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iWork vs Office

* Apple’s iWork is an office suite that runs on OS devices
and iOS devices. Components are:

— Pages
— Numbers
— Keynote
* Microsoft’s Office for Mac is an office suite that runs on
OS devices. Current components are:
— Word
— Excel
— PowerPoint
— OneNote
— Outlook for subscriptions, not purchases



Pages/iWork History

iWork ‘05 was released in January and consisted of Keynote and
Pages for OS

iWork ‘08 was released in August of 2007 and also included
Numbers for OS

iWork ‘09 was released in January and in 2011 became available in
the Mac App Store for $19.99 per OS application

iWork for iPad was released in 2010 and was available in the App
Store for $9.99 per iOS application

iWork was overhauled in 2013 for OS X and came free with

purchase of a new OS or iOS device after October 1, 2013. Some
Pages features were dropped such as mail merge

Latest OS X version released June 13, 2017, requires Sierra and is
free for all your computers—a new update came out September 19

Offline Help files included



Word/Office History

In 1985 Word was released for the Mac. Word for Windows came along in
1989

Excel for the Mac was released in 1985
PowerPoint for the Mac was released in 1987
Microsoft Office for Mac was introduced in 1989

Microsoft Office 2008 for Mac Home and Student Version could be run on
2 computers

Microsoft Office 2011 for Mac Home and Student Version could only be
run on 1 computer

Current version of Office is Office 2016 which is available for Office 365
subscribers

— Office 365 Home costs $99.99 a year and allows up to 5 users

— Office 365 Personal costs $69.99 a year for one user

— Office Home & Student 2016 for Mac purchase costs $149.99 for one user

Online Help only for the current version, need Missing Manual Office ????
For Macintosh for older versions



Input/Output File Formats

Pages Input
— Standard Pages files are .pages and .template
— Pages can also open .doc, .docx, .txt, .rtf
Pages Output
— Standard Save... output is .pages
— Save as Template... output is .template

— Export To... has options for PDF..., Word..., Plain Text..., Rich Text Format...,
epub..., and Pages '09...

Word Input
— Standard Word file is .docx
— Word can also open .doc, .txt, .rtf

Word Output
— Standard Save... output is .docx

— Save As... output can be .doc, .dotx, .dot, .txt, .rtf, .htm, and PDF as well as
some additional specialty formats



Common Capabilities

Letters

Envelopes

Simple documents
Watermarks

Multi-page documents with Table of Contents—Word can also generate a
List of Figures

Tables
— Word can provide column totals for numeric fields
— Pages can provide column and row totals as well as more complex calculations
Charts
— Both can provide 2D and 3D charts
— Pages can provide interactive charts
Page Layout capabilities
Include sound and video files
— Windows version of Word can’t handle sound and video files



Unique Capabilities

* Pages
— epub documents usable by iBooks

 Word
— Mail Merge

— Forms with Check Boxes, Drop Down Form Fields,
and limitations on where you can type in
information

— Web Sites



Word Processing vs Page Layout

* Word Processing Mode

— Pages are created/deleted as needed to
accommodate the text and figures

* Page Layout Mode
— Pages must be created by user
— Pages can be deleted by user
— Pages can be reordered by user



Pages Menu Bar and Tool Bar

“ Pages File Edit Insert Format Arrange View Share Window Help 7P . @ 2.87GBFree 9 = o) 87% ) Sun
® -0 Untitled 2 I

D~ 1% T~ al | T * @o | » S

View Zoom Insert Table Chart Text Shape Media Comment Collaborate =  Format Document

Menu Bar has the typical options—Pages, File,
Edit, Insert, Format, Arrange, View, Share,

Window, and Help

Tool Bar has additional options—View, Zoom,
Insert, Table, Chart, Text, Shape, Media,
Comment, Collaborate, Format & Document

Tool Bar can be modified to include additional
options




Menu Bar—Pages

File Edit Insert F

About Pages
Preferences... a8,

Provide Pages Feedback

Services =

l Hide Pages e H
Hide Others \ é&EH
Show All

[ Quit Pages #Q




Pages Preferences

[ ] General

General Rulers Auto-Correction

abc

For New Documents: ° Show Template Chooser
Use template:

Default Zoom:  125% [

Editing: Curves default to Bézier
Show suggestions when editing table cells

Equations:

Invisibles: I

Adding Media: Optimize movies and images for i0OS
Movies will be converted to H.264 (720p) so they'll

play on i0S devices.
Author: Joan King

Default name for comments and tracked changes. Your iCloud
name is used when collaborating: Joan King

Text Size: 12 pt E

Default text size for comments and change tracking bubbles.

