Text Exercise 1 – Setting up a single page newsletter with columns
Just about everybody does a newsletter at some point in time. CorelDRAW comes with some great newsletter templates and you will work with one of those later. In this exercise, you will learn a few things about paragraph text, text wrapping, and columns. You can apply these same techniques to many other kinds of layout and drawing projects. In this exercise, you will be creating the basis for a single page newsletter layout.
Page Setup

Create a new blank document and save it with a new name. Use a letter size or A4 page. Make sure that Rulers, Guidelines, Snap to Guidelines, Dynamic Guides, and Snap to Objects are all turned ON (have checkmarks by them) in the view menu. Also, in the Text menu, under Paragraph Text Frames, make sure there is a checkmark beside Show Text Frames.

Drag a guideline from the vertical ruler onto your page at any point.
Click once on the guideline with the Pick tool, then tap the P key on your keyboard to center the guideline on the page (think P for Page).
Place two more vertical guidelines about one-half inch in from each of the two edges of the page. It is important that the two guides be the same distance from the edge.

Place another horizontal guideline about a half inch up from the bottom of the page – or inside your printable area whichever is further up from the page bottom.
Drag another guideline from the top ruler and place it about two inches down from the top of the page. The area above this guideline will be your headline or title area. Let your eye be your guide for where you would like it to be. You can adjust your headline font to fit the space or adjust the space to fit your headline.
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For this exercise, you will be placing two columns of text underneath the title. The text should flow from one column to the next. There are several methods to accomplish this, depending on the results desired.
Two column text – method 1

Save file again with a new name.

Select the Text tool and draw the first text box by starting at the intersection of the top and leftmost guidelines and dragging down and to the right until the cursor snaps to the intersection of the center and bottom guideline.

Zoom in on the top of the column, return to the text tool, , then in the ruler area set the right margin of this column in about a quarter of an inch by dragging the rightmost little triangle marker in the white portion of the ruler just a bit to the left. (This is similar to setting margins in almost any popular word processor.) This will give some space, or gutter, between the columns.
Duplicate the text area (use the + key with the Pick tool) and nudge or drag the duplicate along the top guideline to the right side of the center line. 
Once the new text area has been placed, if you return to the Text tool, you’ll notice that it has the same right margin as the first. All the formatting is copied with the text frame.

You don’t need the extra space on the right of this column, but on the left. Move the right margin back to the right edge and bring the left margin in a bit. If you don’t want hanging or indented text, be sure to move both left-hand markers together. You may need to type a few letters, like “abc” to be able to move the top margin marker and so you can see what is happening with the margins. Once you’ve set the margin, you can delete the place holder text.
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All those little L shaped marks in the ruler above are tab stops. You can move them around by dragging them right and left or remove them by dragging them down off the ruler and dropping them on the page where they’ll disappear.
Now you are ready to add some text. There is a text file called loremipsum.txt in the lesson Resources folder. This is an old Latin text that has been used by the printing and designing industries as filler text to layout text areas without having to deal with real text. If you search for lorem ipsum generators on the internet, you may come up with some interesting alternatives. CorelDRAW X6 includes Insert Placeholder Text as an option in the Text/Paragraph Text Frame menu. For the purposes of this exercise, do NOT use this option, but you may in your own work later.
Open the lorem ipsum text file and copy the text from it, then paste it into the first text frame. Make sure the text tool is selected and the cursor is blinking in the first text frame before you paste your text into CorelDRAW.
The Importing/Pasting Text dialog may show up at this point.
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You can tell it to discard Fonts and Formatting and Ok out of the dialog.
If you used the lorem ipsum text provided in the lesson pack at the default 12pt font size, you may have noticed that it didn’t all fit in the text box.
From the Menu bar, choose Edit/Select All/ and Text. Now change the font size to 10. It still doesn’t all fit, but to keep things readable, you don’t want it smaller than that. The solution is to make it flow into the next column.
With the text tool selected, go to the bottom of the text frame and click once on the little pull-down arrow at the center of the bottom of the frame. The red arrow is pointing to it in the image below.
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Once you have clicked on the pull-down arrow, release the mouse button and move your cursor away. The cursor changes to this little paragraph box with an arrow from the bottom corner:
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Slide your mouse cursor over into the second text area and as you hover over it, a large arrow appears.
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Click once in the new text area and the rest of the text flows into the area you selected.
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Unfortunately, you will note that the formatting from the first text area also flowed into the second as well, so the margins are wrong again. (This was planned in this exercise so you could see what happens!) Most of the time, you actually want to carry your formatting through, so this is a good thing.

The best way to put that “gutter” space between this kind of two column area is to separate the text boxes themselves rather than adjusting the interior margins. Otherwise if text from the first text box is deleted, text from the second text box with the new formatting will reflow back into the first text box with the incorrect formatting. In the screen capture below, the Pick tool was used to adjust the side selection handle of each text box slightly away from the center guideline. After that, a full justification was applied to the text by choosing Full Justify (not Force Justify) from the Horizontal alignment flyout in the text property bar. The flyout is from the icon right after the U in the default paragraph text property bar.
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On future projects, if you did not already have a second text area set up to flow into, you can click on the pull-down arrow of the first text frame using the text tool, then simply draw another text box wherever you want it and the remaining text will fill the new box. If there is still more text that doesn’t fit, you can continue the process, drawing text boxes wherever you want them and flowing from box to box, even onto another page. If you delete a paragraph from the first text area, the rest of the text adjusts back to fill the first area again. Try it out if you want.

Save your work.
You might think that using tables would be the way to go for setting up things like newsletters, but it isn’t easy to flow text from one table cell to another. You’d essentially be using the table as a guideline to do what we’ve just done with normal guidelines.

Now let’s look at another method.
Two column text – method two

Open your original newsletter file with just the guidelines on it. Save it again with a new name.
Draw a rectangle about one half inch wide from the intersection of the center guideline and top guideline down to the bottom guideline. Your cursor will snap to the guidelines to help with the drawing.

With the rectangle selected with the Pick tool, Choose Arrange/Align and Distribute/ and Center to Page Horizontally. Alternatively, you can use the guidelines and snap the rectangle’s center selection point to the center guideline.

This rectangle is going to become a guideline, so use the Object Manager (Window/Dockers/Object Manager) and drag it down and drop it onto the Guides layer of the Master Page. That way it will be there as a guideline, but won’t print. The rectangle should change color to the color of the other guides on the page. Check the Object Manager and make sure that your rectangle really appears on the Master Page Guides layer.

Now make sure that the center top icon in the Object Manager is NOT active. That is the Edit across layers icon. This will keep that rectangle from causing problems later.
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Next, you will need to create two rectangles on Page1, Layer 1, one for either column of text. Be sure Layer 1 is the active layer in the Object Manager.

Using the Rectangle tool, draw from the upper left guide intersection to where the guide rectangle and lower guide intersect on the left side of the centerline. The images below show a rectangle with a red outline and gray background so you can see what it looks like in the screen shots. You can make yours white with no outline if you wish. It will probably be easier if you fill it with some color rather than leaving it unfilled until everything is done.

Duplicate the rectangle and place the duplicate on the right side of the center rectangle. Since you have snap to guides turned on, you should be able to simply slide the new rectangle over with the mouse and place it in the correct position.
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Choose the Text tool and click once just inside the edge of the first rectangle. What you want is the I beam mouse cursor with a little box with an AB inside (you may not be able to tell it’s an AB) rather than the I beam cursor with the little curve. It will probably help a lot to zoom in to one edge of the rectangle. It doesn’t make the cursor any larger, but it does make the area where the cursor is active larger so you can place it more easily. Once you click, you should get a text box just inside the shape of your rectangle.

Paste your lorem ipsum text in the new text area. By the way, the red squiggles in the screen capture below are CorelDRAW’s spell checker saying it doesn’t recognize Latin. You can ignore them. If you had used a modern language, CorelDRAW’s spell checking ability is generally quite good.
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Click, don’t drag, the pull-down arrow at the bottom of the text area and then click again once the cursor changes to a large arrow just inside the right edge of the other rectangle. You now should have two columns of text with a bit more than a half inch gutter between them. (There is a bit of a margin automatically added between the rectangle container and the text area.)
Select All of the text from the Edit menu (not by dragging or marquis selection) and choose Full Justify from the horizontal alignment flyout in the text property bar. By using the Select All/Text from the Edit menu, any text that is overflowed outside the text boxes also gets formatted, even though you can't see it.

