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Electronic information guide: law
Introduction 

The aim of this guide is to introduce you to two databases, 
Westlaw UK and LexisNexis and to a range of legal information available via the web free of charge.

After using this guide, you should be able to - 

· Search for cases by name, using Westlaw UK and LexisNexis,

· Search for cases by subject keywords, using Westlaw UK and LexisNexis,

· Search for legislation, using Westlaw UK and LexisNexis,

· Search for articles in journals, using Westlaw UK and LexisNexis,

· Locate relevant legal web sites,

· Save, print or otherwise retrieve material from Westlaw UK and LexisNexis and the web.

The guide takes you through each of the information sources in turn, providing examples for you to practise using them. 

Westlaw UK 

Coverage

Westlaw UK is a wide ranging legal information database: its coverage includes,

· UK cases, many in full text,

· Full text, consolidated, i.e. with amendments, UK legislation,

· The Legal Journals Index,

· Many full text journal articles,

· European material.

Access

Westlaw UK is a web based database and can be accessed on campus without a password and off campus by means of your University username and password.
· Start Internet Explorer.

· From the University's home page, 

· Click on a-z and then click on L.

· Click on Library.
· Click on Learning Support, then Subject Help and then on Law.

· The Law subject support page is now displayed. From here you can access many databases and useful websites as well as finding out more information about Information Services in general.

· In the list of Online databases, click on Westlaw UK.

· Click on Westlaw UK to gain on campus access.  If you are using this guide off campus, then choose the off campus route and type in your University username and password at the appropriate point.

· At the Westlaw UK Academic User Agreement, click on GO.

Searching Westlaw UK

There are many ways of searching the database. This guide will focus on the easy search options available from the opening screen, Welcome to Westlaw UK. 

Case Locator

The Case Locator enables you to search for cases by party name, citation (e.g. 1991 1 AC 1) or terms (subject keywords).

Party name

Try looking for the case of   Moorgate Mercantile Co Ltd v Twitchings.  When using electronic databases to search for cases, it is usually not necessary to type in the whole of the case name - simply choose the most unusual word or words from the parties. Type, twitchings and click on GO.

· The Result List on the left of the screen gives the case names and citations. The main part of the screen displays the brief Case Locator record. The first item in the Cite List will be highlighted and its brief record displayed. To see the second item on the Cite List, click on the number 2 next to the case name. Click on 1 again to view the first record, the House of Lords' decision.

· The Case Locator record contains the following information,

· Where reported lists all the places where you can find a full report of the case. If full text reports are available on Westlaw UK, blue hyperlinks to them will be given here.

· Summary

· Cases Cited - click on one of these now. You will be taken to a Case Locator record for that case. Close the window and return to your original case.

· Legislation Cited

· History of the Case

· Citations to the case, i.e. more recent cases in which Moorgate Mercantile Co Ltd v Twitchings has itself been cited.

· Case comments - these are journal articles which are about or refer to the case.  If full text is available on Westlaw a hyperlink to it will be given here.

· In the section Where Reported, click on the hyperlink citation [1977] A.C. 890.

· The full text of the case is displayed. Note that there are many hyperlinks to other cases in the text. Click on one of these. Close the window to return to your original case.

· It is possible to print, save or e-mail the full text of the case. In practice, e-mailing is presently the most reliable method.

· Click on Print at the foot of the screen.

· Where it shows Current Destination, change this to E-mail if this is not the option currently displayed.  Then click on Properties.  

· Type in your e-mail address: you may use any e-mail address that you have.  

· In File Format, change the Attached download format to Word.  Check also that the Delivery format is set to Dual column (composed / Book style).

· Click on Save.  This will return you to the previous screen where you should click on Send Request.  You will now be returned to your search result.

Search for the term(s)

· To begin a new search, click on Welcome at the top of the screen. This will return you to the easy search form.

· Use the Search for the term(s) option to search for cases on the topic, silence as a method of acceptance in contract law. 

· Type, silence acceptance - Westlaw UK assumes when you put in two or more words that you intend them to be combined using the connector "and", i.e. narrowing your search to produce records containing both or all the terms, it is therefore not necessary to type "and" yourself. Click on GO.

· Spend a few moments looking at your search results. Look to see whether any full text cases are available.

Legislation

To begin a new search, click on Welcome at the top of the screen. This will return you to the easy search form.

· Scroll down the screen to UK Legislation.  

· In Search by name, type Unfair Contract Terms Act 1977 and click on GO. 

· The Result List on the left of the screen lists the act section by section. The main part of the screen displays initially the title of the act.  To see the first and following sections of the act, click on the number 2 in the Cite List and so on.

