
 

SELF STUDY COURSE 

 

CONTEXT 

A self-study course is a course that is completed individually by the student on 

their own time and schedule. There is no real time instructor like in a webinar or 

a classroom set up. Self-study course involves setting realistic goals, finding 

effective learning methods and staying organized. These strategies can help 

students optimize their study routine and improve their chances of academic 

success 

The Passport to Earning (P2E) platform, developed by UNICEF and Generation 

Unlimited, offers free, world-class, and job-relevant skills training to young 

people aged 14-29. The platform aims to empower youth with essential skills and 

opportunities to succeed in the 21st-century job market. 

Key aspects of Passport to Earning (P2E): 

• FREE AND ACCESSIBLE: 

The platform is offered free of charge to organizations working with young people, making 

it widely accessible.  

• SKILLS FOCUS: 

P2E provides training in essential skills like digital literacy, financial literacy, and 

employability skills.  

 



 

• 21ST-CENTURY SKILLS: 

The platform emphasizes skills relevant to the modern workplace, including digital 

productivity and problem-solving.  

• UN CERTIFICATE COURSES: 

P2E offers courses that lead to UN-certified credentials upon completion.  

• CAREER PATHWAYS: 

The platform aims to connect young people with opportunities like internships, 

apprenticeships, and employment.  
 

OBJECTIVES 

The college's guidance for the self-study course through the P2E platform aims 

to: 

• Equip students with digital productivity, financial literacy, and 

employability skills. 

• Enhance students' chances of academic success and career advancement. 

• Provide access to UN-certified credentials upon course completion. 
 

DIFFERENT COURSE MODULES AND STRUCTURES 

PROVIDED BY P2E PLATFORM 

COURSE-1: DIGITAL PRODUCTIVITY WITH AI 

The Digital Productivity with AI course will help you understand the growing 

importance of Artificial Intelligence (AI) in everyday work. You will learn how 

AI tools, especially ChatGPT, can simplify tasks, save time, and improve the 

quality of your output. After the completion of this course, you will be able to 

Understand what AI is and how it works in simple terms Explore what ChatGPT 

can do and how to use it effectively Use ChatGPT with MS Word, Excel, and 

PowerPoint to create documents, analyze data, and design better presentations 

Enhance your productivity in studies, work or daily life by using smart AI 

shortcuts Improve your digital skills, making you more confident and job-ready 

This course will not only help you work smarter and faster, but also make you 

more prepared for future careers in a digital world. 



 

What will be covered? 

M1- L1- Introduction to AI 

M1- L2- Overview of ChatGPT 

M1- L3- Benefits of AI Tools 

M1 -L4- Using AI with Microsoft Office Open ChatGPT 

M1- L5- Giving Prompts to ChatGPT 

M1- L6- Upload Files to ChatGPT 

M1- Summary-Introduction to AI and ChatGPT 

M2- L1- Create and Edit Documents 

M2- L2- Improve writing using ChatGPT 

M2- L3- Expand Notes 

M2- L4- Proofreading and Fixing Grammar 

M2- L5- Summarizing and Paraphrasing 

M2- L6- Rephrase for Better Clarity 

M2- L7- Request a Different Writing Style or Tone 

M2- Summary- Using ChatGPT for Microsoft Word 

M3- L1- Organising Data into Tables and Formatting 

M3- L2- Sort and Filter Data 

M3- L3- Creating Charts and Graphs 

M3- L4- Automate Calculations for a Datasheet 

M3- L5- Validate Data to Ensure Data Accuracy 

M3- L6- Analyse and Interpret Data 

M3- Summary- Using ChatGPT for Microsoft Excel 

M4- L1- Generating Slide Content 



 

M4- L2- Organise Slides and Use Templates 

M4- L3- Creating Engaging Narratives and Hooks 

M4- L4- Creating Captivating Visuals and Stories 

M4- L5- Avoid Common Errors and Mistakes in Presentations 

M4- Summary- Using ChatGPT for Microsoft PowerPoint 
 

ADDITIONAL MODULES 

• Artificial Intelligence Speech to Text Dictate and Translator 

• Artificial Intelligence Learning Tools Immersive Reader 

• Artificial Intelligence Translate Slides: Microsoft Translator 
 

COURSE-2: COMMUNICATE ONLINE 
 

WHAT WILL BE COVERED? 