You may now get rid of the outline and fill of the rectangles if you wish by simply giving them no color or choosing None for outline width. (Make sure you only have the rectangle selected in the Object Manager so you don’t change the text fill.)

[image: image12.png]



If you would like all of your text to fit into the two text areas and not be lost in space somewhere, select either linked text frame with the Pick tool, then go to the Text menu and choose Paragraph Text Frame, then Fit Text to Frame. If the resulting text is too small, you will need either to edit the text to give yourself more space or you will need another page with another text box.
Save your work!

Two columns and a pullout quote

Try something else with these boxes while you have them. Save As… a new file name so you can continue to explore without losing the work you’ve done so far.
Either delete the text frames without deleting the rectangles or Undo back until you have the two larger rectangles and no text frames. So long as you don’t close a DRAW document, your undo steps will remain with the document even if it changes names. Once you close the document, the Undo steps are cleared.
Fill both rectangles with gray. Create a circle about two inches in diameter.
With the Pick tool, center the circle over the center guide overlapping the two rectangles and about midway from bottom to top of the rectangles. Make sure both rectangles and the circle are on Layer 1 and NOT on the Guides layer. Only the little center rectangle should be on the Guides layer.
If you start with the circle off the page and above center, and you drag its center point to the edge or center of a rectangle, then slowly down, a dynamic guideline should appear across the center of the rectangle. Drag the circle across this guideline until you snap to the center page guideline.

The screenshot below shows what it might look like just before getting to the right place to release the mouse button. Notice that another 45 degree guideline shows up when the mouse is just below the center point. That may or may not happen for you depending on how the Dynamic guidelines are set up in your options and where on the page you happen to be. The center move handle should show a circular guide with the word Center beside it when you are in the right place.
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Select both rectangles and the circle (with the circle selected first, Shift click on each rectangle to add it to the selection.) Make sure your status bar shows three objects selected. Choose Arrange/Shaping from the menu bar and open the Shaping docker or choose the Shaping docker from the Window/Dockers menu.

This docker lets you combine objects in different ways. The options are Front minus Back, Weld, Trim, Intersect, and Simplify. There is a good discussion of using these tools in the CorelDRAW Help file – Help/Help Topics/ Contents Tab, open Shaping Objects then the Trimming Objects and the Welding and Intersecting Objects. Be sure to read all the pages under each of these headings. They are all important and useful tools.

The choice you want now is Simplify. This will erase all selected areas that are covered up. In this case, it will erase the area of the rectangles behind the circle.
Choose Simplify and click the Apply button. If your circle was filled, nothing may appear to have changed.

Deselect the Rectangles and shrink just the circle by 90% in both height and width. (Choose the Pick tool, circle selected, and type 90 into the Scaling Factor fields on the property bar, providing the circle is at 100% currently - otherwise just reduce the current number by 10%. If the little lock is closed, you only need to type it into one field to set the other. Tap the Enter key on your keyboard to resize the circle.) As the circle pulls away from the rectangle edges, you see that it left a bite out of each rectangle where the circle had covered the rectangle.
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Now add your text to both columns as you did in the previous method, flowing from the left shape to the right. In CorelDRAW X6, you can right click on the shape, then choose Frame Type/ Create Empty Text Frame. Click the bottom control and the second shape to flow text, then use the Paragraph Text Frame/Insert Placeholder Text to fill both shapes.
If all the text doesn’t fit, you can choose a smaller point size, Use Fit Text to Frame from the Text menu, or just leave it since it’s just filler text anyway. The point is that the text now wraps around the center circle.
Close the Shaping docker now.
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You can get rid of the fill in your shapes now if you wish. It was just there to make the shaping process easier. (Click the Null color well.) Get rid of the outlines too if you want! If you have problems selecting the rectangles without the text, zoom in close to one corner and click or Ctrl+Click outside the text box or select them in the Object Manager instead of trying to select them on the page.
Select a few words from the main body of text and add them to the circle. Use the same text inside a path technique you used for the rectangles, then paste in your copied text. Give the new text a larger bolder font for a pull quote effect. (Remember to drag the text tool over the letters to select them before changing things OR select the just the paragraph text object with the Pick tool by Ctrl clicking on it and not dragging.)
In the screen shot below, the guides visibility was turned off by clicking on the eyeball beside the Master Page Guides layer in the Object manager. Clicking the eyeball again will turn them back on. Remember that you can do the same thing for any layer in CorelDRAW to help you see different parts of your work.
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Save your work.

