» Preface

At GlobalPeace, learning is designed to be practical, relevant, and rooted in real-world
application.

The courses listed in this document represent the core structure of our training programs, but
they are not the limit of what a student will experience in the classroom.

Each course is carefully built around actual office work, business operations, school systems,
retail environments, and everyday digital tasks. Students are not only taught what a tool does,
but how it is used in real jobs including shortcuts, professional workflows, error-handling
methods, and productivity techniques that are rarely found in standard textbooks.

Our approach focuses on hands-on practice, guided exercises, and task-based learning rather
than theory-heavy instruction. From document creation and accounting records to front desk
operations, cashier workflows, school administration, graphic design, and system
troubleshooting, every program is structured to prepare learners for immediate real-world use.

Technology constantly evolves, and so do our teaching methods. Course content is updated
regularly to reflect current tools, modern office standards, and workplace expectations,
ensuring students remain competitive and confident.

K Personal laptops are allowed and encouraged, allowing students to practice directly on
their own systems and build familiarity with real working environments.

At GlobalPeace, the goal is simple:
to turn learners into capable, confident, and job-ready professionals.
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JSECTION 1: BASIC DIGITAL LITERACY

§ Basic & Young Genius

Duration: 4 Months
Price: Rs. 7,000

* Typing (English + Nepali Unicode)
» Keyboard shortcuts & speed drills
* MS Word professional usage

* MS Excel daily-use sheets

» PowerPoint presentation

* Photoshop Basics

* Printing Basics

» Digital confidence for beginners

$§ Microsoft Office Professional

Duration: 2 Months
Price: Rs. 7,000

» Advanced Word documents & templates
* Excel formulas, sheets & reports

* PowerPoint business presentations

» Resume, letterhead & invoices

* PDF creation & printing

* Office productivity shortcuts

» Real office task simulations

§ Basic Computer

Duration: 1 Months
Price: Rs. 3,000

» English & Nepali Typing

* Microsoft Word

* Basic Word Formatting

« Shortcut Keys

* Opening & Closing Computer



I SECTION 2: ACCOUNTING &
BUSINESS OPERATIONS

§ Accounting Basics & Office Records

Duration: 3 Months
Price: Rs. 7,500

* Tally fundamentals (company, ledgers)
* Sales, purchase & vouchers

* Profit & loss statements

* Excel registers & stock sheets

* Attendance & visitor logs

* GST basics

» Monthly reporting

* Office documentation systems

¥ Diploma in Advanced Accounting & Business
Automation

(Everything in Accounting Basics +)

Duration: 8 Months
Price: Rs. 12,000

* Tally fundamentals (company, ledgers)
« Sales, purchase & vouchers

* Profit & loss statements

* Excel registers & stock sheets

* Attendance & visitor logs

* GST basics

* Monthly reporting

* Office documentation systems

» Advanced Tally (cost centers, payroll)
* Excel department systems

* Banking & reconciliation

* Inventory & vendor management

» CRM-lite client systems

* Access database basics

» Automated reports

* Real business case practice



¥ Diploma in Tally Accounting (ERP 9/ Prime)

Duration: 2 Months
Price: Rs. 5,500

* Installing and configuring Tally

» Company creation and settings

» Ledger creation (accounts, parties, banks)
* Sales, purchase, payment, receipt entries
* Journal entries and debit/credit concepts
* Day Book, Ledger, Trial Balance

* Profit & Loss and Balance Sheet

* Inventory and stock maintenance

* GST basics and tax vouchers

* Backup, restore, and data safety

* Export reports to Excel and PDF

* Invoice customization and printing

Diploma in Microsoft Excel (Beginner to Advanced Office
Use)

Duration: 2 Months
Price: Rs. 6,000

B Course Coverage

* Excel interface and cell operations

» Formatting tables and sheets professionally
* Essential formulas (SUM, IF, COUNT, AVERAGE)
* Logical and conditional formulas

* Sorting, filtering, and data validation

* Attendance, salary, and expense sheets

* Inventory and stock tracking

* Charts, graphs, and dashboards

* Conditional formatting and alerts

* Printing setup and PDF export

* Sheet protection and permissions

* Real-world Excel projects



SECTION 3: FRONT DESK, CASHIER &
SCHOOL TOOLKITS

$ Diploma in Front Desk & Office Administration

Duration: 2 Months
Price: Rs. 7,500

* Visitor handling & registers
* Appointment scheduling

* Phone & email etiquette

* Excel-based entry systems
* Invoice & receipt handling
« CRM-lite tools

* Office coordination skills

* Front desk professionalism

$ Diploma in Cashier & Billing Operations

Duration: 1.5 Months
Price: Rs. 6,000

* Cash handling & reconciliation
* Billing software (Excel/POS)

» GST-inclusive invoices

* Daily sales reports

* QR & digital payments

* Discount & tax setup

« Error prevention techniques

* Retail workflow practice

$§ Diploma in School Office Toolkit

Duration: 2 Months Price: Rs. 9,000

* Student & staff records

 Attendance automation

* Exam & grade sheets

* Fee management systems & Role-based access overview
* Notices & circulars

* Parent communication tools & Backup & data safety



SECTION 4: GRAPHIC DESIGN &
CREATIVE SKILLS

§ Graphic Designing

Duration: 3 Months
Price: Rs. 8,000

* Photoshop photo editing

* Posters & social media design
« Color Theory

« Illustrator vector basics

* Logo & branding assets

* ID & certificate designs

* Print-ready exports

* Creative portfolio building

§ Diploma in Advanced Graphic Design & Ul/UX

Duration: 8 Months
Price: Rs. 14,000

Photoshop photo editing

* Posters & social media design
« Color Theory

* [llustrator vector basics

* Logo & branding assets

* ID & certificate designs

* Print-ready exports

* Creative portfolio buildinge InDesign layouts
* UI/UX wireframes

* Branding systems

* Typography & font basics

* Merch & mockups

* Digital product design

* Presentation kits

* Professional design workflow



SECTION 5: DATA ENTRY & DATABASE
MANAGEMENT

$ Diploma in Data Entry & Record Management

Duration: 1 Month
Price: Rs. 3,000

* Excel & Word data entry

* PDF conversion

* Forms & registers

* Attendance & logs

* File naming systems

* Accuracy & speed practice
* Print-ready formatting

* Office documentation

§ Diploma in Database Management (Access + Excel)

Duration: 1.5 Months
Price: Rs. 5,500

* Access tables & relationships
* Entry forms & validation

* Queries & reports

* Excel integration

* Searchable records

* Monthly auto-reports

* Backup systems

* Secure data handling



I SECTION 6: COMPUTER
TROUBLESHOOTING & IT SUPPORT

§ Computer Troubleshooting & IT Support

Duration: 2 Months
Price: Rs. 6,000

* Windows installation & setup
* Driver & device issues

* Printer & scanner fixing

* Virus & malware removal

* BIOS & boot tools

* Disk partitioning

* Backup & recovery

* Office IT support readiness

§ Computer Operator & Digital Office

Duration: 4 Months
Price: Rs. 7,000

* Advanced file systems

* Admin permissions

* CMD & registry basics

* MS Access operations

* PDF & document workflows
* Cloud backup tools

* Office troubleshooting

* Daily IT operations

SECTION 7: COMBO’S

% Business Essentials — 10,000 (3 Months)

* Resume & Branding Basics

* Photoshop Quick Starter

* File & ZIP Mastery

* Internet Safety & Virus Handling
* Google Forms for Business

* Photo ID & Passport Maker






