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Key Features of Digital Functional Skills

O

N

Free resources 75% practical skills Mock assessments On demand
available at both levels assessment

6 working day Dedicated centre One free resit per
results turnaround support team learner
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—ree Resources & Support

lIinitial assessment tool
|Centre and Learning guides

ITeaching and learning resources

IMarking and 1QA support (E3 only)

Digital Functional Skills Diagnostic Tools

IGlossaries for learners |
|Regu|ar webinars & onboarding training l

|Deve|oping Basic Digital Skills i Introductory Activities
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Digital Functional Skills Diagnostic Tools - Gateway Qualifications



https://www.gatewayqualifications.org.uk/centre-support/resources-to-support-delivery/diagnostic-tools/dfsq-diagnostic-tools/
https://www.gatewayqualifications.org.uk/centre-support/resources-to-support-delivery/diagnostic-tools/dfsq-diagnostic-tools/
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Resources

Support delivery of the DFSQ subject content at Entry
Level 3 and Level 1

llustrate the depth and breadth of knowledge and skills
required

Recommend different approaches to the delivery

Signposting to online content

Resources are inclusive and accessible

Prepare learners for the mock /live assessment
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Unit 2: Create and Edit
(Word Processing)
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Subject content statements

Entry Level 3 Subject content statement Level 1 Subject content statement

Use suitable applications (including word-processing, document
or web presentation software), to enter, edit, format, layout and
save information (including text, tables, graphics, charts) for a
range of purposes and audiences.

Use a suitable application to enter, edit and format text
(including bold, underline, italics, font sizes and colours,
text alignment, bulleted lists, numbered lists).

Use a suitable application to enter, edit and format

graphics (including position, size). Use appropriate layout conventions for information (including

formal and informal communication, presentation,
advertisement) and audiences (including familiar, unfamiliar
audience).

Combine different types of information (including text,
graphics, images) for a given purpose.

Edit (including caption, crop, resize, change contrast, change
colour balance) an image using an appropriate tool.

Capture digital media (including image, video) and view
in a suitable application
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Learner activity - Document 2

1
ctivity - Documen!
cument.
Circle or highlight the different formatting techniques used in this document

Learner @ in thi
ques used in this 4

tferent formatting technl

Circle of highlight the di

Gateway Music Club

Join your local music club!

Membership is free!

We meet at the local community centre every

10am-3pm
Monday at 7:00pm

4%t August
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Learner activity (Document 1)- Worked example
Lear ner %
activi
tivity (Document 2) — work
= rked exam
ple

Suitable
Size graphi
appropriate posm;cnm

Bold, large. coloured
fort, all capitals
GATEW AY PARK
Graphic resized corredly, in
appmpnate position
Large font.
bold,
underline
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nt font,
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Bold,
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Tutor acti - lntroduction to Word or pocs

The online fraining videos referred o throughout this resource are provided free by Custom

Guide. They encourage |eamers t0 \earn by doing so they will need access 10 either

2=

Microsoft Wword of Google Docs to complete the pracﬁca| activities. t

\ntroduce |eamers o word processing software used in your centre.

Learner activity 2 - \ntroduction 1o Word of Docs

Direct leamers to the following online futorials where they will open. save and create new

documents using word processing software.

create documents

Opena file

save afile File mar\aoemem

Save e ==

qualifications
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document layouts

nding different

Fire drill procedures have changed since our last drill.
rsta
ivity - Unde

Instead of an alarm, there will be an emergency whistle.
Tutor act

rs the followin concel ts when creating and editing docume! ts, fitness
P

g &

ent scapabe of being used for the inte ded

qui de for er P oyees that s poOr Yy laid out

pose-

Explain to |eame!
for purpose. €O

Once the emergency whistle Goes Off, qll employees will
Immediately leaque the building and meet outside in front
of the bakery across the street.

es that the docum
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i pe considered fit for pu
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and appearance o
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Amemo with unprofessional fonts
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arance of text (tY  aangement and 12y

ina
" out of text The following €xample is much better and uses a professional and consistent font
and app! - th
The style £ typography.
PO inglothereader

OoNC!
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n to le: . — of Npogl'aphy

gble and appealing
<o to help introduce 1

\ai :
i)j::umem so that itis le

rs the YouTube Vid

throughout the document to ensure the message is clear and free from distraction. The font
used can make or break a document, therefore it is important that the choice of font best

fits the purpose of the message, so that the document is professional and easy to read.
Show leam®

Fire drill procedures have changed since our last drill.
Instead of an alarm, there will be an emergency whistle.

Once the emergency whistle Goes Off, all employees will

immediately leave the building and meet outside in front of the
bakery across the street.

If you have any questions, please give me a call at
01234570310.

A memo with professional fonts
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paragraphs

mers that as they create and edit documents, they need to make formatting
decisions an der the role of paragraphs. Documents that contain @ \ot of text should

€361t€9Vin

be organ‘lsed into paragraphs to provide @ \ogica! order and to quide the reader through the
qualifications

document.

