Using CARS Mail Merge feature for your Cover Letters:

When you click on the “Create Your Own Merge Data” link, you will see a list of all the judges that you have selected on CARS. Check the box next to the judges which you would like to include in the merge document, or check on “Check All” to select them all, and hit the “Create Merge Information” button at the top of the page. This will create a mail merge data sheet for all the judges that you have selected. You will see that the merge data is divided into records and that each record is divided up into an “address block,” a “salutation block,” and an “applicant’s name block.” The individual blocks are surrounded by quotation marks. To use the merge data function, follow the instructions below.

MS Word 2007 Instructions – Cover Letters
1. Open a new Word document.
2. Login to CARS
a. Click Create Your Own Merge Data (on left-hand column of page)
b. Click Check All - to select all of your judges.
c. Click Create Merge Information - to create your merge data.
3. Copy and paste the merge data from CARS into your new Word document.
4. In Word, save this new document as a plain text file by:
a. Save As:
b. Save As type: Plain Text Format
5. Open your cover letter in Word
a. Click on Mailings Tab on the tool bar
b. Click on Start Mail Merge
i. Click on Letters
c. Click on Select Recipients
1. Click on Use Existing List
a. Browse to find your merge file and click Open.  
6. Judge address insertion - In cover letter, place your cursor where the Judge’s address is to be inserted.
a. Click on Insert Merge Field
i. Select:  Judge_ Address_ Info
7. Judge name insertion – Place your cursor where the Judge’s name is to be inserted.  
a. Click on Insert Merge Field
i. Select:  Judge
8. Click on Preview Results – to see what your letter looks like before you run the merge, if it looks good,  click on Finish and Merge, Edit Individual Documents.
9.  Review each letter closely. 
