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JUNIOR COLLEGE

BASIC COMPUTER
EDUCATION UPERATlDNS CERTIFICATE

PROGRAM

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.

**Required Courses**

>> 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)

>> 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)

>> ADED 764: STUDENT INFORMATION SYSTEMS
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)

MORE INFORMATION:

e 707.521.7962

WWW.SOCOADULTED.ORG

NON-DISCRIMINATION POLICY
The Sonoma County Junior College District does not discriminate on the basis of race, religious creed, color, national origin, ancestry, ethnic
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group identification, physical disability, mental disability, medical ition, genetic ition, marital status, sex, gender, gender identity,
gender expression, genetic mformatlon or sexual orientation in any of its policies, procedures or practlces nor does the District discriminate
against any employees or foremp on the basis of their age. This non-um.. pollcy covers ission, access and
in District progr and activities-il ing but not limited to issi aid, i services and
athletics-and application for District employment. The Sonoma County Junior College District is an equal opportunity employer.



https://socoadulted.org/class-schedule-adult-education-program/

