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> General Information about Corel
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(10.628, 4.713 ) j-click tool reates a page frame; Ctrljrdrag constrains to a square; shm’u@g draws from center Y | WTW

Corel Draw Desktop @ w4 # use f&aT WM araT software 8 St 9gd useful &
important 2 | Corel Draw drawing programme & fsiI® gRT 314 simple line
drawing ¥ d®x U¥aR art draw dIR & "ad = | corel draw § 98d ¥ tool

3R effect Suater @ fo9@Y help & 3mu high quality @ graphics TR &R d&d
2|

Computer 3mermfRa graphics programme ¥ image & &R & 8Id @ | Bitmap
or vector WX depend 2 | Bitmap image points means pixels TR depend gld 2 |
Each pixel is independent S¥ 3mu #-4@ color # show &R d&d 2|



Photoshop, Photopaint, Paintbrush etc software # 39 Y&R & fuaz §911¢ <Imd
=

Ta¥ 3R vector depend image safAfa shapes 4R depend @1 389 image
&1 points @ group ® w4 H special lines gRT WisT wIrdr 2 | fa<ft image @ all
part AT selected parts @I AT YN ITTLASATER large AT small HR FHd 2 |
39 9YPR & image &l large AT small 31 4 IHS! [oIGar AT Weedl R dig
effect T2l gsdr|

> Start Button—>All Programs— Corel Draw 12 WX Click &< |

> Corel @ homepage @1 screen WX o1 @ fey shift + F4 key &1 use &% |

> fosft # object &1 select 31 WX F4 &+ WX 98 full screen R 3T SIT€r
2, forad &9 @18 Y drawing 91T 9&d 8 9 $9®! minimize #x9 @ forg
F3 &T use & |

Title Bar: - Title bar corel draw window screen & 999 $ux 8idTl B |
> a9 program 3R corel draw document &T A1 show BT 2 |
Menu Bar: - Menu bar title bar @ i gidr 2 |

> sa¥ corel & 3M® menu ald 2 |
» Each menu & different-defferent command sl 2 |
> 31 menu @ command & use & 34 corel # work easily &% IG®d 2 |

Standard Tool Bar: - a8 Tool menu bar & <fid @dar 21 99 corel &
command Ilcon & ®Y & gidr 2 |

> afe a8 tool bar fewrEd adf < @1 @ df window menu 9 toolbars &

Wi} standard command WX click @) dl standard tool bar show @i
SITQAIT |

Property Bar: - 98 tool standard tool bar @ just i giar 2 |

> 39 tool @1 properties show &It 8 |
> 3R ¥g tool fa@s 9 < 4 window menu ¥ toolbars § SIT&R property
bar command TR click @Y |

Ruler: - Corel # ruler @ help 9§ drawing @I 92 ®U | set &<+ 3R IGH
ARl B fix S8 WX set &)= A use laT 2 |
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> o9 #I Mg Mouse Pointer a1 f&:fl drawing &1 $eR—-SeR o <Id 2 i
SHP! position A @ fog |1 lines ruler WX derdl 2 |

> afg ruler show s 8 @ & @ MU view menu d <ITHX rulers
command TR click ®%, ruler show & SITgT |

> Ruler generally inch % show 8iar =2 |

» Ruler @1 measure unit @I &9 37Ul faem IFAR other measure unit #
set &Y Thd 2 |

> 39 change &34 @ foIU properties bar R fa¢ T¢ unit option WX click
a3 | 399 ¥ measure units show 81 ey |

Using Zero Point: - TIFI rulers @ zero point @ joint &I zero point H&T SIdT
2|

> Zero point &1 use f&:fI page WX f&dT object & corner ¥ IEDI
distance a1 length-width @ measurement @ ferg f&am <mar 2 |

Ruler Guideline: - Ruler Guideline Bf1 lines il 8 vl fewns <l € <feq

print €T BIdI | s9®T use fHfl object ®1 dId dvg ¥ AT & & feav fHar
ST ® |

> afg ama f&Ar ruler guideline @1 g™ ared @ df 89 WX double click
PN, 3949 option dialogue box show BT Select guideline &I & &
forg delete button WX click &, afe sma ¥ guideline &1 & wrea
delete &A1 argd = dl Clear button 4X click X then ok 4X click &% |
Guideline &1 hide 31 @ faIv view menu & WT&R guidelines command
1R click ®} ' guideline fezarg 12 QY |

Colur Palette: - 59 palette &1 use text, drawing a1 shape # color fill 1 &
fore fopar wmar 2

> g8 Palette by default screen uX &It =1 afe color palette screen WX
fewrd 981 < a1 window menu # color palettes ©R mouse pointer &
uily |

> 3R 3@l Color palette select &) ®=AT @T&d dl none option WX click
P |

> fedl other color palette @l open &34 & fol¥ open palette option 4R
click & |



> T color palette 9911 @ ol create palette from document option 4R
click &% |

> Color palette editor @ few palette editor option WX click &% | 399
palette editor dilogoue box show BIRIT| $8d€ 3M4 color # change &%
dbd 81 39 foIU color select &X edit color button X click @& | fadt
color &1 8e™ @ feu delete color button R click @ | New color add
s @ ferv add color button ¥ click &% |

Scroll Bar: - Scroll Bar we1 < &ar1 2 | Scroll bar vertical and horizontal &
wU A ®dAr 81 399 drawing @1 up-down, right-left &% @ fag fear smar
=

Page: - Corel Draw document @1 3TeliT—3TeliT page § manage f&ar Sar 8 |
39 pages @l drawing el SIdT ® |

> More Page Insert #%94 @ fa1¢ layout menu € insert page 94X click &Y |

> Page @ name &l dga+ & fel¥ layout menu ® rename page option T
click &% |

> Page &1 delete 31 @ folu layout menu # delete page option ux click
B |

> Pages R M-8 oM & felu &HI: page up 3R page down key &1
use @ |

Drawing: - Drawing corel draw window @1 part 8ldT @ wigf work feam siar
2| I8 set f&%Y Y paper size ® ITUR BT = | 39D dRI X page border

giar 2 |

> af& Page border show =&l 8 &1 =@ d view menu d show option #
page border option TR click & |

> Drawing @1 print @31 @ fag ctrl + P key &1 use &Y |

> Print area set @34 @& fag print preview TR click &Y |

> Print Preview dialogue box ¥ 3TefT—3IeliT option @I use X print area
set & APHA 2 |

Tool Box: - Tool box corel draw @I most important tool 281 ¥ fedr
work &1 &1 @& ferg useful tool fag g 2|



> afe Tool box fe@g 1€ € =T 8 @ window menu # toolbar option &
toolbox ux click ®¥ |

> o9 39 fHdl tool &1 select ®xd @ dF mouse pointer tool box ¥ a1ER
fderd €1 tool & 3wY Bl WAl © | 399 Udl dedl @ f&d dia—dr tool

select foar gamm 2 |
Tool of toolbox are followings: -
1. Pick Tool i
4
2. Shape Tool ¥
3. Crop Tool 7,
4. Zoom Tool A
+
5. Freehand Tool a
6. Smart Drawing Tool £y
7. Rectangle Tool L,
8. Ellipse Tool O,
9. Graph Paper Tool Q
10. Basic Shape Tool €,
11. Text Tool A

12. Table Tool

B
13. Interactive Blend Tool Eﬁ




14.

15.

16.

17.

Eye Dropper Tool ﬂ’:.
Outline Tool b,
Fill Tool <
Interactive Fill Tool 3‘,.

Create New Window: - Corel & new window ¥=4 & felt window menu &
new window option WX click &3, $d9 3MU corel draw ¥ &3 window €T

qJbd
>

>

>

2, Window &T I 3TelfT—3Iel T BT |

Tt Window @1 show &% @ folt window menu & carcode option TR
click &% |

Window &1 close &1 @& fel¢ window menu # close option R click
P |

Al window T 91T §§ &)1 @ fel¥ close all option TR click &% |

Tools: -

1.