Highlight that textin documents should notbe overtoaded. The following rules should be
followed when formatting textinto paragraphs.

Each paragraph should be \imited to one idea.

paragraphs must be \eft aligned — indents should be used atthe start of Re p o rt
paragraphs- Heeding 3
Aclear line/white space should be visible between paragraphs.

o Avoid continuing 2 paragraph over the page: (Widows and orphans)

grochure

Heading 2
T

gt s

o e

Correct use

of pa

Source: ragraphs Ina
https://un ¢ ’re;::rt

& —

Correctuse of pangaphs In 2 brochure
Source: hms://\mheﬁa\des‘y\]e
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Learner activity — Worked example

The UK’s capital city

London is a famous and historic
city. Itis the capital of England in
the United Kingdom. The city is

very popular for tourism.
Big Ben

One of the popular sights to visit
is Big Ben. Big Ben is one of
London’s most famous
monuments. it is a large clock
tower located at the northern
end of Westminster Palace. The

clock tower is 96 meters tall.
London Eye

The London Eye, the city’s
famous Ferris wheel, is on the
South Bank of the River Thames,
It stands 135 meters high. It is
one of London’s most well-

known spots for getting fantastic

views of the city. Each passenger
capsule of the Ferris wheel can
hold up to 25 people. You can
take fantastic photographs of the
beautiful city when You go on
the London Eye.

Buckingham Palace

Buckingham Palace is the home
of the King of England. The
palace is in the borough of
Westminster. You can watch the
King’s guards outside the palace.
These guards wear red uniforms,
shiny black boots, and bearskin
hats. The balcony of Buckingham
Palace is one of the most famous
in the world. There are over 700
rooms, and the State Rooms are

open to visitors in the summer.
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Show
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Tutor activity - Unde
Introduce \eamers 10 the concept of presentaﬁon design by showing different types of
presenla‘lions that use different layouts, themes, and templates.
Below is an example of 2 good presentaﬁon pecause it uses different slide layouts anda
Cre "
consistent design template. Each slide includes @ clear focus. there is very ittle text and r €ating anq edit mag, amples
ar. anv sels i n; e. Thi of
images. and graphics are relevant and clearty Jisible. Thereis ais0 @ good balance of ) - 3 : o 9 pre esema,'ig:'s will h;‘?%d/bad e
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% CORE MARKETERS

STRATEGY. PLANNING. RESUL
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o >3 TLOAC |

MARKETING

2-Column with Top Header lcons

3-column with Top Header Photo

£
Thank You Slide

Team Member Photos & Bio
i tes-P int-themes/

\ma.asource:hups‘-,,‘ nngage.com/
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Tutor activity - Use slide layouts to enter @

Explain to |eamers the concept of lide layouts and how

pos'\ﬁoning, and placehdders (a pre-formatted areaona
different types of content) for all of the content that ap!
diagram below.

The layout elements that can be includ

Headers and
(date, footer,

mage source: Microsoft sul

PQWerPoim and Google Slides include puilt-in slid

specific needs.

Two Content Comparison

Content W ith
Caption

examples of slide layouts inPowerPoint.
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Clic< 10 2dd e

Title slide

T
le and two columns
Title only

Cick 10 20 e

Section titl
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xx%

Big number

Examples of sii
slide layou
ts in Goo, 3
g slides, showing the placeholders fo
r positioning con
tent

Show leal

mers the followi
cut, owing onli :
copy, paste, and line tutorials whe )

format text. re they will leam ab
Micros out slide layo
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Learner activity — Use slide layouts to enter and format text

Complete the following activity usind either powerPoint of slides.

gatewa

Learn
er activi
ity — W qualifi
orked e icatio
Xample ns

4. Createa new presemaﬂon.
2 Onthe first slide which by defaultis @ Title slide layout, enter the {itle, About me, inthe | \
correct placeholder.
_ Enter your name as 2 subtitle in the correct placeho\der. ‘
~ Change the font colour of the titie and subtitie 1o plue, or 2 colour of your choice and
apply bold.
_ Addanew slide with 2 Title and content \ayout (PowerPoin() or Title and body layout
(Google slides)-
_ Enterthe following text as a tite, Things that | like, in the correct placeholder. Apply
pold and centre align-
' Entera list of things that you like (at |east three) in the corect plaoeho\der, in
powerPoint pullet points will be automatically added. In Google Stides you will need to
add bullet points to your list 88 shown below

Slide Arrange Tools Extensions Help

B Text

Slid "
e 1 Title slide layout

= Align & indent

= Line & paragraph spacing i
Things that I Tike

= Bullets & numbering —

Bulleted list menu

g. Changé the colour of the text 1o plue, or @ colour of your choice.
9. Insert <lide numbers as a footer on poth slides.
10. Save your presemation as Aboutme01 5

11. Check own work for accuracy on the next page-
Slide 2 Ti
11
Title and content layout (P
12 (PowerPaint)

ﬁ 2 > ! Title and b
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