ELIGIBILITY MAIL MERGE INSTRUCTIONS for Windows 2000/Office XP systems:

**Modify the CJR Eligibility spreadsheet to your BASE ONLY**

Save Excel spreadsheet 

Open the CJR Eligibility Manual Mail Merge Letter template that will be used to insert the data.

Tools

Letters and Mailings
Mail Merge Wizard

Select Letters then Next

Use Current document then Next
Use an existing list
Browse

Find the CJR Eligibility Excel spreadsheet

Double click on the file

SELECT TABLE box will open

Click:  OK

Click:  Select All

Click:  OK

Click:  Next write your letter

Click:  Next Preview your letters

Click:  Next Complete the Merge

Click:  Print to print letters OR

            Edit Individual letters (this will allow you to email the CJR Eligibility letters to the member or CSS)

Print/Edit Records All then OK
