
SYMPLICITY CLERKSHIP MODULE DIRECTIONS 
(updated November 2008) 

 
FIRST Login to Symplicity at GW Law CSM (https://law-gwu-
csm.symplicity.com/students/).  Use your user your username and password to access the 
Website. If you forgot your password use the “Forgot Password” tab on the sign in page. 
If you forgot your username, you can contact Sheila Driscoll. However your username is 
usually your GW law email address.  
 

 
 
SECOND click on the tab labeled “Clerkships”.   
 
Clerkship is a database of all FEDERAL ONLY judges in the US.  The database looks 
like this: 
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You can also search via “Detailed Search” and search by more criteria.  We recommend 
you search broadly.   
 
When you click on the name of each judge, you will see a profile of that judge with basic 
biographical information, as well as additional information including if the judge has 
hired GW law students as law clerks in the past.  See sample profile of Judge Titus in the 
District of Maryland below: 
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THIRD Select the judges that you plan to apply to by placing a check mark next to their 
names. When you’ve completed your judge selection click on “Favorites” next to batch 
options and finally choose “Add checked to new list”.   
 
You can search for judges by either Circuit Code (i.e. 1-11th circuits, DC circuit and 
Federal Circuit); District Code (i.e. United States District Court for the District of 
Columbia is “DC”, The United States District Court for the Eastern District of Virginia, 
is “VAE”) or by the name of the judge entered in “Keywords”.   You can also search by 
the City or State where the judge sits. 
 
To select all of the judges found,  click on the “Plus” sign under “Batch Options” OR 
individually click on the boxes to the left of each judges’ name.    
 

 
 
Once you’ve created a “judge list”, you can view it by clicking on the favorites tab. 
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FOURTH .  To create a list for your own mail merge use Batch Options, click on “Export to 
Excel;”  Save the Excel spreadsheet on your computer.  The file will look something like this: 

  
General Mail Merge Instructions 

 
Open your saved excel file.  To make the saved Excel file more readable, 
highlight all the cells, then select Format, then Column, and then “AutoFit 
Selection” 

 

 
 
 
The CDO has created a Label template and a Cover Letter template with the mail merge 
fields already inserted.  They are available on the judicial clerkship site, 
www.law.gwu.edu/careers then “Judicial Clerkships and Internships”  and you can  save 
them on your computer. 
 
Open the CoverLetter.doc you saved in Microsoft Word. 
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If you get the following pop up window, click on Find Data Source and select the 
exported Excel spreadsheet you saved earlier. 
 

 
 

Add your name and address information if you are not using the same header as your 
resume. Type up your generic cover letter.  Your document should look similar to 
Example 1 below.  
 
Example 1:  

 
[Your address or Resume Heading] 
 
Date 
 
«The_Honorable» «Full_Name» 
«Court_General»  
«Court_Specific» 
«Street1» 
«Street2» 
«Street3» 
«City», «State» «Zip» 
 
Dear «Salutation» «Last_Name»: 
 
[Body of letter goes here] 
 
Sincerely, 
 
Your Name 

 
Click on “Tools”, then “Letters and Mailings” and then “Mail Merge Wizard”.   
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The “wizard” steps should appear in a column on the right.  There are 6 steps, but if you 
had already selected your Judge List when the pop up “Find Data Source” came up when 
you first opened your document (see above), then the wizard automatically opens on to 
Step 3. 
 
Step 1 asks what document type, and you select either “letter” or “labels” then click 
“Next.”  
 
 
Step 2 asks “How do you want to set up your letters” and you select “use the current 
document.”   
 
Step 3 asks you to select your recipients, and you choose “Use an Existing list”.  Your 
Judge List should already be selected, but if it’s not, then browse your files and select it.  
You can then write the body of your letter if you have not already done so.   
 
Step 4 allows you to preview your letter.   
 
On Step 5 you complete the merge, and you are given a choice of either simply printing 
the letters, or editing individual letters.  You should select “edit individual letters” if you 
need to add specific language to one or two judges.  For example, you want to 
personalize your letter to a judge that you had previously interned for, or you want to 
highlight to judges in Oklahoma that you are from there, etc.    
 
Merging Labels. 
 
Follow the same steps for merging your labels as you used for merging your cover letter 
above. 
 
When the “Wizard” appears, it will start on Step 3.   Note that the label template is set for 
using AV5162 labels.    
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