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Unit 356 Legal spreadsheet processing 
 

UAN: F/504/9962 

Level: 3 

Credit value: 3 

GLH: 30 

Assessment 
requirements specified 
by a sector or 
regulatory body: 

This unit will be assessed by an externally set 
and locally marked assignment. 

Aim: The aim of this unit is to enable the 
learner to develop the knowledge and 
skills to use advanced features of 
spreadsheet software to manipulate 
data within the context of the legal 
environment. They will learn how to 
manage and integrate information 
effectively to produce meaningful 
data and reports. 

 

Learning outcome 

The learner will: 
1. Be able to use advanced spreadsheet software features to 

manipulate and present data in the legal environment 

Assessment criteria 

The learner can: 
1.1 create legal spreadsheet files with multiple worksheets for use in 

the legal environment to include a header and/or footer, as 
instructed 

1.2 enter and edit text and data in cells, rows, columns and ranges 
1.3 use enhancements to make the presentation of data clearer 
1.4 enter and use complex formulae and statistical functions to 

achieve required outcome 
1.5 insert links between worksheets to automatically update 

information 
1.6 perform primary and secondary sorts 
1.7 create and format charts and graphs to clearly represent 

spreadsheet data 
1.8 name, re-name, save and print spreadsheet files, charts and graphs 

as instructed. 
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Range 

Legal spreadsheet files  
Expert witness fees, client fees, income/expenditure for staff, 
conveyancing fees, fee earners’ claims 
Edit text 
Insert, delete/clear, copy/move/paste, adjust, hide columns and rows 
Enhancements 
Bold, underline, italics, font size, borders and shading, left, right, centre 
alignment, currency and decimal alignment, comma separator, wrap text 
within cells, merge cells  
Formulae  
Add/SUM, subtract, divide, multiply, percentage 
Statistical functions 
COUNT, MIN/MAX, AVERAGE, MEDIAN, IF; AND; OR; NOT; Absolute cell 
references 
Sorts 
Alphabetical, numerical, alphanumerical, chronological, ascending, 
descending 
Charts and graphs 
Types - pie, bar, column, line  
Formatting – add legends, data labels, titles, name axes. 

 

Guidance 

1.8 The learner will be able to select appropriate options for saving and 
printing including selecting page orientation (eg portrait or landscape), 
fitting on one page, printing a defined section (eg a whole 
spreadsheet/worksheet) and display (formulae, gridlines, row and 
column headings). 

 
 
 