Rulers
abc

General Rulers Auto-Correction

Inches B
Show size and position when moving objects
Place origin at center of ruler
Display ruler units as percentage
Enable vertical ruler for documents with body text

Ruler Unit:

Alignment Guides: [ |

Show guides at object center
Show guides at object edges

abc
|

Auto-Correction

General Rulers Auto-Correction

Spelling:

Formatting:

Replacement:

Correct spelling automatically Ignored Words...
Capitalize words automatically

Automatically detect lists

Automatically detect links
Automatically apply Link style
Superscript numerical suffixes

Use smart quotes and dashes

Double quotes  “abc” H

Single quotes | ‘abc’ H

Symbol and text substitution

Replace ~ With
() ©
(p) @
0] ®
clo %
™ ™



 Word Processing & Page Layout Options differ

m Edit Insert Format
New...

Menu Bar—File

3N
Open... %0
Open Recent >
Close EW |
Save... #S
Duplicate {+3S
Rename...
Move To...
Revert To 2
Export To 2

Convert to Page Layout
Advanced >
Set Password...

Save as Template...

Page Setup... {38P
Print... 8P

m Edit Insert Format Arre
New...

38N
Open... #0
Open Recent >
Close #W
Save... #S
Duplicate {+3S
Rename...
Move To...
Revert To 2
Export To 2

Convert to Word Processing
Advanced >
Set Password...

Save as Template...

Page Setup... - 3#P

| Print... %P



Menu Bar—Edit

m Insert Format Arrange View

Redo Paste 08z
Paste #EV
Paste and Match Style {8V

Paste Formula Results

Select All #A
Deselect All - 8A

Track Changes

Find

Spelling and Grammar
Substitutions
Transformations
Speech

vyVVvyYVYY

Start Dictation...
Emoji & Symbols ~ 3 Space



Menu Bar—Insert

 Word Processing & Page Layout Options differ

m Format Arrange V m Format Arrange Vi

Section Page

Page Break i
Section Break
Column Break

Page Number

Page Count
Date & Time

Table of Contents 2
Table of Contents > |
Footnote

Table I
Table > t Chart I
Chart > | Text Box
Text Box | Shape >
Shape > , Line 2
Line >
Rookmark Formula > |
Formula >
Equation... X $E

Choose... {8V

Choose... 8V



Menu Bar—Format

 Word Processing & Page Layout Options differ

m Arrange View Shar m Arrange View Shar

Font > Font I
Text > | Text >
Table > | Table > |
Chart > | Chart I
Shapes and Lines > Shapes and Lines I
Image > Image I
Movie > Movie >
Copy Style X 3#C

Add Link > Add Link I

Advanced I~ Advanced I~



Menu Bar—Arrange

 Word Processing & Page Layout Options differ
View Share Win View Share Win

Align Objects I Align Objects >
Distribute Objects I~ Distribute Objects >
Unlock 3L

Section Masters I~ Section Masters >



Menu Bar—View

‘Y Share Window Help
v/ Show Tab Bar C®T

Inspector >

Show Page Thumbnails 3P

Show Word Count T 8W
Show Rulers #R
Guides >
Show Layout 8L
Hide Invisibles 03|

Show Comments Pane
Comments & Changes >

Show Arrange Tools
Show Colors {+8C
Show Adjust Image

Zoom >
Show Warnings
Enter Full Screen ~BF

Hide Toolbar 8T
Customize Toolbar...



Menu Bar—Share & Window

m Window Help

65° 4

1 Collaborate With Others...

"y Send a Copy

>

m Help 65° A @2
Minimize 3dEM ‘
Zoom

Merge All Windows ‘
Bring All to Front

Untitled 2
v Untitled.pages



Menu Bar—Help

= o) [ NON ) Pages Help

M 65° A ©238GBFree @
] th Q Search

Search | =

Pages Help

Keyboard Shortcuts
Formulas and Functions Help

What’s New in Pages

Service and Support

‘e 0@ What's New in Pages

What's New in Pages

Shapes Library

Get creative with a library of over 500 professionally drawn shapes.

Threaded Comments
Reply to comments and join threaded conversations.

Linked Text Boxes
Add linked text boxes so text easily flows from one place to another.

Pages Help

n

And More! Overview Show topics

Auto-correction improvements, fixed layout ePub export, and more...

Complete feature list >




Tool Bar—View

® O Untitled
Oy 125%v T~ ol T LJ &
[]

[ | - sert Table Chart Text Shape Media Comment
L=| Show Page Thumbnails

a Show Comments Pane

() Show Find & Replace
Show Ruler

Hide Comments

Show Word Count



Tool Bar—Zoom

125% v

25%

[ = |
75%
100%

v 125%
150%
200%
300%
400%

Fit Width
Fit Page



Tool Bar—Insert

191 v

Page Break
Section Break
Column Break

Page Number
Page Count
Date & Time

Footnote

Equation...