NB Westlaw UK is updated daily and legislation is consolidated, i.e. it reflects all amendments and repeals.

Legal Journals Index

The Legal Journals Index permits you to search for articles in legal journals and, where full text is available on Westlaw UK, provides hyperlinks to it.

· To search the Legal Journals Index, return to the easy search or Welcome screen. The Legal Journals Index search is found at the bottom of the easy search screen.

· Continue to search for material on the topic, silence as a method of acceptance in contract law. 

· Type, silen! accept! - the ! indicates to the database to look for words which begin with the letters given but end in any way, e.g. silen! will find - silence, silent, silencing, silences etc.  This is generally known as truncation.  Click on GO.
· The results display is similar to that of the Case Locator. The Result List on the left shows the titles and citations or references. The main part of the screen shows the full record which includes the full title of the journal, subject keywords, and abstract, cases and legislation cited. Note that the full record may contain hyperlinks to cases.

· If the full text is available on Westlaw UK, a blue hyperlink will be given in both the full record and the Cite List. Look for one of these in your list now and click on it to view the full text of the article.

· You may save, print or e-mail the full text of a journal article in the same way as the full text case report (see above).

Other options

There are many other search options and services available from Westlaw UK. If you return to the Welcome screen, you will see that in the frame on the left of the page there are other choices available. The tabs along the top of the screen also indicate other services, e.g. Current Awareness. When you have some time, explore these possibilities for yourself.

When you have finished using Westlaw UK, please remember to close your session by clicking on Sign Off at the top right corner of the screen.

Log on to your e-mail now to see whether the material you sent has arrived.

LexisNexis

Coverage

LexisNexis is a well established database giving full text access to many legal resources, news and business information. Its coverage includes,

· UK cases, many in full text,

· Full text, consolidated, i.e. with amendments, UK legislation,

· Many full text newspapers and some journal articles,

· European and overseas material.

Access

LexisNexis is a web based database and can be accessed on or off campus. Off campus you will need to use your University username and password to gain access.
· Start Internet Explorer.

· From the University's home page, 

· Click on a-z and then click on L,

· Click on Library.
· Click on Learning Support, then Subject help and then click on Law.
· The Law subject support page is now displayed.  From here you can access many databases and useful websites as well as finding out more information about Information Services in general.

· In the list of Online databases, click on LexisNexis
· For off campus access, type in your University username and password at the appropriate point and follow the instructions you are given.

Search Options

· LexisNexis is an extensive database, organised into separate parts.  There are a number of different ways in which you can search it.  The basic searching options are indicated on the tabs on the main Search screen.  First, try searching for UK cases.

Searching for UK cases 

· Choose Cases from the Search screen.
· A form is now displayed.  Unless you wish to restrict your search to particular sources you should leave the Select sources box set to “All subscribed sources”.  Clicking on the downward arrow to the right of this box will list the other files available in the cases library.  You can choose to search one of these files by clicking on it.  For the moment, leave the sources set to “All subscribed”.

· To see in more detail the content and coverage of your chosen file, click on the i symbol to the right of the Source box.  This displays a list giving more information.  Close the list to continue your search.

Searching by case name

Try looking for the case of   Moorgate Mercantile Co Ltd v Twitchings.  When using electronic databases to search for cases, it is usually not necessary to type in the whole of the case name - simply choose the most unusual word or words from the parties. 

· Type, twitchings in the Case Name box and click on Search.

· A list of cases is displayed with citations.  Note that there may be more than one report of a particular case name so it is important to check the results for the one you want.  
· To see the full text of a report, click on the case name in the list.  
· Full text cases can be downloaded, printed or e-mailed. This is easy to do.  

E-mailing a case report

· From the full text display, click on the letter graphic in the top right corner of the screen. 

· Type in your e-mail address and click on Send.

· Click on Close window to return to your results.

Search for cases by subject
Now explore searching for cases by subject.

· Click on Search at the top left of the screen.

· Click Cases on the left side of the Search screen.

· In the Enter Search term(s) box, type silence and acceptance and contract 
· Click on Search.  When using LexisNexis it is important to remember that you must use connectors like “and” and “or”.  These connectors are not assumed.
· A list of cases is displayed.  You can scroll through the options at View to choose which format you would like to see the list in; expanded list, list with catchwords or full text. The list with catchwords option may help you choose the material you need most effectively.
· Once you have chosen a case you wish to see, click on the hypertext link to see it in full.
· You can use the Narrow search option to search within your search results for a further term.  This is useful if your search has generated a large search result.