Pick Tool: - f&=f1 object @1 select &% @& foru foar simar 2 1 fa=ft object
R A @ oy |99 Usdl 39 select &=AT gsdr 2 |

afs &g Other tool select f&ar gsm =, dl Ctrl OR Ctrl + Space bar &%+
9 pointer pick tool select &R AT |

Udh 1T 3 Objects &1 select &% & forw shift key TaTdR IR—a S+
9 click ¥ |

3R 3F® object select fdy gu 2 3k S99 € &l one object &l
selection ¥ replace &=+T a18d = dI shift key T9@Y 39 WR click &% |

. Text Tool: - 39 tool ®T use @ 3MMU drawing § text type & Add © AT

Uygd ¥ type f6T Y text # change &X W&d 2 |

F8 is shortkey of text tool, 39 tool @l select #=xd 8, @ Mouse pointer
‘+'B WY IR B AT B |

Text tool ®T use ®X® 3T text T T YHR A IR B Ahd 2| Th

paragraph text @ ®U H 3R G artistic text & ®Y 4 |
https://sscstudy.com/



o9 text @l frame §9ITHR type &Xd © dl d8 paragraph text ®sg«r 2,
SI9 text faA1 frame @ type ®=d @ dl 9% artistic text gadr 2 |

Paragraph text &1 artistic text § 3fiR artistic text @I paragraph text ®
el dahd 2 |

9 foIv text menu I convert option ®T use & |

. Rectangle Tool: - 31 tool @I use @& rectangle or square shapes &1

99 @ forg fpar imar 21
sad <l tool Bld B:—

a) Rectangle Tool

b) 3 Point Rectangle

. Ellipse Tool: - 39 tool &1 use Oval shape a1 round shape drawing 9

@ feru foar simar 21
39 <l tool BId &:—
a) Ellipse Tool
b) 3 Pointer Ellipse Tool

Zoom Tool: - 39 tool ¥ 319 page @ size Bl BIcl AT 9B @+ & U
foar <mar 2 |

$9 tool § mouse pointer magnify glass @ ®U # d<d SIUIT, SO
center # ‘+’ show &lar 2, 3UY AMHR Fe & fav fear o =T 8, af
MY ATHR TCSHT dred & df 39 tool @ w1 shift key T use & | a4
mouse pointer @ center &1 sign - # d&cl ST |

. Hand Tool: - 39 tool &1 use page @I 3 — 918 AT FIR — A & @

fore feear wirar 2 1 hand tool zoom tool &1 & member 2 |

H key is short key of hand tool 88 mouse pointer t& hand @ w9 #
9qdl ofTar @ |

. Graph Paper Tool: - 31 tool &I use page WX graph 999 & feru faar

SITT |
D is short key of graph paper 394 mouse pointer graph @ w4 # dgd
STTIT |
SO AT row & column &Y G&IT HH AT SATET HY R Idhd 8 | 39 fovw

property toolbar # SIT®x row & column @1 H&AT enter &R Adhd @ |

. Polygon Tool: - aE tool graper paper @1 & member 2 |



9 tool ®T use polygon shape 9911 @ forv fopar <irar 2 |
= Yisshort key of polygon tool.

= Polygon @ a1 arms equal 94 & feTw Ctrl key @&T use & |

39 arm @1 §&T default 5 81t 8, &9 A1 SAIQT S @ foaQ¢ property

toolbar &} f&¢ T numbers of points on polygran ¥ arms @I &7

enter & |

" 39 tool ®T use X® AU star & complex star 99T Al 2 |

= Star Harms @1 I&T 9eM @ foI¢ numbers of points on polygon field &
arms @I T enter | P arms &I sharpness 3714 @ forv
sharpness of polygon field § G®T enter ®® &R AdHd B |

9. Spiral Tool: - It is also a member of graph paper tool. This tool us used
for make the shape of spiral.

A is short key of spiral tool. Shift key ®T use @@ 314 spiral @ equal
9T 9$d 2 |

10. Basic Shapes Tool: - 39 tool @1 use Basic Shape, Arrow, Flow
Chart, Star s919 @ forv far wmar 2 |

» 39 tool R click %4 ¥ different types @I list g, 3849 5 types &
tool 81 | 39 tool € related other shapes select &3 & fely property
toolbar # perfect shape button TR click &% |

11. Smart Drawing Tool: - 38 tool ®T use smart drawing 94 @ fag
fopar imar 2

= Sisshort key of smart drawing tool

12. Free Hand Tool: - 9 tool &1 use free hand line s @& forv f&ar
SITdT 2

= F5 key is short key of free hand tool.

* Free hand Tool & 3T T3 shapes @1 drawing §9IT Il 2 |

" line @ starting # arrowhead <"t @& fely property toolbar # start
arrowhead selector & arrowhead select % d®d @ |

* Line® ending # end arrow head selector § arrowhead select &% d&d
2|

= Qutline style 9ge1 @ fau property toolbar ¥ wIm®x outline style
selector ¥ style select & |



* Freehand line @1 auto close curve § change ®#31 & folv auto close W=
click ® |

" Line @ width &9 a1 Saer w31 & fau property toolbar § outline
width button X click ®X® &R d®dd 2 |

= Ctrl @ 911 use &34 9 line straight

13. Bezier Tool: - It is also a member of freehand tool. 39 tool &1 use
Us 9R H curve AT freehand drawing 9991 @ ferq foar <imar 2 1

= 339 tool &1 use mostly &t drawing @ outline &1 trace &34 @ forg
fopar wirar 2 |

» & shape a1 curve &1 §1a § & s H1 @ fay auto-close curve |
X 9 BT use B |

14. Artistic Media Tool: - 39 tool &1 use artistic shape s & forg

BT B |

| is short key of artistic media tool.

This tool is group of five tool like present, brush, sprayer, calligraphic

and pressure.

98 319 five types 1 shape €11 ¥&d ® |

» 9 39 artistic media tool select &} a9 39 five tools @1 property bar
# show & SITEH |

X tool B A3 property &I use HId AT JeT—3eT shape and
design 91T d&d 2 |

15. Pen Tool: - 33 tool @&T use shape GaR &1 & fog =har 8 |

= 39 tool @1 I bezien tool &I a8 mostly f&Hl drawing & picture @1

outline trace &3+ @ fou fHar war 8, 3fik S9 picture &1 outline IR
Y ADhd B |

= 33 tool § point @ through new shape daR &idr 2 |

16. Polyline Tool: - 39 tool ®T use lines @ §RT new shape dIR &X
gad 2 |

= 3 tool mostly pen tool @ d3g BIdT 2 |

= 39 tool ¥ 3MY line ® MR WX Ud new shape 3R &R Tdhd 2 |



17. 3 Pint Curve Tool: - 39 tool &1 use curve 9114 & foru fear Srar

2
" 39 tool &I use 3T curve &l 3Point §9ITHY HY Adhd 2 |

= Curve @I lines or nodes # changes @& felw property bar @ options use
Y ADhd B |

18. Interactive Connector Tool: - 39 tool @I use connector lines g5
@ forg <d 2 |

= 39 tool ¥ fadr i point 4k connector line 99T I®d 2 |

» 39H changes @ folw property bar & option @&T use X d&d 2 |

19. Dimension Tool: - 39 tool @I use dimensional line or angle ¥9I4
& foIg &=d 2 |

» 39 tool ® 6 groupse —
a) Auto Dimension
b) Vertical Dimension
c) Horizontal Dimension
d) Slanted Dimension
e) Callout Dimension
f) Anguler Dimension

» 39 6 tool &1 use X 3MU different-different types @ shape s9T d®d = |

= Different types @1 angle line 911 @ folU SU®T use ®d 2 |

20. Shape Tool: - f&fI object a1 picture &I $TWITAR shape 394 &
fore g9 tool &1 use &d 2 |

= F10 is short key of shape tool.

» fo¥l object or drawing @I $WBTIAR cut #¥d set #X T8 new shape 7
gad 2 |

* line @I curve § change @31 @& faIu property bar # convert line to
curve option 4 click &% |

21. Knife Tool: - 39 tool & 3mu f&ft object AT picture &1 cut (w1eA)
& fag grar 2 |

= S Mg Normaly knife &8 &1§ ool cut &xd 2 1 same 39 tool # #I 3mu
knife & f&<f1 object or drawing @1 cut @&=d 2 |



22. Easer Tool: - Easer means to clear. safelt s9 tool @1 use f&=hY
object or picture @ background &1 clear @31 & forv fHar Siar 2 |

» 39 tool & eraser & AT &H AT ATl & & foI¢ property bar § fag
option WX click @Y |

23. Smudge Tool: - Smudge &1 312f 8IdT @ <fiuTuih &=A11 39 tool &1
use only curve f&T T object R foHar irar @ | 9@ AET other image
or object X &I f&ar <ITaT B |

24. Roughen Brush Tool: - Rough means @rERT §9H1| $9 tool @&
use ¥ object &I rough s @ forgw siar g 1 sa®T H use only curve
f&%u 8¢ object wR f&ar wrar 2 | other object or image X <181 |

25. Free Transform Tool: - Transform @1 31ef 3MHR ST AT &L
%Y ¥ change AT 2 |
foft object X 4 YHR & transform & A&hd B8:—
a) Rotation
b) Reflection
c) Scale
d) Screw

26. Virtual Segment Tool: -Segment &1 means HWIIT AT @US T |

» 39 tool & &0 &l object & fHxfy part H1 Delet 39 & forv &lar 2 |

" 33 tool @ select &R 33U part IR @B click &R ST part M9 delete

AT Ared B |

27. Interactive Blend Tool: - Blend @I means & gaR &l fid™T 2 |

» fHfT < AT more than two object &1 il @ felv 39 tool &1 use &xd
2|

* U$ object &I select X blend tool @1 use § mouse ¥ drag @& 2"
object 4 click ®%¥d & @ U® new shape d4aR 8 €T & |

28. Interactive Contour Tool: - Object &1 contour &34 & fov s9
tool &1 use &ldT 2 |

» By object # &3 outline 9991 & foIv 39 tool &1 use & |

» Tool select ®X object X click ¥ mouse ¥ drag & 3r<X AT d18Y ADI
ST ddd 2 |



29. Interactive Distortion Tool: - Distortion @I means 2 %49 fQims-T|
= 39 object ® 3MHR ¥ new shape d THd B |
» 39 tool @1 use X flower @ &I 3Iferd Design 99T THd @ |

