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Sending E-Mail Messages with 4HPlus! 
 
E-mail messages can be sent to specific clubs, members or leaders by using the e-mail and SQL 
features built into the 4HPlus program.   The steps below will show how e-mailing within 4HPlus  
works.  
 
 
Before beginning the data transfer process for the first time, check to make sure that e-mail is set 
up in 4HPlus. Please refer to the document “Setting Up 4HPlus Email” posted on the website. On 
the main screen, select “4HPlus Email Setup”. Compare the settings on the screen to the settings 
shown on page 3 of the “Setting Up 4HPlus Email” document. 
 
 
 
1. To request an e-mail message, click on Members or Leaders, SQL, Request, and then Email. 
 
 
 
 
 
 
 
 
 
 
 
 
2. Build the request as any other SQL report, mail merge, list, or count, then click on Process.  
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3. Based on the SQL request, a list of names will appear in the “Possible Recipients” box below.  
Select the names of the members or leaders on the list that should receive the e-mail. Enter 
the subject and message. Use the buttons below the message to do a spell check, clear that 
message and start again, save the existing message, load a saved message or attach a file 
to the message. 
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4. Click on Email Now! to send the message if you are connected by LAN or DSL.  
 
Note: If using a dial-up modem, click the “Connect/Disconnect” button for the program to dial 
up the ISP. When the modem is connected, click the “Email File Now!” button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
5. After sending the email message there still may be others that do not have an e-mail 

address.  There is a request to capture those who do not have an e-mail address.  Click on 
Members or Leaders, SQL, Request, and Missing Email Labels.   
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6. