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Unit 357 Legal database processing 
 

UAN: J/504/9963 

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 
database 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 database software to manipulate and present data for 

the legal environment 

Assessment criteria 

The learner can: 
1.1 open existing legal databases to display records and fields for 

editing 
1.2 create new databases for the legal environment using appropriate 

field names and data types  
1.3 create, amend and reformat data entry forms 
1.4 amend database structures 
1.5 edit data in fields and records according to instruction 
1.6 add and delete fields and records 
1.7 perform primary and secondary sorts 
1.8 use a range of enhancements to make the presentation of data 

clearer 
1.9 use complex queries to create documents 
1.10 name, save and print database structures, inserting a header/footer 

and page numbers, as instructed. 
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Range 

Legal databases  
Client details, expert witness details, research documents, property 
transactions 
Field names and data types 
Text,  number, currency, yes/no and selection of a primary key, 
autonumber, date, lookup tables 
Amend and reformat 
Insert, edit, delete, find and replace, select extract, re-arrange 
Primary and secondary sorts,  
Alphabetical, numerical, chronological, alpha-numerical, ascending and 
descending orders. 
Enhancements 
Bold, italics, font size/style, borders, shading, alignment 
Complex queries 
Equal to, greater than, less than, multiple condition searches 
Documents 
Reports, queries, tables, records, mailing labels, screen prints. 

 

Guidance 

1.10  The learner will be able to name, save and print database 
structures  (eg reports, queries, tables, records, mailing labels, merged 
documents) as instructed, including: naming the document, inserting a 
header and/or footer and page numbers, saving the document, 
selecting page orientation  (eg portrait or landscape) and printing the 
document. 

 
 
 
 
 


