
Graphics and Stuff
So now we have made our table, added data and formulas, and learned how to 

format the tables. But numbers isn't just tables of data. Its a graphical program too. In 
many ways its actually a graphical layout program that happens to be very good at 
working with tables. So we are going to look at how to use the rest of that space on 
those pages. Numbers gives us some really good tools for displaying our data with 
additional graphics to actually turn what would be a very boring and basic spreadsheet, 
into a nice, presentable document.

Up to this point I have only been using the main program area to do all of our work. 
Whether it was on the main tool bar, the formatting tool bar or the menus. Oh, and there 
is the keyboard. Oh we didn't mention that one yet? Oops. Not actually an oops. I was 
purposefully introducing one concept at a time throughout the book.  I didn't want you 
trying to memorize a bunch of keyboard shortcuts. They are faster in most cases than 
doing the buttons or menu commands, but get used to how things work first. Thats why 
all I am going to say about them right now is that if you know some of the basics, they 
still work here. Copy, Cut, paste all work just you would expect. 

The Inspector
The thing I haven't mentioned yet and am going to cover now is the 

Inspector. "The what?" you might ask. The inspector. Some of you will 
already have it open, others won't. Goto the Inspector button and click 
once. Violˆ, you turned on the inspector .

Ok, now that its open. Let cover some of what it is for. 
Its called the inspector for a reason. When you select 
something, this is how you "inspect" its properties. Its fill 
color, outline, text spacing, size, etc... Lets walk through a 
few of the "tabs" and discuss what some of them are for. 

One thing to remember before we go there, the 
Inspector is what we call Dynamic. Dynamic means it can 
change, and will, depending on what you have selected on the screen. Read the last 
paragraph again and think about it againÉ I will give you a secondÉ It shows you the 
properties of the selected item. So a table will have different options available than a 
picture of your great aunt.

The inspector has 10 different ÒtabsÓ, as shown here:

Sheet

Cells

Table

Document

Chart

Text

Graphic

Metrics

Hyperlink

Quicktime



Ok, lets go over what each tab contains:

! Document
" You can change your Printer Choice and Paper size here, along with some 

more advanced things.

! Sheet
" On this one, you can set up things having to so with the Page Layout, Portrait 

or landscape, Page Number Setup,  and even set up the Page Margins.

! Table
" Many of the tools from the formatting toolbar, including Headers on or off,  Cell 

borders and Cell background

! Cells
" Again, many of the formatting toolbar options, but this time for the number 

format for each cell individually, like commas, currency etc...

! Chart
" Uhh.. Kinda obvious. It helps you format your chart.

! Text
" This one is not very obvious. You Do not choose what font and size to use for a 

cell here. This one Is actually where you change the font color and alignment, 
character spacing, and control column and bullets as well.

! Graphic
" This one controls the fill color of of a graphic object, the color of thickness of 

the line around objects, that kind of stuff. Its where we are going to spend a bit 
of tie later in this chapter.

! Metrics
" Huh? What the heck is metrics? Ok, they could have named this one a little 

better. Its should probably be called the Anal tab. Meaning this is where you 
can place an object and set its size exactly. When I say exact, I mean EXACT. 
Its for people like me. If you look at the arrows on the previous page, I used this  
one to get all the arrows to end t the exact same location, to the pixel.

! Hyperlink
" If you donÕt know what a hyperlink is, donÕt worry yet, it happens much later. If 

you do know what one is and think you need to use them, one hint: You have to 
be editing the cells contents for this to work, usually.

! Quicktime
" If you add a movie to your workbook, you will use this one to set it up, when it 

starts playing, volume, etcÉ



So, thats the Inspector. Ok weÕre done. Yeah, I know, weÕre nowhere near done yet. 
But you needed to know something about ti, because this chapter is all about graphics, 
pictures and other stuff like that. And those are formatted almost completely from the 
inspector. And I donÕt like giving you just a part, and seeming to ignore all the other cool 
stuff. ItÕs not a big deal, go ahead and play with different things in there. Just don't forget 

to come back and keep reading, deal? Good. So lets get along with the 
chapter.

