
word processing templates, 97-98
Wrap inspector, 67, 143-146
wrapping text, 94, 143-146
WYSIWYG, 112

X

X/Y coordinates, 79

4

YouTube, 333

Z

zoom factor, 103, 112