30. Interactive Drop Shadow Tool: - f&:ft object @ shadow dIR
H o forg fear smar 2

= 39 tool ¥ object # AT d¥g ®I shadow TIR & TAhd B |

* Shadow IR &R & dI€ 39 S¥H change & AHd = |

31. Interactive Envelope Tool: - Object @I envelope s9IH & folv 9
tool ®T use far SITaT 2 |

» 39 tool ¥ object @1 envelope @ ®U H 33T YHR B shape IR
H dbd 8| Property bar § 3reliT—3Tel’T option &1 use &xa& different
types @ envelope 99T d&d B |

32. Interactive Extrude Tool: - Extrude means 18X fAi@reAT11 object
P 918X BI AR b1 & fow 39 tool &7 use &iar 2 |

» 39 tool ¥ 3ATY object AR text &I 3D # change X new shape TIR B

gad B |

» property bar @ option use X MU A different type § change &x
gad @ |

33. Interactive Transparency Tool: - Transparency means UR&fRfdT |

object @i transpire 91 @ fely $H®T use &Y AdHd = | Text AT object
®1 extrude X1 ® 9T AT D YPR P dacld HX Adbd © property
bar @ option use &X® |

34. Eyedropper Tool: - 38 tool &1 use f&:fi object, image & color
select %1 @ favu fear sirar @ 1 Eyedropper or paint bucket &1 group
8IdT 2 | eyedropper color @l select 31 ® use 3ImaT & 3MiX paint bucket
39 color @1 fill 1 § &M ATaT B |

= Eyedropper &I select @X shift key @ use ¥ paint bucket tool #i select
8l War 21 99 dropper € color select @R shift key & use & 39
object # color fill X dHd B |

35. Outline Tool: - 39 tool @T use f&Hl object uX outline e < @& forg
fopar wrar 2 |
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36.

$U9 3MY outline @1 #Iers, outline @Y styles, outline color set X A®dd
2|

F12 is short key of outline tool.

Color: - 9 option & 314 outline &T color set & AHd 2 |

By default border black color &1 &aT = |

Width: - 399 39 outline ® width set % d&d 2 |

Outline @1 width by default Hairline si<fY 2 |

Style: - 39 31U outline style change &% d&d @ |

Outline style change &31 @ ferg edit line style option & &R d&d 2 |
Corner: - Outline @ corner @1 style set &3 @ iU SH®BT use Hd 2 |
Three option § & @3 I option select X style change X d®d @ |
Line Caps: - Line @ Nodes @ caps I change &34 @ fel¢ useald 2 |
Behind Fill: - afg 3ma outline @1 object & I8 set &x=T ar@d & dl 34
right (V) click &% set &% |

Scale with Image: - Outline ®I image scale @ AR set &3+ & fog 9
option @ 3 right (V) click &% |

Arrows: - Outline @ arrow @1 style insert &31 @ fau|

Options: - Outline @ arrow @I A7 ®Y & AT X Adhd B |

Calligraphy: - Outline &I 3l $WHMER Y=< 9 @ fearg, zgad
stretch & angle option ®T use & |

Fill Tool: - f&=f1 object # color fill ¥1 & faw s option &1 use
A 2|

Fill Color: - 39 option ¥ uniform fill dialogue box show T |
Shift + F11 key is short key

9 dialogue box # 3 tabs 8Idr 2 |

a) Models

b) Mixers

c) Deletes

39 3 option &T use &¥& object # color fill & |

Foundation Fill: - Foundation fill dialogue is short key F11 key 2 |

Pattern Fill: - Object # pattern fill ®x3 & fav 39 option ®T use sIdr
2|



U9 ®is option 81 39 option &T use &R A AT YHR & pattern
ITHR S object # set B DA B |

= Texture Fill: - Object § texture fill @31 & falv $9 option &1 use &ar
2|

= Post Script Fill: - Post script texture fill ®31 & felv 39 option &T use
fopar wirar 2 |

= Texture select @ IUHT preview d@+ @& faag preview fill option 4R
right (V) click &% |

37. Interactive Fill Tool: - Object ¥ interactive ®4 & color fill ®31 @&
fore use far wmar 21

= 39N pattern, texture &T use interactive @ fav &Y A®dd @ |

= Gisshort key

38. Interactive Mesh Fill Tool: - Object § wR color, pattern, texture #

change 31 & foTu $9 option ®T use ®xd 2 |

M is short key of interactive Mesh fill tool.

39 select #d &) object WX red lines a9 wIreft 2 |

39 lines R Blc—BIC square box show & |

» 39 box @T use &X® AT object @ color, pattern, texture § change &%

TPhd 2 |
Edit Wiew Layout Arrange  EFfg
= wki | File Menu: -
1% Mew From Template, .. - a _______
P~ Open.. Chrl+0 . .
By cose 1. New: - Ctrl + N is short key of new drawing.
% Close all .
D s s = Button bar ¥ §9 new W click #% s9 w@id
B saveds. Ctrl+5hift+5 a
Sl Save fs Template... é I
* File menu® new command TR click &% |
Acguire Image 4
i Inpt... el 2. New from Template: - 39 option @I use new
Expoart... Chrl+E
G Ewotro offes.. drawing open @31 @ felv fdar &rar @ WX @ option
Send To 3
o . -+ | new connand ¥ different 2 |
Print Merge ] -
& rerevon. = gad Usd ¥ default 59 template & Eed 2|
=7 Print Setup...
{,% Prepare For Serwvice Bureau. ..
fms  Publish To POF...
Publish Page Ta ConceptShare. ..
Publish To The Web 3

Docurment Properties, ..

Open Recenk 3

B Exit Alt+F4




10.

a9 3MU selected template &1 print preview <@HT 4@d =1 dl

dialogue box @ include graphic radio button TR right (V) click &% set
P |

. Open: -9gdl ¥ §-1 g3 drawing open &¥+ & ferg f&ar smar 2 |

Ctrl + O is short key.

. Close: - Drawing @& §v€ &~ @© fely SHU®T use & @ |

3R file save &Y 2 dl corel draw @I S9 drawing @l close ®34 ¥ Uga

save &I option 3T save BT Bl Al yes ®X {T&I dl no button TR click
P |

. Close All: - a+ff @ell g% file &1 U 412 close &A1 & fely g9 option &1

use 8IdT © |

. Save: - f&:fl drawing @1 save @31 @ folv $0 option &T use Bidl = |

Ctrl + s is short key

Version: - Save @1 T8 drawing &T version show 8IdT 2 |

MR 3MY drawing @ other version #§ save &XAT dT8d & dl option WX
click ®x version select & |

Upper version @ drawing @1 lower version #§ -8l @iel &d @ |
Thumbnail: - I8 option save drawing @ thumbnail color @I show &=dr

2|
Save as Type: - Corel draw # drawing &1 3mu f&dl other format & +#i
save & ddhd 2 |

Drawing @1 other format # save &3+ & feT¢ I&T ¥ format select &Y |

. Save As: - Save @I g file @1 fH other Name & save &3+ @ folv 9

option &T use AT SIaT 2 |
Ctrl + Shift + Sis short key

. Revert: - Drawing § &I 3 vadl Il goR <81 W&dl 39 condition §

revert option ®T use &Idr & |

. Import: - f&xl Y JPG image &1 open &1 & Y ST use A 2 |

Ctrl + 1 is short key

Acquire Image: - f&ft #i drawing @1 a1 image &1 scan & &
forg &3 2 |



11. Export: - f&ft #i drawing ®#1 JPG image ® save &% & felv sH®T
use &Xd 2 |

= Ctrl + E is short key

12. Export for office: - MS-Office word # & file @l corel § @9 &
foTe s9®T use ®xd B |

13. Send To: - Drawing @1 f&<fY location & send &1 & fou sH®T
use foar wrar 2 |
i following option show &f—

= Compressed (Zipped Folder)

= Desktop (Creat Shortcut)

= Mail Recipient

= My Document

= Mail

14. Print: - 9<If g% drawing &1 31 file &1 Print @9 @ fou g¥a&T use
XA B

= Ctrl + Pis short key

15. Print Preview: - s=fI g3 file &1 print preview 3@ & fay sa&r
use dXd o |

16. Print Setup: - Drawing printer @1 set &34 @ folv sd®T use fHar
SITaT R |

" Printer @I setting %1 @ fely print setup dialogue box # properties 4R
click & |

17. Prepare For Service Bureau: - 59 89 drawing &I print @ feIg
Aold 8 df $9¥9 use fdUu font &1 print 781 feedar, 99 drawing @t
design change 8! I&dl 2 |

= 39 option & use ¥ AT U drawing & 11 use fdy font &1
export X ddd © |

18. Publish To The Web: - Drawing &I webpage @ ®4 # export &3+
@ fere foar simar 21

= 39 option ¥ drawing &1 web ¥ connect ®X "&Hd B 3R internet
browser @1 help ¥ 3@ d&d 2 |



» 3 Option ¥ &7 drawing @ webpage ®®U # export X ddd 2 |

19.

20.

a) HTML

b) Flash Embedded in HTML
c) Web image Optimizer

Publish To PDF: - f&ft i drawing or file @ PDF & convert &<+

@ foIu 39 option &T use ®xd 2 |

Document Info: - Drawing € related information &I show &34 &

foTe 39 option @1 use foar waT 2 |

Edit Menu: -

1. Undo: - Drawing § <1 last effect @1 clear %91 @ feru fopam simar €
m Ctrl + Zis short key

(]

Wisw  Lavout  frrange  Effects

Undo Fill Chl+E

Redo Duplicate Ctrl+Shift+2

Repeat Fil ChrlHR

Cuk Chrly
Copy Chrl+C
Paste Chrl+y
Paste Special,..
Delete Delete

Symbal

Duplicate Chl+D
Clone
Copy Properties From, .

Step and Repeat...  Chr+Shift+D

Crverprint Qutling

Crverprint Fill

Select Al
Find and Replace

Insert Barcode, ..

Insert Mew Object. .,

Properties Al+Erker

2. Redo: - Undo command @ effect @1 clear &3+
@ forg 39 option ®T use f&ar ST 2 |

= Ctrl + Shift + Z is short key

3. Repeat: - Repeat means &isv=T slar &1 last

command &I repeat &31 @& folv 38 option &1 use
NG
= Ctrl + Ris short key

4. Cut: - fedl ft text AT object &1 cut HA WX d8
gt place ¥ replace 8 W@l 2 3R A curser &I
help & 3rd-l STBTIUR paste X Add B |

5. Copy: - f&dl document # text AT object &1 copy
31 WX 9@l duplicate copy X dHd B |

= Ctrl + Cis short key

= Cut or Copy @31 UWR text or object keyboard &1
memory # 3T ST = | keyboard @ memory § sReIm=fl

memory 8Idl 8 IS last copy & cut @I copy @l save
@Y 2

6. Paste: - Cut or copy f®T U text or object &I f&=fi other place &} ¥@=
@ forv paste &3d 2|



= Ctrl + Vis short key

7. Paste Special: - 39 option & 3mg f&=f text, object or image & link &
w9 H paste dxA @ ferv fpar wirar 2 |

= fHelY other application @1 object @ ®u ¥ Wiel Gdd 2 |

8. Delete: - Select f%u gu text, object or image &I gcH & fay delete &1
use ®Xd 2 |

9. Symbol: - 39 option & use & symbol IR & &1 & ferv foar wrar 2 |

= 39 option ¥ 3T new symbol FIR &R THd 2 |

= 39 object @ symbol I9THR set B Adhd 2 |

10. Duplicate: - 39 option @ use ¥ object T duplicate dIR & @
fore foar wmar 2

= Ctrl + D is short key

* ¥g option ddd object R & Hrf Hxar 2 |

11. Copy Properties From: - 38 command &T use f&fl object &1
properties &1 gER object ¥ AR w7 @& fery fovar wirar 2 |

» 39 dialogue box # IR button B4 21 3y 379 4 o9 9aR @ effect
®iI selected object UX @R &A1 Ar8d = df 9 right (V) click 4 ok @ |

= Black Arrow Show @I T iy 39 object ¥ & W& mouse button ¥
click @3 fS @t properties ®1 select f%y Y object R @R ®=AT aTRd
2|

12. Overprint Outline: - 38 option &1 use object @& outline &1
overprint ® w4 ¥ set & & foarv fovar wimar 2

» Jg option @ Felm w19 object select BT |

13. Overprint Fill: - Object ¥ WX 8¢ I &I overprint® ®©U d set =+
@ ferg foar <imar 2

14. Select All: - @Y drawing &1 T& w11 select 1 & felv use &vd
2|
949 4 Option Show 81—
a) Object
b) Text
c) Guidelines
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d) Nodes
» 59 option &1 U® w1 select HIAT a18d & S option WX click X |

15. Find and Replace: - 31 option &T use generally find 39 3 S9
9ge @ forv ghar 21

= Corel ¥ $H®I use 3T A8 A BNIT|
= 3" 5 option show 8 |
a) Find objects
b) Replace objects
c) Find Text
d) Replace Text
e) Recent Search
a) Find Objects: - 38 option ®T use object &1 @ioid & forg faar smar 2

b) Replace Objects: - 38 option &1 use object &I @WTHY IW AT object #
9o+ @ fore forar wimar 2 |

c) Find Text: - f&=dl text &1 @Wiow & fau 39 option &1 use fwaT SITaT 8 |

d) Replace Text: - f&b=fl text @ @WIWHR S new text & AT dea+d & fov
foar wmar 2 |

e) Recent Search: - 39 opion # document # afi—arfi search feu g
object or text show &xdr 2 |

* 3R 3MIA document § fHdl 9HR &1 search & fear @ a g option
active 21 BT |

16. Insert Internet Object: - Internet ¥ related object &1 insert &34
@ forv 39 option &1 use BT 2 |

17. Insert Barcode: - 39 option @I use arcode insert &x4 & ferg &iar
2|

" 33 option @ use | 3IMMY I3 YHR & barcode insert & Add o |

» Barcodes lines &1 8T group &har & o™ through fadt it thing @
code, Rate & number show sid 2 |

18. Insert Object: - f&:f1 object @1 insert w31 & faIy 39 option &1
use BIdT @ |



» 39H AU other program H prepare f&y data &1 o w4 ¥ direct corel
document & embed &Y Hdhd 2 |

19. Object: - Insert f&T object # change #39 @ felv 39 option @I
use BIdT @ |

20. Link: - I8 option insert f&¢ ¢ document @& link @ show &1 &
fere foar wmar 2

» 39 option aHI active 87T <19 My fHAT text or object @1 link @ w®u #
insert or paste ®xd 2 |

View Menu: -

1. Simple Wireframe: - Drawing @& view show &34 & fau sd&T use &vd
2|

= Corel ¥ fodlY Hft ydR @ drawing @ view 5 types & sld a—
a) Simple Wireframe
b) Wireframe

c) Normal
d) Draft
e) Enhance
, , = Simple Wireframe & Wireframe # drawing only
Lawout  Arrange  EFfects Eltl
Siple irefrane wireframe @ w4 # show f&ar Siar @ 399 drawing &1
Wireframe . .
ot original look show =&} &rar|
E”;“‘a'd » Draft or normal §# drawing &1 only general look
Enhance:
[] Ehange it v show grar @ wI4fd enhance # drawing &1 original look
Full-Sereen Preview Fo ShOW gﬁ-ﬂ' é‘ I
g Prewview Selected Only . .
Page Srtr View 2. Full Screen Preview: - sd®1 use drawing T

e @1 preview T screen WX show @A @ ferg fHar wmar 2
Rilers

o = F9isshort key

:hd' : 3. Preview Selected Only: - 38 option &1 use only
el Roloyer selected object ®T preview 3@+ & ferg far smar 2 |
Snapte Gl ! 4. Page Sorter View: - 38®T use drawing & i

Snap to Guidelines )
Snap to Objects Atz page G| Tdh HIo show &4 & ﬁ"l'q DA D

Dynamic Guides — Alt+3hife+D

Setup 4




a9 918} e @ forw fR | page sorter view option WR click &% |
Ruler: - I8 option ruler @1 show 3iiX hide &%= @& forv fdar wmar 2

. Grid: - g option drawing # grid &1 show or hide &1 & fau fear

ST 2
Grid & corel §# work @33 # help gl 8, 3899 only drawing or object
@1 manage &} Add ©, I8 line print & show & &It 2 |

. Guidelines: - I8 option Guidelines @I show 3R hide &1 @ forv faan

ST 2 |
I8 guidelines Y grid line & @3& corel # drawing @I simple ¥9I9 o
help &l 2 3R only drawing or object @ manage &<l = |

. Show: - 3G¥ 5 option show 8Id 28—

a) Page Border

b) Bleed

c) Printable Area

d) Overprinted Object

e) Text Frames

341 5 option @I show or hide %1 & felu s®T use 8idT 2 |

Page Border: - 39 option &T use page border @ show or hide &34 &
fore fopar wimar 2

Bleed: - 39 option ¥ page & 4RI 3R doted lines show &I |
39 page border &1 &cTdY 39 option T use R THd B |

Printable Area: - Print I3 area &1 set &3+ & foIv &I use fHAT SITAT
2
394 page @ dRI 3R double dotted line show &I3ft |

Overprinted Object: - 39 option @&T use over printed object &I show
hide &3 @& ferg foar simar 2

IR 31U 59 option &I hide ®x¥d @ @ overprinted object I} &y Y
&1 &1 effect show &Y BT

Text Frames: - 399 text frames &1 show or hide f&aT <imar 2 |

I8 option ¥ BT text &I text frame §9ITHX type &Xd =& d I8 frame

&1 doted line gRT show &xdrT 2 |



9. Enable Rollover: - 3FR 39 rollover command &T use &3AT 918d & 3N
command work T8 & 8T a9 39 option WX click % 398 highlight &% |

10. Snap to Grid: - 31 option @&T use f&<fY object ®1 grid lines @& &Ter
snap 31 @ for Bidar 2 |

= Gridline horizontal & vertical @ w4 ¥ show &It 8, 39 line ¥ center &
& fix snap giar 8, fo M9 U TWHAR &9 AT AT B Gdhd @ |
sa® foIv view menu # grid & ruler setup option aX click @Y |

11. Snap to Guidelines: - Object @1 guideline @ |11 snap 1 @& fov
sadT use fhar wrar 2 |

» W9 guidelines show &I @l I8 option work &R |

» Guideline horizontal or vertical ® ®9 & aidl 21 9 lines &1 &U¥ AT
9i¢ & ruler 9 faraax} fear # A= e o= de & |

» g lines by default blue color @t &It 8 St select ®39 @ 41 red color
@ 8 Wl 81 Guidelines &1 color select 31 @ fav view menu ®
guidelines setup option X click & |

12. Snap to Objects: - Object @I f&T other object & 121 snap &=+
& foru sa@r use fpar wirar 2

= Ctrl + Vis short key

» Object &I A T—3T node H# VT HI1 & foIl¥ view menu ¥ snap to
objects setup option 4X click ¥ |

13. Dynamic Guide: - Dynamic guide lines @ show or hide &4 @
fore fopar wmar 2

All + Shift + D is short key

= Dynamic guide lines 84 f&dl i object @ dIR &A1, align &=+, move
H H help &l 21

399 object &1 angle or direction &1 9dT & IdT 2 |

3 line a1 show =il 8 w9 amu §° f&M drawing object & Hux 41
9T AP S 2|

3 lines @1 set &1 @ folv view menu # dynamic guide setup option
TR click ®Y |
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Layout Menu: -

Arrange  Effects

1. Insert Page: - Corel draw § new page add &3 & ferg

- e s option &T use BIdT B |

B . » Jif~aw page WX WM @& fay page down and first page
8 wotoracn. R W1 @ fau page up key &1 use &Y |

EF Sthpgou 2. Delete Page: - Corel draw @& page &I delete 31 @
H eesdaert | 0 39BT use fpar oIdT 2

Corel draw ¥ 3y &gl | *fl page gcr dad 2 |

gl AT |1 9 3AfS® pages @& Us AT &I dled & dl delete dialogue
box # through to page option 4X click ¥ |

Rename Page: - Page @ A9 @l dcas @ fo¢ use foar wimar 2 |

Go to Page: - Page down or page up | only first and last page 94X <t
dhd B 1 3MUA UfeBd page R WM @& fel¥ go to page option WX click
B |

. Switch Page Orientation: - Selected page &1 orientation g9 @& foIu

fopar Simar 2 |

Orientation are of two types: -
a) Portrait

b) Landscape

Page Setup: - Page &1 layout set &34 @& folv 39 option &1 use f&ar
ST 2 |

Layout Menu ® page setup option & setting # changes &% d®d @ |
Guide line, ruler, workspace & related setting % d&d 2 |

. Page Background: - Page @& background @I set &34 @ fau 9 option

®T use BYd = |

Background 8¢ @ faIv no background option TR click ®X |

Colorful background @& fe1g solid, image or design @ ferg bitmap option
9X click ®¥ browse WX click % | import dialog box & background fil
select &% ok WX click &R |

Arrange Menu: -




1. Transformations: - object & MdR T RAfa &

Arrange | Effects  Bitmaps Text Table Tod
" P '| %@ @1 transformation P&d &1
s and Dttt > * Object @ size 9 position ¥ changes @& fag
Crder 3
% o awe | SHDI use BidT B |
i Ungroup Chrl+U . . .
& ngrous Al = Followings are transformations option:-
l-?l'fl Break 4 Objects Selected Apart: Chrl+k a) POSition
B Lotk b) Rotation
c) Scale
Shaping 4
n::j: Convert To Curves Chrl+0 d) Size
e) Skew

a) Position: - Objection @ place @I change &34 @ foru far <irar 2 |

o Alt + F7 is short key.

o 39 dialogue box # relative position option ®T use ®X position change
Y ADhd B |

o fedl changes @1 duplicate object 4R apply &A1 argd & dl apply to
duplication WX click @Y |

b) Rotation: - Object @1 rotate ®x1 @ f&T¢ 39 option &T use 8IdT 2 |

o Alt + F8is short key

o Dialogue box & relative centre option &T use @& object &I gAT "&d
2|

c) Scale: - Object @ size @1 change &3 & fa¢ 39 option ®T use &Xd 2 |

o Alt + F9is short key.

d) Size: - sa®T Y use object @1 size change &1 @ feru favam <TaT 2 1

o Alt + F10 is short key.

e) Skew: - Object @ shape &1 change &34 & foru foar Sar 2

2. Clear Transformations: - 39 option ¥ object @ 3M®R 9 Retfad # Iga@
BT @ |

= Object & arfa® Reafad & a9 @ v 39 option &7 use &4 2 |

3. Align and Distribute: - Object @I f&dl &% & de &1 & fov fear srar
2|

» Object ® &% 4 A< H1 @ forv following option &T use &Rd B |



a) Align left

b) Align right

c) Align top

d) Align bottom

e) Align centers horizontally
f) Align centers vertically

g) Center to page

h) Center to page horizontally
i) Center to page vertically

4. Order: - Object & SUR—A & &7 d§ 4 HA » foIU BT use fHpar
ST 2
" SHPI use ds JHR 4 HY Hbd 2 |
Followings are Types: -
a) To Front: - Selected object &1 ¥+ objects ® &WR @ & fav|
Shift + Page Up is short key.
b) To Back: - Selected object @I @l objects & a4 aH & ferg |
Shift f+ Page Down is short key
c) Forward One: - Selected object &1 T® step HUX dM & foIv |
Ctrl + Page Up is short key
d) Back One: - Selected object @I U@ step a3 & o1 @& faq |
Ctrl + Page Down is short key
e) In Front Of: - Selected object @I f&l other object ® IR & WM &
ferg i
f) Behind: - Selected object ®1 f&l other object ® a4 & WM @ ferv|
g) Reverse order: - Selected object @ &# &I Scicd & foU |
» § 41 &I 9 3IfSra object select 8 W $UX @ object &1 A 3k =
@ object B HUI 3T SITYIT |
5. Group: - &3 object, drawing &1 T& group # &1 @ foru faar Smar 2
Ctrl + G is short key
6. Ungroup: - Group f&¢ 8T object &I ungroup &34 @ feru f&ar Simar 2 |
Ctrl + U is short key



7.

10.

Corel draw % group # group 8 d&dl 8 I8 command only & & &R
9} ungroup B, afe AT group & AHI parts &l A T—A T BT dATadd
2 dl ungroup all command &T use &Y |

Combine: - Corel # &3 line, curve or shapes &1 fAdT®R T& object 991
HHhd B |

Ife e object T TEY & HUR I =, df 39 field &I ¢ object ¥ 4
gl fear sirar 2 3} | &1 I @reft 8 Wi 2

Ctrl + L is short key

. Break A Part: - ®3 lines, curves and shapes &1 fdi®X U& object g1

Had © SR 99 gY object @l dlis dad = |
Ctrl + K is short key

. Lock or Unlock Object: - f&3ft object &1 SU® ada™ w9 WX lock &%

Tdhd & | Y SS9 object H1 SU ¥IH ¥ 7 &l Gdd @ 3X 7 delete &%
Thd 2| 3R T &) SUBT shape 9€aT ST ATl © |

amu fedl object AT HY objects & group @1 lock & FHA 21 changes
&+ @ forv ugadl unlock &AT UM

Shaping: - Object @I new shape ]9 @ fau sE®T use fwar wmar
21 399 §I a1 g1 9 31fera objects ® gRT 74T object 99T A&d 2 |
Object &l &3 YdR d dIR &R Add = | following option are show

a) Weld

b) Trim

c) Intersect

d) Simplify

e) Front Minus Back

f) Back Minus Front

g) Shapping

a) Weld: - Weld means SIIS¥T AT SI®T < 11T |

o BI AT & ¥ 3fer® objects B SISHY Y AT object 4T THd 2 |

o $9¥ object @I WIeH & q1§ dis -8l Add |

b) Trim: - f&xfY object H1 ®IedHY SV AT shape 7 THd © |

c) Intersect: - Intersect means & s HRAT AT U AR $I CUt HIAT |



o 39 option & use | 3MY & AT &I A 3AfF objects &1 use > ITD
g &1 THST BIc Gahd 2 |

d) Simplify: - 39 option & 3my feft Y object H1 cut > S/ TH AT
shape @ W&d 2 1 39 option @T use trim option @ dxg & fear g 2 |

e) Front Minus Back: - 9 option @ use & f&fi *ff object @1 ®HrcHr U
Y% 94T shape € 9&d © |

o U HW dTdd object #1 A aTel object & IFAR BTl WATAT © |

f) Back Minus Front: - @& option front minus back command &1 opposite

2|
o 399 A drel object &1 HUX aTdl object d ITAR HICT ATAT 2 |

11. Convert To Curves: - I8 option text @ object # g & foru
fopar wmar 2|

= Textd e Hl object ¥ dvg H HX AHd 2 |

= Text ®T shape 3 size font & ITIR 9T @al 2 but I8 font WX
depend =gl gaT|

= Ctrl + Qis short Key

12. Convert Outline to Object: - Outline &I object # change &1 &

foTu g1 use BI4T 2 |
= Ctrl + Shift + Q is short Key

Effect Menu: -

1. Adjust: - 3H®T use image &I adjust &< & fag fean

s | a2
Caree : *» 39 command ®T use s YHR I fHar omar 2 |
— » g9 &g option Bld 28—
e ot a) Contrast Enhancement: - 9 option &1 use image #
o contrast (a9®) & 9 AT SATRT S @ ¢ fpar ST 2 |
B o Dialogue box & contrast @ set &% d&d 2 |

- o b) Local Equalization: - Image &1 equalization &4 &
et




c) Sample/Target Balance: - Image @ color &1 change &34 & felu sH®I
use foar wrar 2 |

o 399 3MY sample § a8 color select &R o4 3MU change &=AT drgd @
3R target ¥ a8 color select # fSrg® w121 change &=-T aTEd @ |

d) Tone Curve: - 39 command &T use image # lightness or darkness show
A @ foag foear wimar 8

o ¥ 3T curve & ATEIH ¥ image # lightness or darkness set @& d®d
2|

e) Brightness/Contrast/Intensity: - 3& option @ use ¥ image #
brightness, contrast or intensity set &1 @ fau 2 |

2. Transform: - 9 option ¥ image 9 object &1 shape change &3+ a1
98l ®U A changes @ ferv foar wiar 21

= The followings types are: -

a) De Interlace: - 39 option @ use | image @ pixcel &} fa@z+ & forv
fopar <imar 2 |

b) Invert: - 38 option &T use image @I Sceel A & fa¥ & 2 |

o 399 select fT Y image X different type &1 effect show gIT |

c) Posterize: - 39 option ¥ image @l posterize 31 @ oIy &=d 2 |

3. Correction: - Image @1 graphic § change &3 @& foIU SH®T use & @ |

» 3UY image W gd d skrtch @ effect ST~ &R ¥&d 2 |

» Dust & Scratch Dialogue box ¥ JmaeasdaR Aeds 9 radium i
value enter &% d&d 2 |

4. Artistic Media: - Artistic Shape TIR &3+ @ forv sd®T use fHaT Sar
2|

» gfy 3y fedl rectangle, circle & lines @1 artistic shape # change &%
gad 2 |

5. Blend: - Blend means t@& ¥R &I fiar 2 |

» I AT 1 ¥ 3@ objects ®l T W ¥ fiaq @ feg fear sman 2

= Blend panel # number of steps # blending &1 W&aT enter &Y |

6. Contour: - Object & contour & &1 @& feru fpar war 2 |

" 39 contour centre # inside # 3R outside # set & THd B |



= Dialogue box # effect field ¥ contour & &= @1 g3 AR steps field 7
contour @I G&AT enter &Y |

7. Envelop: - Object &1 envelope @ ®9 ¥ §911 & feru fovar <irar 2 |

» 33 option ¥ AT object &I envelope @ ®U H AN T YHR Bl
shape # 4IR &x ¥&d 2 |

» If& 39 39T TWTTER shape 39 & fely add new button 9= click & |

8. Extrude: - 39 option &1 use object &1 d1@% @1 MR AP & foru foar
ST B |

= Object @ extrude &= & d1g HI S¥H changes &Y W&d 2 |

» Extrude panel # ST®x edit button 4 click &%, 3D lines show &I |

» 319 color wheel & colour select X |

9. Lens: - 319 command ®T use image WX lens &1 effect sta @ forv foar
ST 2

» f3 image R 31U lens @7 effect ST A1@d @ S9 image &1 import
N |

= Lens Pannel § drop-down box & lens &1 type select & |

10. Add Perspective: - Perspective means ¥@®u | 39 option @ use 9
MY object @1 -1AT shape @ &d 2 |

» 33 object WR red lines &1 graph and object @ ARl ®IFl 4R T& Bler A1
box &1 SITaT 2 |

11. Power Clip: - 9 option @ use & f&fl image, graph or object @i

feft other object # wiisd @ forv fovar wimar 2 |

ygd image @1 import @ fR U object (Rectangle, circle) IR &

fSrH image 3@AT 4Ar8d @ |

fo<ft image @1 object ¥ fdl fAf¥=@a e W) oA @ fag effect menu

A power clip & edit contents option 4R click & f%X object edit &1

ST 3R AT image &l object & AR set X Add o |

editing ®1 finish &1 & fau effect menu | power clip # finish editing

this level &R click &% |

Image &1 object & e T &+ @ foIv s select #Xa effect menu 9

power clip # extract content 4 click ¥ |



12. Rollover: - f&=fY text or object &1 roll &1 & forw sa®T use fwar
STt 2

= Rollover @ 3 types ¥ set &xd 2 |

a) Normal: - 519 mouse pointer &I I¥d HUX § AR Il 8 A9 pointer
ATERYT button & ATHIE 8T 2 |

b) Over: - $HH T4 mouse &I SHD HUX FHART WAl =& dl I AT I8 DI
A% el BIAT B |

c) Down: - $HY S mouse &I SHD HUX A AT SIrdl & dl Ig T Bl
A% el BIAT B |

= P

» Rollover @ effect set &%= & foiw 3T fay ¢ drop-down list § Sugaa
option URL, Sound Or Bookmark select & |

= Roller editing finish ®x1 @ 491§ rollover @ effect &1 show &34 & forw
view menu # enable rollover option TR click & |

13. Clear Effects: - f&3f1 object # sTad Y effect @ effect &1 finish
H ® U g°dT use fopar wimar 2 |

14, Copy Effects: - 38 option @ use ¥ STel U effect &I copy HH &
forg foar srar 2

* U% 8l object R &3 UHR & YHIG Sl WId & | effects &1 copy v+ @
fore g1 use foar srar 8

15. Clone Effects: - clone means T& Y&R &I duplicate GIR &AT 8 |

» 33 option &1 use object TR STal T effects T clone 4AR &34 & ferg
fopar <imar 2

= I option copy effect option @1 a<g @I B |

= g9 A difference I8 2 6 s89 copy fau effect &1 @ad clone daR
BT @ |

» SEfd copy effect § w+i effect copy IR Y object R @R[ Bid |

Bitmaps Menu: -




Iext we s w1 Convert to Bitmap: - Image @I bitmap # change
' & B I 39T use giar 2 |

» 39 dialogue box ¥ option &T AETIHATHAR

select &Y |
s Clr sk * |mage @ foTU color option | color select &X 3iix
e *| resolution option & resolutions select & |

Inflate Bitrmap 3

2. Edit Bitmap: - Image @1 bitmap @ ®©4 # edit &=+
& foru sa@1 use fpar wiraT 2 |

* |mage WX double click #x® I a& option &a
gad @ |

= Alt+ F4is short key

" |mage # f&HU Y changes ®I save &34 & feu
save dialogue box show 8T, yes button 4 click @&
changes &1 save & |

= Ctrl + S is shortkey of to save the change after

[ |
=g
* ¥ w w w w w w w w ¥

Plug-Ins

closing the image.

. Crop Bitmap: - Bitmap image &1 cut %1 & forv fear wimar 2 |
Bitmap image # convert &% fiX shape tool ¥ image &1 cut X SHBI
9rEdl IRT set B | A image set fHY U I3 & ITUR set &
SITgY |
Image &1 set f&T Y points & FTAR e & foIg bitmap menu 9
SIT®R crop bitmap option WX click &¥ |

4. Trace Bitmap: - 389 command T use image &1 bitmap @ ®U # trace
H3 @ fore fopar smar 2

S99 bitmap image ®1 outline @ w4 # trace &) d&d 2 |
g foIv bitmap menu & trace bitmap option 4R click &Y |

. Resample: - 39 option ®T use bitmap image @ 3M&R AR resolution #
changes %11 & forg febar wimar 2 |
I8 command only bitmap image 9 21 &M HRIT| FUH U8l image Hi
bitmap image & convert &% |



Resample dialogue box & image &1 new shape and resolution enter

d¥d ok IR click ¥ |

6. Mode: - 39 option & use & 3MU bitmap image &1 different-different
mode # set & AHd B |

" 9 3119 image @I coral draw H insert #%d @ dl S¥&T mode §8 I &l
Thdl 2 | s 31U fhyd fedl other mode # set &% U&d 2 |

7. Inflate Bitmap: - Inflate means BT B4 2 |

» 39 command ¥ 3T bitmap image & HATHI SHBT TRRT TeDd B |

= 399 §I option how &I |

a) Auto Inflate Bitmap

b) Manually Inflate Bitmap

Image &1 SUd §d ATHR H @A & fely auto inflate bitmap option &1

use & |

If& 3T image &1 IS Hd AMGR A I8T HAT dr8d @ df manually

inflate bitmap option ®T use & |

» Dialogue box & image @I width or height enter #x@& ok 4 click &% |
3mg width or height &1 %age # *ff enter X d&d 2 |

8. Bitmap Color Mask: - Image = bitmap color mask e*I<l & foIu ST
use BIdT @ |

= Bitmap color mask dialogue box & color select #¥ 34 image UX @[

B Ahd 2 |

594 colors @l show &1 @ feIg show color option &1 select &X |

= different — different color select &% @& feig window # f&¢ ¢ color
selector Or edit color @T use @ | Tolerance set @@ apply button 4=
click & |

» 399 selected &Y Y color @ IAR mask image 4R apply & STEIT|
mask @1 save &3 @ felv save button WX click & mask &1 geq @
forg delete button 9= click @Y |

9. Break Link: - 39 option @T use bitmap image @ link @I break 39 @
ferg foar wmar 2



I8 option @1 & HRIT w9 MU fHdAr bitmap image &1 link I91@%

import &R |

» Link @1 disa @ forw bitmap menu & break link option TR click &% |

= Ctrl + lis short key of import command

» |mport dialogue box & link bitmap externally option 4X click &3
image &7 link 99T T&d 2 |

» Link f$T ¢ image ®1 update 31 @ ferw update from link command
BT use d |

10. Special Effects of Bitmap: - Corel draw @& 9 option & 314
bitmap iR |8 faeiy y&R &1 effect STa G&d 2|

" |mage WX 39 effect &T use &@ 3T image B UHh AT ®Y § Adhd B |

= Different — different types @ effect &1 9sTa i 3e1 2 |

a) Page Curl: - Curl means ggxrall 99T | $9 option &I use curl 94 &
forg fear <irar 21

o @I use v & faIv bitmap menu # 3D effects # SITHR show BT |
b) Sketch pad: - Image @1 sketching &%= & fog fear wimar 2 |
o U®I use v @ foIv bitmap menu # art strokes & sketch pad R click
N |
o f&ft image @1 link 999T®% import %9 WX special effects related
command work FgY &1, gaa foru break link
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Paragraph Forrmatting
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&) eropcep.. 1. Format Text: - 39 option &T use ¥ text &I
bl Edit Text... Chrl+3Shife+T
Insert Symbol Character Chrl+F11 fo rm at m $ m m-r \_yrm-l- % I
Insert Formatting Code 3
Yk Lot To path = Ctrl + Tis short key
Aa  plign To Baseline alt+F12 . R
Pl * Format text dialogue § @3 tab fag 77 2,
Paragraph Texk Frame ] . .
R s9®T1 use different-different work @ fere fear
= Hyphenation Settings... a—m-r
Wwiriking Tools 3 é I
B e a) Character: - 92 tab text @ character option
a Change Case... Shift+F3
e @1 show &xaT 2 |
2 Texk Statistics. ..
T Show Mon-Printing Charackers Chrl+Shift+C
whatTheFant?!...
= Font List Options...




o ¥& | 3MU character @ font, font @ size and font style select & d&d
2|

o $9® 34l 3MMU character @1 underline, character @1 upper case,
lower case I set &) THd B |

o character @I base line § $UR— &=+ A1 349 fHHAT angle ® g9 &
fere dialogue box # shift option &T use &R |

b) Paragraph: - I8 tab paragraph option @1 show ®Xar @ sa# 39
character ®T alignment set #3191 @ fa1¢ alighment box # | alignment
select &Y |

o ufe amu character and word @ 4 space <91 dr8d & @ character &
word option ®T use & |

o ufe My paragraph # lines @ €19 space <+IT 9r8d @ dl line option &1
use X4 ® |

o Character @1 direction set @39 @ feTu text direction ¥ orientation
option select & |

c) Tab: - 399 M9 text & foU use fby WM aTal tab @1 set R I&Hd = |

o New tab et @ forv add tabs every button TR click &% |

d) Columns: - ¥ tab text & columns &I show &= = |

o 39 tab ¥ 3T selected text & 3rel ¥ T—31el’T column ® differenciate &%
dbd 2 |

o taxt &1 column # differenciate %9 @ fefg number of columns field #
column @1 value enter &Y |

o ufe Ay column &1 width equal &=+ ar8d @ @l equal column width
option WX right click show @Y |

e) Effects: - 98 tab text & effect &1 show &=dT 2 |

o 39 tab gRT MU selected f&y T text 9X bullet OR drop cap @91 A&
2| 39 foru effect type field # bullet OR drop cap @7 option select
P |

o Bullet option select #%d & @l SU® «Id bullet @1 font OR bullet &1
symbol show 81T |

o Size field @1 value seT®x bullet @Y size &1 T&d 2 |



Drop Cap Option # dropped lines option & 34 drop cap @ feT¢ lines
P value enter & ddd 2 |

. Edit Text: - 99 option T use text § change &1 @ foru foar <rar 2 |
Text Menu ® edit text option 9X click & |

Ctrl + Shift + T is short key

Edit text dialogue box & 3 text & changes &) d&d 2 |

. Insert Character: - 39 option &1 use character @i insert &34 @ foIg
fopar <imar 2

Coral # text type @¥d time 1 &® QA character @1 W&xd sidl @ ol
generally keyboard ax <I€1 gId | 39 faQ insert character option &1
use & character @l text # T " 2 |

g fery text menu # insert character option WX click % I8 option
corel window @ right side # show gldr 2 |

. Fit Text to Path: - 39 option @ use ¥ text @I selected path @ AR
set wxA @ forg fopar wimar 2

$9® use ¥ 31U text b1 fHHAY ling, circle & W1 S€® IJHER 9T Habd
2|

@ fey text and object IIHT @I 4TI select &Y 5™ 319 path # set
$AT d8d © |

39 text menu ¥ fit text to path option 4X click &%, s9¥ text selected
f%T object & STJER set 8 SITQT |

39 text Bl FWITIAR HU—Id, JT—dI¢ set HY dhd @, 9P fely
toolbar WX faU MY T3 T tool BT use HX |

. Fit Text To Frame: - 39 option &T use AU text dI frame & ITEAR set
H @ for foar smar 2

$U¥ text B frame @ width , height & AR set & faar wrgam | s9a
forg frame OR text @1 select &X@ fit text to frame option ®T use &X |
I8 option only @ use BIRIT 19 text, text frame # &I |

. Align To Baseline: - 38 option &T use text @I base line & 3UR set
H B feore forar wmar 2



" $Hg IR text IR o1 dd 99T text dI baseline € $Hux a1 fid & ad
2|

» Text @l fx baseline & " @ felv align to baseline option &1 use
P |

» o9 text, text frame ®§ g @ ¥E option use M|

7. Straighten Text: - 39 option &T use text @l Hem set w1 & forv foar
ST 2

" $3 IR text R R Hd A text &l format H@ IH HIVT IR HHT

fear wmar 21 39 e @ Wem w33 @ fow straighten text option &1 use
fopar <imar 2 |

8. Writing Tools: - 38 option &T use text ¥ YaR &3 & ey far siar
2|

»= Text menu#® writing tool option X mouse pointer @ <R at
following option show &1 |

a) Spell Check

b) Grammatik

c) Thesaurus

d) Quick Correct

e) Language

f) Settings

a) Spell Check: - 31 option ®T use text @ words @1 check %11 & feg
fopar <imar 2 |

o Ctrl+ F12 is short key

o 39 writing tools dialogue box # 3tabs &I—
a) Spell Checker
b) Grammatik
c) Thesaurus
Spell Checker: -3a¥ text @ wrong word &1 replace with text box #

show f&ar Srar 2 |

o 39 wrong word @ forg right word @t replacement text box § show
forar srmar 21



o Wrong word &1 right word § change @31 @& faq replace button TR
click &% |

o 3k ®l BIsd & fely skip once option U click & |

o Word @I add &3+ & fov add option uR click & |

o Dialogue box & a@r A& @ oy close option U= click &Y |

b) Grammatik: - 39 option &T use text @ Grammatik mistake @I check
3 @ forg fopar wmar 2

c) Thesaurus: - 39 option ®T use text @ JuERff 3 vsgl &1 @IvH @
forg foar wimar 21

d) Quick correct: - 39 option ®T use Quick Correct option &I set & @
forg fopar wimar 21

o 39 option ¥ text# word @I wrong type &3+ uX coral draw
automatically &8l &% Qa1 2 |

o TUH IuPad setting &I right option &1 g1@ &Y quick correct option &1
set B Adhd 2 |

o I8 option Microsoft word (MS Word) @ auto correct option @ a3g &I
2|

e) Language: - 39 option T use language &1 g9 &34 & forg far sman
2|

o 39 option ¥ select language dialogue box show &1 8% language
list & language select % OK uR click & |

f) Settings: -39 option @&T use text & fov spelling § related option set
B & fog foear wimar 2

o Setting dialogue box ¥ 314 spelling & related more option set X Add
2|

9. Encode: - 39 option &T use text @i f&HT other code # change %1 &
forg foar srar 2

» fHY ft font # 3PS 9HR @ codes # fer@m wrar 2 |

= 33 option ¥ MY text ®w1 fHHAT other code § change &% &d 2 |

= Text menu® encode option TR click 31 &1 text encoding dialogue
box show BT |



= 33 dialogue box # ¥t codes &1 show @31 & felv other encoding
button 9 click & |

10. Change Case: - 9 option &T use text & f&l othe case &
change %11 & ferg foar wmar 2 |

»= Text menu ¥ change case X click @ dl change case dialogue box
show &HIT |

» Dialogue box & case select &% ok X click &Y |

11. Make Text Web Compatible: - 38 option &T use text @ web &
Iy 99 @ fore fear wmar 2

" W9 M9 paragraph text &1 web @ felu convert #3d & dl S text #
HTML editor gRT change &= d&d @ |

= Web 3179 text Y size fix size 10 & 48 point & &= s8Il 2|

= 3ad text style #fY default I<fid 3fiX text formatting accept <&l &Il 2 |

= Selected text 1 web @ I 91 & foU text menu # make text web
compatible option 4R click &% |

" 3IFR type fHT new text @1 Ht web @& I7 g9 ATEd 2 | 1 tool menu
# option command WX click @ | 84 option dialogue box show T |

" 319 text option # SIM®HR paragraph option select &% | 394 paragraph 3
related option show &I |

» 394 make all new paragraph text frames web compatible option =
right option set & |

= \Web compatible only paragraph text X & active glar 2 | 39 other
object X @] A8 &R Hahd o |

= Artistic text @ web v & 99T ST GHdar & dAIfe g bitmap &
99 behave &=dT @ |

12. Convert: - 39 option &T use text @l convert &34 & fery fopar
SITdT 2

= Coral draw ® 31U text &1 & YHR ¥ type AT set X Tdhd 2 |
a) Paragraph text
b) Artistic text



» 9 39 text &l frame d9THR type & & dl paragraph text dgar 2
3R SI9 text &l 94T frame & type ®xd @ dl artistic text dgdTar 2 |

= 33 option ¥ AT paragraph text &1 artistic text 3fiX artistic text @1
paragraph text # change @ d&d 2 |

= Text menu® convert option WX click &% |

13. Text Statistics: - 39 option &T use text ¥ related ¥+ type @1
A1 DT calculation &3 & fag fovar <imar 2

= gfe MU 39 option BT use text @l select dXd ®xd & d I only select
fHu MY text &Y information @1 calculation &1 show &R T |

» gfg s°9 command &1 use fHHY 1 text &1 select fou f9aT Hd © dl I8

document & a1 pages @ text @I information @I calculation show
BT |

= Text menu ¥ ftext statistics option U= click & |

14. Show Non-Printing Character: - 39 option &T use print 7 f&y
SIM 9t character @1 show @4 & foag fovar <imar 2 |

» Coral ®# amu fey Y character @@ non-printing character 91T ¥&d 2 |
s99 98 character print T2l 19T |

» 39 option ¥ Udr d«dr & f& non-printing character @i show f&ar =
2|

15. Link: - 399 option ¥ M4 Tl 3T 3T text block @ €= & link
show &Y d&d 2 |

= By dR B text Bl J -3 block § set w1 @& fo1v 39 block &
d1= relation show @31 & fau link command &1 use &Y |

» 394 text block @ size AR automatic & block | other block # set
Bl ST |

» Text block® &4 link show &9 @ fetg |1 text blocks &1 select ®=
text menu # link option X click & |

= gl text blocks @ €14 link ge™ @ fag text menu ® unlink option W=
click @ |

Tool Menu: -



1.

]
£y

&

i Palette Edior ...

Options: - 389 command &T use coral draw @I commands &1 set &=+
@ forg fopar <imar 21

Tool menu # option command WX click &Y |
Ctrl + T is short key

r—_ 2. Customization: - $9 option &T use coral draw

Qptins.. @ | @I commands @ customization &1 & forg fear

Customization. .,

Color Managemert... SITdT 2 |
et et " $UP §RT AU commands i ATTTIHATTAR set
N R GHA 2|
o e = g8 command option command & different @
o FIifd option command S AT ATIHATTAR
customize &l &} AHd T |

* Tool menu# customization command TR click

X dialogue box show & SITgIT |

Color Styles

Graphic and Text Styles Chrl+FS

Create 3

B runsoie.. 3. Color Management: - 38 command &T use

Macros ]

color management @ ferv fear <irar 2 |

39 command ¥ 31T 3R T—3HT device @ folv e T—3Tel T color scheme
set Y Ahd 2 |

Tool menu # color management command WX click & |

. Save Setting As Default: - 38 option ®T use §H1 YHR @I setting &I

default setting & set &34 @ folv &= 2 |

Corel # 3MU commands &I AU AR customize R set H Adhd = |
99 command @& through f&ar T work ywifaa srar € |

Ife 3 customize option @1 default U # set &==T @rsd @ dl tool
menu # save settings as default command @R click &% |

Customize option default setting @ ®4 # save & ST |

. Object Manager: - 39 option &T use object manager @I show &34 &

forg foar srar 2

S99 3MU use &1 T layer @ work @1 detail 3T T—3TelT page wise 3@
qad 2 |

J8T ¥ MY new layer create =1, layer @T name change &<, layer &l
delete =91 ¥ related work @) d&d 2 |



Object manager @t show &34 @ fely tool menu # object manager 4=
click &% |

. Object Data Manager: - 39 option &T use object data manager show
3 @ forg fopar wmar 2

I8 object data manager only @t work &1 W19 314 coral draw # fa=f
other software gRT data &I import & dIR B |

Tool menu # object data manager option X click &% &1 object data
manager panel show 81T |

Dialogue box & data open @31 & faU open spreadsheat button =
click &% |

Data @ field § change 39 @ felv open field editor button 4X click
P |

feT field § data @1 copy #%4 @ foIv copy data from option W= click
N |

foT field ®1 ge™ @ fau clear filed X I+ filed @1 geq & feorw
clear all fields button WX click ®% |

. View Manager: - 9 option ®T use view manager show @314 & feig
foar <rar 2 |

View manager §# zoom ¥ related tool 8id 2 | S9®T use @ 3ATY
drawing &1 zoom @@ ] Adhd B |

Tool menu # view manager option ¥ &H zoom tool & use &X®
drawing OR object & size & AT SATGT B hd = |

. Link Manager: - 39 option @&T use link manager show &9 @& fau fean
STt 2 |

Link manager RT 39 I8 & Add o fb fea drawing A1 object &1
link foear rar 8 3 R page & <@m T 2

Link manager &1 show @31 @ felg tool menu o link manager option TR
click ¥ |

. Undo Dockers: - a8 option undo Dockers show &xdT ® |

» Coral ¥ f&y ¢ step by step work @I 3G record f&ar SIar 2 |

Undo command @& &Y steps @1 g9 show fear simar 2 |
39 command &T use &34 & fel? tool menu § undo Dockers option W=
click & |



10. Internet Bookmark Manager: - 39 option @T use internet
bookmark manager show &3 @& ferg far wiar € |

= Coral draw ® 31U internet & bookmark OR symbol insert &% d&d @ |

* Tool menu® SIT&R internet bookmark manager option TR click &% |

11. Color Style: - 31 option @&T use color style &1 show

» Coral # amu different — different color style 99T H&d & MY Ugd d 94
8U color style ¥ changes &% ¥&d @ |

= 3+ color style @1 use &X¥® AT A fHf Y object # W= IHd B |

= tool menu # color styles option X click X 3R 389 command &1 use
|

12. Palette Editor: - $ option &T use color palette § changes &% &
forg fopar wimar 21

= Coral draw # color @1 palette & #r=d | set fdar simar 2 |

= Color palette gRT 3y fHxft Y yTHR @ color @1 select X IHH
changes ) d®d 2 |

" 3UH JAMY IATAHATTAR new color palette SATHY W save X Fdhd @
AR ygal | o+ fuddl color palette &1 delete &) ®d 2 |

13. Graphics and Text Styles: - 8 option &T use graphics Or text
styles @1 show ®x1 & fag fesar smar 2

= Coraldraw & use @& T3 Il YR & graphics OR text styles &1 34
panel ¥ show f&ar Sirar 2 |

= Ctrl + F5 is short key

*= Tool menu # graphics and text styles option 4X click ®¥ di graphics or
text palette show &I |

14, Scrapbook: - Scrapbook @t 31ef ta Ul book @ & fora® image
OR text etc & fausr™@r AT 2 |

= 3 option ®T use image or text etc @1 graphic @1 insert and show &34
@ fere foar simar 21

* Tool menu # scrapbook 4 mouse pointer @ ST | 389 3 option show
B |
a) Browse
b) Contents on the web
c) Search



» fpdl image Or text @1 browse &A1 918d = dl browse option select
P |

* jmage Or text @I search &% @& fau dialogue box & search for box &
text enter & 99 related AR &1 MY show H=AT A8 2 |

= gfg web ¥ related AR search &=1 91@d @ @l contents on the web
option WX click @Y |

15. Create: - 31 option ®T use arrow, character Or pattern GaR &4
@ ferg foar simar 21

*= Tool menu# create command 9 mouse pointer @ Y |

= 39" 3 option show &1 —
a) Arrow
b) Character
c) Pattern

16. Run Script: - 39 option &I use drawing window # coral script @&t
o™ @ forg fear smar 2 |

= Coral script BIc—BI¢ @afad program &ld =& fS9®T1 use drawing @
related work @' complete %1 & fag fear wmar 2|

= Tool menu # run script option TR click & 99 run script dialogue box
show &HIT |

» Jg 9 IUYdd script select #¥@ open button R click &%, s99 select f&
Y script object YR @R B STGAAT |

17. Visual Basic: - 9 option &T use visual basic & ferg fear Siar 2 |

» Visual basic computer @ T& language &Il 8 fSra®1 use software 94
& foru foar simar 21

» Visual basic &T use @& 3M4 coral # 3ifaRad feature Siis Awd & AT
ggal @ feature # change &} I&d 2 |

= Visual basic &T use @& 34 coral draw &1 1fe& YfaersHa 3R useful
991 9&d & g9 fely visual basic @1 complete knowledge &1
compulsory 2 |