Link
Bookmark

T L *
L Text Shape Media Comment
TI R lii
Page
Link >



Tool Bar—Table




Tool Bar—Chart

2ok

3

sBERF

o)
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m-§ 52 «tl T |
Insert  Table € -t Text  Shabe
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Tool Bar—Text

Tl ne H“H T L ‘5 —
Insert Table Chart Text Shape Media Comment
 Add a text box to this document.

m]
Type-to.enter.text



Tool Bar—Shape

Basic

Objects
Animals
Nature

Food

Symbols
Education
Places
Activities
Transportation

Arts

= o N
B Bl N
* 0¥ @ )

People




Tool Bar—Media

al | T [ ] & @o Al T ] o @ al | T [ ] L ] @o

Table Chart Text Shaoe M “a_ Comment Collaborz Sebla Chart T Shape__M “a__Comment Collaborz Table Chart Text Shape M “a_ Comment Collabora

m Music Movies Q ‘ Photos m Movies Q ‘ Photos Music .Im

Moments . i i ‘Heart Wounds' No. 1 4:24 Various Artists Moments
Collections ‘Tis So Sweet to Trustin J... 2:51 Wedgewood Trio Collections
> [ Years N ) ) ) ) Years 2004 - 05
‘Wellington's Victory', Op. 91 15:17 Erich Kunzel - Ci...
& Shared , & Shared |
"Andante Cantabpile" from... 6:40 Eugene Ormand...
» @ Albums P » [@ Albums ; [
h . R\ “Barcarolle" (June) from T... 5:34 Eugene Ormand... | 9
X Faces . ¢ Photo Booth P7110028
"Gigue"” Fugue in G 313 The Canadian Br...
Photo Booth que g ! Movies Folder
) - “Little" Fugue in G 3:22 The Canadian Br... f— .‘_j
“Waltz" from Eugen Onegin  6:46 Eugene Ormand...

n
i “Waltz" from Swan Lake, A.. 6:03 Eugene Ormand... P7120047 P7120039

m m "Waltz" from The Sleeping... 4:36 Eugene Ormand...
7 (Allegro) 118 Andre Previn & t... :

Hanna 27.8.16

(Der Engel) Sei stille dem... 3:43 Felix Mendelsso...

b (Der Engel) Stehe auf, Elia... 2:18 Felix Mendelsso...
!"’ (Die Engel) Hebe deine Au... 1:39 Felix Mendelsso...
(Elias) Es ist genug! Soni... 613 Felix Mendelsso...

(Elias) Her, es wird Nacht... 2:02 Felix Mendelsso...




Tool Bar—Comment

q-[ e Gl T L '%‘

Insert Table Chart Text Shape Media Comment

of 1 Comment Highlight



Tool Bar—Collaborate

@ Pages File Edit Insert Format Arrange View Share Window Help 71 Q ©287GBFree 9 = o) 87% @ Sun
®e=® Untitled 2 )

O | 125%v T~ al | T HE & @ E

View Zoom Insert Table Chart Text Shape Media Comment Collaborate Format Document

Choose how you'd like to send your invitation:

Mail Messages CopyLink Facebook AirDrop

¥ Share Options

A

Who can access: Only people you invite £

A

Permission: Can make changes ¢

Joan King (jbk123@mac.com) Cancel m




Tool Bar—Format

@o Kl G
@ E] @o E] Collaborate Format Document

ollaborate Format Document

Collaborate Format Document
RS
+ [+ [+]
Text
Text Text
v
Body v Body - Body

sy oo IR
T ste More

Pagination & Breaks

Font - -
» Columns 1< Keep lines on same page
Helvetica Neue | Keep with next paragraph
¥ Indents -
Regular Iy n Start paragraph on a new page
§ 0in 2 0in |2 0in |2 Prevent widow & orphan lines
B 1 u v
= hd -jl First Left Right
Character Styles None v Hyphenation & Ligatures
v -
Tabs Remove paragraph hyphenation
Alignment Decimal Character . | Remove ligatures
E E = £ Default Spacing 05in (S
pre = Following Paragraph Style
— - Stops Alignment Leader Same

¥ Spacing
Lines 18 E —
p -
Before Paragraph Opt o ¥ Borders & Rules
After Paragraph Opt None 1pt|

= 25 = F Opt|

> Bullets & Lists None v Position Offset




Tool Bar—Document

@ » HED |

Collaborate Format Document

W Section Bookmarks

Printer & Paper Size
192.168.1.10

US Letter Small

Page Orientation

v

8.50 x 11.00 inches

Header Footer
0.5in|/S 0.6 in
Top Bottom

Document Body

Document Margins

~

1in|lv 1in
Top Bottom
1in|[C 1in
Left Right
| Hyphenation

Ligatures

(o )

»

sllaborate Format Document @e )‘ -
i Collaborate Format Document

Document Bookmarks +
Document Section Bookmarks

Headers & Footers
| Hide on first page of section

Match previous section

Page Numbering
Insert page number B
Create a new section n

Sections allow you to start a new header
and footer, page numbering, or page
background.

Add bookmarks, then link to them from
other places in your document.

Add Bookmark




Pages Demo




