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MORE INFORMATION:MORE INFORMATION:

NON-DISCRIMINATION POLICY
The Sonoma County Junior College District does not discriminate on the basis of race, religious creed, color, national origin, ancestry, ethnic
group identification, physical disability, mental disability, medical condition, genetic condition, marital status, sex, gender, gender identity,

gender expression, genetic information or sexual orientation in any of its policies, procedures or practices; nor does the District discriminate
against any employees or applicants for employment on the basis of their age. This non-discrimination policy covers admission, access and

treatment in District programs and activities--including but not limited to academic admissions, financial aid, educational services and
athletics--and application for District employment. The Sonoma County Junior College District is an equal opportunity employer.

CLICK OR SCAN THE
QR CODE TO VIEW
THE FULL CLASS
SCHEDULE

CLICK OR SCAN THE
QR CODE TO VIEW
THE FULL CLASS
SCHEDULE

BASIC COMPUTER
OPERATIONS CERTIFICATEA D U L T

E D U C A T I O N

P R O G R A M

A D U L T

E D U C A T I O N

P R O G R A M

The Basic Computer Operations Certificate is a series of classes to help you find a new job or advance in
your current one. Throughout the courses, you will learn the different parts of the computer, how to use

your email, and the basic skills for programs like Word.

ADED 761.1: COMPUTERS - LEVEL 1
Introduction to the basic functions of a computer, including using the keyboard and
mouse; browsing the internet; and creating an email account for sending and receiving
messages. (24-hour course)

**Required Courses**

ADED 761.2: COMPUTERS - LEVEL 2
Introduction to more complex email actions and introductory word processing using MS
Word. Topics include forwarding emails, sending attachments, and typing and saving
documents. (24-hour course)

ADED 761.3: COMPUTERS - LEVEL 3
Introduction to more functions of a computer, including creating and editing email
contacts; and formatting texts of paragraphs in MS Word. (18-hour course) 

Introduction to the basic functions and uses of a computer as they relate to using a
school district's programs, website, and student information systems. (6-hour course)
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