Lets add a shape
 Remember, this program is based upon the concept that you have 
a page that you place objects on. We have added table objects already. 
Yep, that was an object. So would anything we could add, pictures, 
charts even movies. All objects. We have already covered basic tables, 
so what are we going to add now? Huh? Ok, Lets add a shape we can 
add some text to leave someone a note about our workbook.
 Adding a shape in Numbers is as easy as using the shapes button 
on the toolbar to add one. I like the rounded 
rectangle personally (yes, it looks like a 
square, isnÕt a square a kind of rectangle?). So 
just click once on the fifth item on the pulldown. 
As soon as you do, it will drop a rounded 
rectangle onto the page for you.  All objects will 
have those square handles around it. Those 
are used to resize the object. Notice there 
are eight of them. Four on the corners, and 
four that are located in the middle of each 
side.
 If you place your cursor over one f the squares on the middle of the 
sides, you can grab that square, and pull that side up/down or left/right. 
If you need to do both at once, thats when you would use the corner 
handle. It allows you to move that corner NY mount in any direction.
 One little problem with it though. You will find it very hard to make 
the corner move, but still keep the shape square, or keep it same 
shape, but larger or smaller.  This is easily done, you just have to know 
the trick. After you start to drag the corner, press and hold down the 
shift key. Hold it down until you let go the mouse button. Done. 
 There was a reason that I chose this shape. See that round 
handle? It changes the shape of the shape. Ok, did that make any 
sense? Lets word it differently. The circle handle, will change how 
much rounding occurs at the corners. On many shapes it controls the 
dimensions of the particulars of the shape. Yeah, that made sense. 
Basically, add each shape and see if it has the round handle(s). If it 
does, play with it and see what happens. It the only way to really get a 
grasp of what your allowed to change with them, shape wise. An arrow 
shape (9 or 10 from the top, not the first three). They have the round 
handles that can be used to change the arrow heads.



Some shapes have a slider control s well. I will show the 
star, it has both a rounded handle and a slider control that 
sets the number of points it has. That slider control will only 
appear when you select the shape itself. Once you click on 
something else, or deselect it, those controls go away. You 
can ÔdeselectÕ everything by just clicking once on an empty 
area of the sheet. 

Lets go back to our square rectangle thingy.

Adding Text
Adding text to your shapes is as simple as selecting your shape, and typing. Thats it.  

You could double click on it. That will place the typing cursor inside the shape. Stopping 
typing isnÕt like your used to most likely though. You have to click outside the shape to 
get it to stop. Hitting ENTER just does that, it inserts a return character, just like typing 
in a word processor. If you have text already in a shape, just double click on the shape, 
and you edit the text. That simple. 

To change the font, select either the shape itself, if you want to change the look of all 
the text inside the shape. Or double click and select the text that you want to change. 
Then use the formatting toolbar to change the size, style, font and color as you please.

If there is a bit of text that you want to change the look of within the shape, but you 
donÕt want to change all the text inside the shape, just select the text while your editing 
the text inside it. And make your change on the formatting toolbar. Again, thats it. 
Nothing more complicated than pick the shape for every item inside to be changed, or 
select the text to be changed. Then use the formatting toolbar.

Spin that Shape!
Well, we got it to the state we wanted. Maybe we changed the shape a little, added 

text, resized it, formatted the font. But something just isnÕt quite right still. I know, it 
needs to be spun around a little bit. Well, you get to use that Anal tab I mentioned 
earlier. The one that lets you set the position of an object exactly. It also lets you set the 
size of the object, along with the rotation of it. DonÕt worry, its easy to use. Just type a 
number in one of the text boxes, or use the mouse controls next to each one. We want 
to rotate the box, so either type a number into the bottom text 
box, or use the round control to rotate the 
box. Notice that while you do use that 
control, you will see the object rotate in real 
life. Kinda cool, huh? 

Two things about that dialog box. 
Notice there are two button on the bottom 
right, they give you an easy way to flip a 
shape, up/down or left/right. The other is the check 
box that says ÒConstrain ProportionsÓ. Ok, what? Let me 
explain. If you import a 3x4 picture of your great aunt. You 
could make it 8Ó tall and make her look like a basketball player. 
Unless you check that box. It would make sure the 3x4 ratio 
was kept, so 8Ó high would make it 6Ó wide. Oh, and that 
button that says ÒOriginal SizeÓ resets it back to just that.



It’s been sized and Spun, now lets do color!
Now we get to use the actual graphics tab on the inspector. Yeah!!! Now we get to 

have some real fun! And I mean this tab has all kinds of stuff we can play with. We are 
going to go over each of the items on the inspector 
from top to bottom. We will start with Fill, then hit 
Stroke, Shadow. Ohh Reflection, Sorry that ones 
not available to us yet. That will come a little later. 
But opacity we can do now. Ok, so we get to hit 
most of the items. 

     So lets get started. Select our shape, and bring 
up the Graphics inspector. Now, click on that big square thats kinda colored white, 
beneath the pull down that says ÒColor FillÓ. We will do this the easier way. I could go 

into RGB, CMYK, HSB. But this entire book is intended for 
the rest of us. So when you get the Colors dialog open. 
Click on that last button to the right on the top row of 
buttons. Yep, those are crayons. Now thats Cool! Thats a 
64 count box of Crayons. Go ahead , pick one you like. 
You can use the slider near the bottom to change how 
transparent it is. When your done, just hit the little red 
circular close button on the color picker.
You can tell if a color is set to be 
transparent by what the color box in the 
graphics inspector looks like. For a solid 
color, no transparency, it will show up 
as a solid color. If not it will have a 
diagonal separation showing the 
original color and the bottom triangle 
showing the transparent version.

