SF Digital Solutions

Free Learning Resource

Course Syllabus

Full Syllabus & Course Overview

A beginner-to-advanced course covering Computer Fundamentals, Keyboard Skills, MS Word, MS Excel,
MS PowerPoint and Canva — designed for students, job seekers, office staff and business owners who want
real, job-ready computer skills. No prior experience is needed.

Dur ati on 6 Weeks

Level Beginner to Advanced
Mbde Online classes
Certificate Yes, on completion

What You'll Learn

Computer Fundamentals — parts of a computer, operating systems, files & folders
Keyboard Typing & Shortcuts — accurate, confident typing speed

MS Word — professional documents, CVs, reports and letters

MS Excel — data entry, formulas, functions and simple reports

MS PowerPoint — professional presentations that don't look like slideshows from 2005
Canva — social media and marketing creatives, no design background needed

File Management, Printing & PDF Creation — everyday office workflows

Online Productivity — email, cloud storage, and working with digital documents

Who This Course Is For

Students, job seekers, office staff and business owners who want real, job-ready computer skills — whether
you're preparing for your first office job, brushing up for a career change, or running your own small business.

What You'll Be Able to Do

Create professional documents, reports and presentations with ease
Build and understand Excel spreadsheets and simple reports
Design social media and marketing creatives using Canva

Handle everyday office tasks: file management, printing, PDFs
Apply for office, admin and data-entry roles with confidence
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Pricing
One-Time Payment (Offer Price) Rs. 5,600 (was Rs. 8,600)
Install ment 1 —on enrol | nent Rs. 4,000
Instal l ment 2 —before session 8 Rs. 2,600

Ready to start? Message us on WhatsApp at +94 78 519 4631, or enroll directly from the course page on our
website.
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