
Exercise:   117 Christmas Bells
· Enter text or follow instructions below the line;

'Christmas Bells'  

I heard the bells on Christmas Day

Their old, familiar carols play,

And wild and sweet

The words repeat

Of peace on earth, good-will to men!

And thought how, as the day had come,

The belfries of all Christendom

Had rolled along

The unbroken song

Of peace on earth, good-will to men!

Till, ringing, singing on its way

The world revolved from night to day,

A voice, a chime,

A chant sublime

Of peace on earth, good-will to men!

Then from each black, accursed mouth

The cannon thundered in the South,

And with the sound

The Carols drowned

Of peace on earth, good-will to men!

And in despair I bowed my head;

‘There is no peace on earth,’ I said;

‘For hate is strong,

And mocks the song

Of peace on earth, good-will to men!’

Then pealed the bells more loud and deep:

‘God is not dead; nor doth he sleep!

The Wrong shall fail,

The Right prevail,

With peace on earth, good-will to men!’ 


· Now carry out the following;
1. Change the font to Old English Text MT, set a point size to fill the page as closely as possible (no second page)

2. Centre align the text

3. Embolden the heading

4. Place a border around the page (format- borders and shading- page border)

5. Save the document as christmas bells completed 1
6. print the document

7. Left align verse 1, right align verse 2- alternate down the page

8. Add a suitable picture from the folder or the internet in the space beside each verse without affecting the formatting (use in front of text wrapping option)
9. Save as christmas bells completed 2

10. Print the document
Key Skills Demonstrated: open wordprocessing software,  font style and size, bold, alignment, borders and shading, save, print, insert graphics, format graphics
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