· Click on Narrow search at the top right of the screen and type in method and press return.  

· You can click on the earlier search (which is now shown in the centre of the screen) to return to your original set of search results if you wish.

Search for UK legislation

· Choose Legislation from the Search screen.
· A form is now displayed.  Unless you wish to restrict your search to particular sources you should leave the Select sources box set to “All subscribed legislation sources”.  Clicking on the downward arrow to the right of this box will list the other files available.  You can choose to search one of these files by clicking on it.  For the moment, leave the sources set to “All subscribed”.

· To see in more detail the content and coverage of your chosen file, click on the i symbol to the right of the Source box.  This displays a list giving more information.  Close the list to continue your search.
· If you know the title of the Act for which you wish to search enter this in the legislation title box and click on Search.
· If you know the subject of the legislation for which you wish to search enter your keywords in the Enter search terms box.  Try entering the search dangerous dogs in this box.
· Your results will be displayed section by section.  You can choose how you view them by scrolling through the options at View.  You can select either expanded list or full text.
· You can restrict your search by entering another search term in the Narrow search box.  Try entering the term destruction in the box to see the effect it has on your search results.

· You can email, print or save you results using the graphic buttons in the top right hand corner.
How to find other things using LexisNexis

LexisNexis is a very wide ranging database and includes many other types of legal material including full text legal commentary and journal material.  To search these sources, you will need to use the Sources tab, which lists all the libraries and files to which the University Library subscribes via LexisNexis.  In the following example, you will select and search the New Law Journal.

· Click on Sources at the top of the screen.
· Click on the appropriate letter of the alphabet, in this example N.
· Some sources are listed, select New Law Journal. Then click on OK continue.  The standard search form is now displayed.  
· Click on the i (for information) which appears next to the filename of your choice and view the brief guide.  This shows the extent of the coverage available.  For example, if you select The New Law Journal you will see that coverage begins in 2001.
· You can then enter your subject search terms unfair dismissal and trade union!
· You can choose how you view the results by scrolling through the choices listed at View and selecting the format you require. 

· You can narrow your search by entering an additional search term in the Narrow search box.

· You can email, print or save your results by choosing the relevant graphic from the top right of the screen.
Click on sign-out once you have finished using the database.
Legal Information on the web

There is a wealth of legal information available free of charge via the web. The difficulties with this are identifying good quality material and being able to find it quickly and efficiently.

Evaluating material

Remember that the web is an uncontrolled environment; anyone can post any information to it for any purpose and at any time. It is useful to bear in mind the following questions to help you evaluate websites.

1. Who is the information provider? e.g. Government, Non -Governmental Organisation, firm, etc.


2. Are they a reliable source of this information?

3. Why is the information provided? e.g. to inform, to sell, to promote a point of view.


4. When was it last updated? - look for a date on the page

Subject Gateways

Take a look at the sites that experts have found useful rather than immediately resorting to a web search engine.  The Law subject support page includes links to some of the best UK and European websites, selected with the needs of SU students in mind. 

· From the Law subject support page, look at Law Subject Gateways – and browse some of the web sites which might be helpful to you in your course of study.

Searching

If you cannot find the material you need via a subject gateway, you may need to search the web. Remember that this always tends to bring back a huge number of results of varying quality so choose your keywords with care. 

· Google UK is currently a widely recommended search engine. Click on this now and type in the following search, silence acceptance “contract law”.  The quotation marks are used to indicate that the words, contract law, must be found as a phrase and not separately.  Google, like Westlaw UK will assume you are combining your keywords with the connector ‘and’ to narrow your search: it is not necessary to type in the connector but if you are using another search engine, check first on its conventions in this regard. 

· You can either search the whole of the web or just pages from the UK.  Choose pages from the UK.

· Click on Google Search.
· View some of the sites your search has returned.

Printing and saving

· To print material from a website, simply click on the Print icon on the browser toolbar. 

· To save material, click on File, Save As. 

· Set the correct saving location, e.g. a: if you are using a floppy disk, and give your file a name.

· Very importantly, set Save as type to Plain Text. 

· Click on Save.

· Remember, when you retrieve your saved material, you will need to tell your word processing package to look for Plain Text or All Files.

And finally …

Remember to log out and close down the PC when you have finished using it.

I hope that you have found this guide to be a useful introduction to some of the electronic resources available for law and that you will continue to use these resources to support your studies. If you have difficulties in locating the information you need or require any further support, please contact me.
Alison Pope (Senior Subject & Learning Support Librarian) 
Email: a.j.pope@staffs.ac.uk,  
Phone: 01782 294317
Office:  LW37 Law School Building
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