Now onto lines! 
Now that you have changed the color a little bit (no we didn't go over everything you 

can do with shape fill colors). Its time to work on the next section of the graphics 
inspector. The Stroke. No we aren't rowing anywhere. Stroke is the line that is used to 
draw the actual shape itself. like if you were to use a Felt pen to draw a box on a page, 
that square you draw is the stroke. Then you would use paints or crayons to fill it in. 

A little friendly advice…

! If you have a lot of pages 
to type, go ahead and type them. 
Don"t worry about extra stuff, 
including pictures, graphics, stuff 
like this text box, until after you 
have typed the whole thing out. 
Get your work done, then play 
with formats. I set up a few basic 
formats when I typed the first 
chapter. Then I used the same 
styles for the rest of the 
document.



(Ok, I might have put stroke at the top, because thats how I think, but they didn't ask 
me). 

You have a few different things you can do with stroke. There are three controls right 
beneath the pulldown that says ÒLineÓ. You can change the pattern of the line (the first 
control, a pulldown), color of the line (the second rectangular control, works just like the 
color ÔchipÕ for the Fill) and thickness 
of it as well (the last thing with the up 
and down arrows next to it). 
Combining all those together and you 
get some really  neat combinations. 
OK, maybe not that exciting, but I like 
them. The default for any new shape is  
a simple full line. 

Play for a little bit, I am going to use the dashed line, with a bit of red and 2 pt's 
thickness

Shadows.. Ooooohhhh...Spooky!
Ok, its not really spooky shadows, but this is one of those things that really sets 

iWork apart form the .. ehem... other programs. Try setting shadow on other programs. 
usually all they do is add a gray shape underneath that is supposed to kinda sorta look 
like a, well, a gray shape underneath the object.

Watch this! Select your shape. then just check the shadow checkbox. Now thats a 
real shadow affect!

 You can control how far away the shadow is, how fast it disappears or fades out, 
how far away it is, its color, everything.

Let me point out what all those controls do. then I will show you what the controls 
look like and an example of what my shape looks like with those settings. It might help 
you get the hang of it. 

The color ÒChipÓ is where you can change the color of the shadow itself. Angle , 
well, its actually the direction the ÒlightÓ is being shone on the object. In this example, 
the light is in the upper left, shining down to the bottom right. Offset  is basically how far 
above the page do you want your object to appear. Blur , how sharp or blurry do you 
want the shadow? Opacity  is just like opacity in every other area. It sets how 
transparent the shadow really is. Does it block out stuff behind it, or do things show 
through the shadow?

I set up to distinct objects with completely different shadow settings to demonstrate 
the settings. I also placed the secondÕs settings picture behind the object so you could 
see how the shadow affects objects behind it..



Opacity... e.g. Transparency
We cannot go into the reflection thing just yet, so leave it for another chapter. It is 

cool, but I don't think it works well with shapes in numbers yet. So we are on to the 
bottom of the screen, the opacity slider control. Remember when you could set the 
transparency for the fill color? Well, that didn't affect the whole shape, just the fill color. 
This adjusts it for the whole thing. Text, stroke, and fill (Shadow? Hmm lets check).... 
Yep...the whole object, everythig you could set in the inspector above this slider, is 
made transparent with it.

Heres three examples, The top left 
only has the fill set to transparent, the 
bottom left has the whole object made 
transparent. For comparison, I placed the 
same object on the other side, with no 
opacity set for anything.

Inserting a picture.
    For this part of the book, youÕll need at least one 
picture in iPhoto. I have to choose. My sister in 
uniform, or my little boy on my shoulder at Disney. 
Think I will use my little boy today. I like that one. To 
get a picture our of iPhoto, all you have to do is use the 

Media browser. Click the media button once, and the browser 
will open up. Click on the Photos button across the top and you 
will see your iPhoto collections and groups. 

All you have to do is find the picture you want, then drag it 
over onto the page.

Just like other 
objects, you can use the 
Metrics inspector to 
place the object exactly 
and size it precisely.

When you go to the 
graphics inspector, your going to notice something a little odd. ThereÕs no fill option, but 
now the reflection control is available. So we have Stroke, Shadow, Reflection and 
opacity ready to use. Cool. But a plain old solid line is just, well it bring. So if you pul 
down the ÒLineÓ pulldown control in the stroke inspector area, you will see and option for 
ÒPicture FrameÓ. It will assign this jagged edge pattern first. But if you then pull down 
that menu, you have about  a dozen choices, each customizable by at least a little bit. 

For any of them, you can either select color and thickness, or a scale. Some have a 
picture that goes along with it and you get to use the scale slider to adjust the image to 
make it look appropriately scaled with the picture.

The next page will be a few pics from our Disney Trip a few weeks ago, each with a 
different picture frame affect applied.



My sister took all of these, so here she is.

And this one has the 
“Reflection” turned on

You can use 
the”Opacity” 

control to make a 
picture 

transparent.