1. Introduction To E-Mails 

2. Signup For E-Mail 

3. Create And Send E-Mail 

4. Get To Know Outlook 

5. Read And Reply to Email 

6. Introduction IM, Voice, Video Calling 

7. Sign In and Out 

8. Add Contacts 

9. Setup Audio Video 

10. Chat Basics  

11. Make A Call 



 

COURSE-3: BASICS OF FINANCIAL LITERACY - BY UNICEF & 

VIKRAMSHILA 

विक्रमविला द्वारा पेि विया जाने िाला वित्तीय साक्षरता पाठ्यक्रम आपिो बचत, बैंवििं ग, 

ऋण, वित्तीय वनयोजन, बीमा और िररयर योजना जैसे धन िे मामलोिं िी स्पष्ट समझ 

वििवसत िरने में मदद िरेगा। इस िोसस िो पूरा िरने िे बाद आप विविन्न प्रिार िे 

बैंि खाते खोल सिें गे, अपने पैसे िा बजट बना सिें गे, िविष्य िे वलए बचत िी योजना 

बना सिें गे और विविन्न सरिारी वित्तीय योजनाओिं िे वलए आिेदन िर सिें गे। इस िोसस 

में आप न िेिल अपने पैसे िो खचस िरना और बनाना सीखेंगे बल्कि यह िी सीखेंगे वि 

अपने पैसे िो िैसे बढाया जाए।  

The Financial Literacy course offered by Vikramshila will help you develop a 

clear understanding of money matters such as savings, banking, loans, financial 

planning, insurance and career planning. After completion of this course, you will 

be able to open different types of bank accounts, budget your money, plan savings 

for the future and apply for different government financial schemes. In this course 

you will not only learn how to spend and save your money but also how to grow 

your money. 

What will be covered? 

• Introduction 

• Chapter 1- Essential Financial Concepts-1 

• Chapter 2- Essential Financial Concepts-2 

• Chapter 3- Savings and Banking-Part 1 

• Chapter 3- Savings and Banking-Part 2 

• Chapter 4- Banking- Part 1 

• Chapter 4- Banking- Part 2 

• Chapter 5- Loans-Part 1 

• Chapter 5- Loans-Part 2 

• Chapter 6- Financial Planning 1- Part 1 

• Chapter 6- Financial Planning 1- Part 2 

• Chapter 7- Financial Planning 2- Part 1 



 

• Chapter 7- Financial Planning 2- Part 2 

• Chapter 8- Digital Payments-Part 1 

• Chapter 8- Digital Payments-Part 2 

• Chapter 9- Insurance 

• Chapter 10- Currency 

• Chapter 11- Safety, Complaints, and Redressal 

• Chapter 12- Building Career Awareness 
 

COURSE-4: WOMEN AND EQUALITY IN SOCIETY 

Content overview: The course focuses upon: 

 • Assisting the learner in understanding the concept of gender, recognise the 

impact of gender roles & stereotypes on individuals & the society. 

 • How gender inequality leads to gender discrimination & gender-based violence 

against women.  

• Identifying the ways of engaging boys & men in building gender equal 

behaviours that will assist in creating gender equity in the society. 

 Benefits of the course: It will lead to making one learn & develop gender 

responsive behaviours that will eventually lead to equal division of 

responsibilities, can help one in coping with stress, improve family relations & 

enhance financial support due to division of work & responsibilities. 

• What will be covered? 

• Engaging Boys Men in Gender Equity 

• Understanding gender inequality 

• Decoding patriarchy and gender discrimination 

• Gender Based Violence 

• Feminism and Gender Equity 

 

COURSE-5: WORK WITH COMPUTERS 

What will be covered? 

• What is a computer? 

• Parts of a Computer 

• Types of Personal Computers 



 

• What is an Operating System 

• Get to know Operating System 

• Work with files-folders 

• Understand Right Click 

• Work With Windows 

• Personalize Your Desktop 

• Cortana 

• Use Accessibility Features 

• What is an application? 

• Choose the Right App 

• Working with Apps 

• Portable Storage Device 

• Bluetooth Devices 

 

 Access Information Online 

• What will be covered? 

• What is the Internet? 

• Connect to the Internet 

• Connect to Wi-Fi 

• World Wide Web 

• Online Shopping Tips 

• Browse the Web 

• Search Tips 

• Use Search Engine 

• Evaluate Media 

• Evaluate Online Information 

 



 

PROCEDURE 

The college's guidance for the self-study course involves: 

• Registration: Students register online using their email ID on the P2E 

website. 

• Profile Completion: Students fill out their profile details to access courses. 

• Course Selection: Students select courses from the "My Courses" section, 

which includes certificate courses in areas like financial literacy, digital 

skills, and employability skills. 

• Course Completion: Students complete courses at their own pace, with 

support from college faculty. 

• Certification: Upon successful course completion, students receive an UN-

certified certificate. 

IMPACT AND OUTCOME 

The college's guidance for the self-study course through the P2E platform 

is expected to have a significant impact on students' skills and career prospects. 

The outcome includes: 

• Enhanced skills: Students acquire essential skills in digital productivity, 

financial literacy, and employability. 

• Increased employability: Students become more attractive to potential 

employers with UN-certified credentials. 

• Improved academic performance: Students develop skills that support 

academic success. 

CONCLUSION 

The college's guidance for the self-study course through the P2E platform 

provides students with a valuable opportunity to acquire essential skills and UN-

certified credentials. By leveraging this platform, students can enhance their 

career prospects, academic performance, and overall employability. 

 

 



 

EVIDENCE OF SUCCESS ( Student P2E Dashboard Screenshots ) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

CERTIFICATE OF STUDENTS AFTER COURSE COMPLITION:- 

 

 



 

 

 



 

 

 



 

 



 



 

 

 