Now, this exercise was so you could see how the Simplify command works, but you could have achieved the same effect by placing the circle on top of the rectangles with text in them, then simply right clicking on the circle and choosing Wrap paragraph text. It’s good to know both methods since there are times when one will be preferable to the other.
Two column text – method three

Open your original newsletter file again. Save As… with another new name.

This time, using the text tool, draw a single text area from the top left guide intersection to the bottom left intersection. That’s one single text area for the whole page except the title area.

Paste your filler text into this text box.

[image: image17.png]



If you look carefully at the screen capture above, you’ll notice two things. First, all the letters are have become little bands of gray. When zoomed out, the text may become too small to render properly, so DRAW does what is called greeking the text. It just puts place holders in instead of actually drawing all the letters. This saves on computer resources. Secondly, on the right hand side, some of the lines don’t appear to be inside the guidelines. Again, this is just an artifact of the zooming out and greeking process. Zoomed in, it all fits inside the text box which is aligned to the guidelines.

Choose Edit/Select All/Text from the Menu bar. Now from the Text menu, choose Columns to get a dialog box. Type 2 into the Number of columns. That’s all you really need to do, but take a look at your options.
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From the Column Setting dialog box in the Columns Tab, you can choose to let DRAW set the widths and gutters (the space between columns) for you or set just the gutter by typing it in or uncheck the Equal column width and set your own widths separately. You can keep the frame width you drew or have it adjust to your new column widths. Click the Preview button and you can see what your changes look like on your actual document. (You may have to drag the dialog box out of your way so you can see what's underneath.)

When you are done exploring the dialog box, click OK to set your selection. 
Save your work!

Text Wrapping

The advantage of this method of two column formatting is that it’s extremely easy to set up. While you can not use the Simplify method to cut shapes out of your text, there are other ways. If you place a shape over the text, right click on the shape, and choose Wrap Paragraph Text, the text will flow around the shape. You can also move the shape around and the text will reflow around it.

When you wrap text this way, there is an icon on the shape's property bar [image: image19.emf]

 allowing you to adjust how you want the text to wrap and how much padding you would like between the shape and the surrounding text. If you would like to use this method to add a shape with text in it, it's probably easier to add the text to the shape before you move it over the main body of text.
The wrapping settings are applied to the shape, not to the underlying text, so you could actually flow text around more than one wrapped shape. Wrapping settings also only affect paragraph text. Artistic text will not wrap around a shape using these settings.
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Adjusting Paragraph Text

Adjusting Paragraph Text Spacing

If you look at the bottom right corner of a selected paragraph text frame, you see two little arrows. Dragging on the bottom arrow will adjust the space between lines as well as lengthening or shortening the frame. Dragging the sideways arrow will adjust the horizontal spacing between letters and words as well as adjusting the width of the frame.
If you want to adjust spacing without changing the frame size, change to the Shaping tool and use the arrows that appear when that tool is activated. If you want more exact control, you can adjust spacing in the Format Paragraph docker (from the Text menu.)
Adjusting the Size of Paragraph Text

You know if you adjust the size of a paragraph text container - either a path or a normal paragraph text frame - the text simply reflows within the container but does not change font size. If you want the text to change font size with the container or frame as you resize it, hold the Alt key while you resize and your text will stay proportional to the container.
Text Dockers

Besides the tools found on the Property bar and directly from the right click and text menus, there are two text formatting dockers in CorelDRAW X4 and X5 – Character Formatting and Paragraph Formatting. In CorelDRAW X6, these have been combined into one Text Properties docker that also includes frame properties, including columns. These dockers are not found in the Window/Dockers menu, but only in the Text menu. The thing most people forget about these dockers is that you can expand each option anywhere you see a double chevron >> or where there is a little black triangle. Check the help documentation to explore these dockers.
