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CorelDraw Introduction
	Duration:

· Two Days

Pre-Requisites:  

No previous experience of CorelDraw is necessary.  

A basic understanding of PCs or MACs, keyboard and a mouse along with knowledge of MS Windows or the Apple interface is recommended.
Objectives:

· Understand the Basic Concepts
· Use the Toolbox
· Work with Frames
· Format Text
· Work with Styles
· Edit Text
· Use Quick Format
· Create Headers and Footers
· Create Table of Contents and Index

·  Work with Shortcuts

	
	Core Topics:

Basic Concepts

Menus & Controls

The Toolbox

Which to Use - Pick, Zoom, Frame,  Text, Outline, Fill; Setting a Default Outline

Frames
Formatting; General Settings; Margins & Columns; Quick Column Formats; Typography & Tags; Hiding Frame Borders; Adding Files to Frames; Importing Text into Frames; Loading Graphics into Frames; Removing Files from Frames

Formatting Text

Freeform & Kerning; Corel Kerning; Paragraphs & Breaks; Paragraph Defaults 

Style Tags

Applying Tags; Styles across Chapters; Shared Style Sheets

Editing Text

Copy Editor; WP Facilities; Type-Assist

Quick Format

Headers & Footers

Setting Up; Header & Footer Text; Chapter & Page Numbering

Working with Tables

Table of Contents; Indexes

Keyboard Shortcuts

Special Characters; Open dialog Boxes; View Shortcuts; Text Formatting; Toolbox Shortcuts













