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1. Introduction 

The purpose of this document is to provide centres with feedback on the performance of 

candidates for 4748-123 Digital Functional Skills Entry Level 3.  

Centres should read this report in conjunction with the Guidance for Delivery document. 
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2. Overall performance 

 

This report covers the period September 2024 to August 2025.  

The table below shows the structure of the test: 

Tasks    Marks   

Section 1   

Task 1 – using files and folders   4   

Task 2 – using the internet   4   

Task 3 – completing a file   9   

Task 4 – using email   6   

Section 2   

Task 5 – completing an online form   5  

Task 6 – using video call and applying settings   6  

Section 3   

Task 7 – knowledge questions   6   

Total   40   

 

Although this qualification is still fairly new, many candidates have coped well with the 

assessment requirements, reflected in the good pass rates shown across all versions of the 

test. Where candidates have not achieved the required standard, they have often performed 

very poorly, suggesting that they are either not at the appropriate stage of development or 

they have not been sufficiently well prepared for the test. In contrast, a significant number of 

candidates who achieved a pass score did so with high marks, raising the mean score 

across all tests completed. 

2.1. Areas of good performance 

Section 1 

Performance in tasks 1 and 2 is variable but where candidates have performed well they 

achieve high marks. Those candidates that effectively uploaded evidence for task 1 created 

the required folder and stored a file in it, as required. For task 2 searches are well executed 

with only a few candidates using an incomplete search term. 

Task 3 is generally well executed with most candidates evidencing their ability to format and 

edit documents. Candidates perform slightly better with text documents than spreadsheets. 
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Task 4 shows very few isolated examples of good performance. Most candidates who do 

complete the task use the correct address(es) for sending, an appropriate title and content.  

Section 2 

Tasks 5 and 6 are well executed by the majority of candidates demonstrating the ability to 

correctly complete an online form and use features of video calls.  

Section 3 

This section consists of 6 multiple choice questions. Many candidates demonstrate a good 

level of knowledge across all areas of the subject content tested.  

 

2.2. Areas of development 

General observations 

Script marking indicates that some candidates are not able to meet the demands of the test 

at Entry Level 3, in terms of navigating screens and software, capturing screenshots to 

provide the required evidence and/or uploading the correct finished files. 

Section 1 

Where candidates have not performed well in Tasks 1 and 2, it is generally due to the 

original file downloaded being then uploaded as evidence, rather than the candidate’s own 

finished file. 

Some marks are lost in Task 2 due to incomplete or inaccurate searches being used. 

Centres may wish to consider advising the use of cut and paste of search terms given in the 

instructions. 

Task 4 is generally low scoring. This may be due to the need to navigate through different 

screens, though the same issue is not prevalent for Task 3, which requires similar skills. 

Some weakness seen in managing contact lists. Candidates should be advised to practise 

this task prior to sitting the test.   

Section 2 

Where candidates have lost marks in this section, it is generally due to slips in accuracy in 

the details entered in forms and inaccurate placement of clicks in the appropriate area of the 

test screen. 

Section 3 

Where weakness is seen in this section, it is often related to understanding of solving 

technical problems, digital footprints and using security software. 
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3. Advice for centres 

The assessment, is based on the: DfE Digital Functional Skills Qualifications, subject content 

October 2021: 

Digital Functional Skills Subject content 

The content reflects the learning aims and outcomes set at Entry Level 3. The subject 

content reflects the skills set out in the national standards for essential digital skills.  

Centres should consider carefully whether a candidate is operating at an appropriate level to 

be entered for an Entry Level 3 examination, which are only available as online tests.  

Centres should advise candidates about appropriate ‘exam technique’ particularly with 

regard to progressing through sections. Candidates need to be prepared not only in terms of 

the prescribed Functional Skills subject content, but also in terms of using the E-volve 

platform. Centres are reminded that familiarisation tests are available on Open Assess, for 

candidates to complete practice tests, as well as sample tests. Candidates need to be 

confident in moving between computer screens and software to complete the tests. 

The Guidance for Delivery document, available on the City & Guilds website is an essential 

resource for centres. It provides detailed information about question types and technical 

requirements for the tests.  

General Advice to centres relating to each task: 

Task 1 - Candidates must be shown how to create and name folders as instructed and 
how to save files into specified folders. It is also important for candidates to know how to 
upload requested files within the exam platform correctly. 

 

Task 2 - Candidates need to know how to undertake accurate searches to find the 
information requested and then select the required information from within their chosen 
website. 

 

Task 3 - Candidates should be able to use a range of appropriate editing and formatting 
techniques as specified in the question. 

 

Task 4 - Candidates should be able to create an email as instructed and use correct 
subject, c.c. and attachment as requested. Candidates should also be able to create an 
address book entry if requested. 

 

Task 5 - Candidates should follow instructions to accurately enter the data requested.  

 

Task 6 - Candidates should identify the appropriate location on given screenshots to show 
how to undertake a video call effectively. 

 

Task 7 - Candidates should have knowledge around areas such as data protection, 
storage devices and safe use of the internet. 

https://www.cityandguilds.com/-/media/productdocuments/skills_for_work_and_life/english_mathematics_and_ict_skills/4748/centre_documents/dfe-subject-content-documents/digital_functional_skills_qualifications_-_subject_content-pdf.ashx
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4. Additional information 

Centres should be aware that pass marks may vary from paper to paper as a result of an 

awarding process undertaken by City & Guilds. (which is available in our pass rates 

document). Any difference in pass marks reflects the perceived and actual difference in 

demand of the exam papers. Therefore, it is possible that two candidates with the same 

score may have different overall results (pass or fail) if they have taken different versions of 

papers 
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Contact us 

Giltspur House 5-6 Giltspur Street London EC1A 9DE 

customersupport@cityandguilds.com 

01924 930 801  

www.cityandguilds.com 

About City & Guilds 

City & Guilds is the global skills partner, empowering people, organisations and economies 
to develop the skills they need for growth. With almost 150 years of trusted expertise, we 
support people into work, help them develop on the job and move into the next job.

We work with Governments, employers, training providers, colleges and industry 
stakeholders to design and deliver high-quality training, qualifications, assessments and 
credentials that lead to meaningful career progression. We understand the life changing link 
between skills development, social mobility and success. Our solutions span critical sectors 
including construction, engineering, transport, energy and electrical, serving over 1 million 
learners annually.

Through our comprehensive portfolio of brands and trusted global network, we set industry-
wide standards for technical, behavioural and commercial skills to improve performance and 
productivity. We believe you can achieve your potential - and we're here to help make it 
happen.

Every effort has been made to ensure that the information contained in this publication is true and correct at 

time of going to press. However, City & Guilds’ products and services are subject to continuous development 

and improvement and the right is reserved to change products and services from time to time. City & Guilds 

cannot accept responsibility for any loss or damage arising from the use of information in this publication. 

© City & Guilds Limited. All rights reserved. City & Guilds is a trademark of City & Guilds Limited, a 
company registered in England and Wales (company number 16513878).

mailto:customersupport@cityandguilds.com
https://www.cityandguilds.com/

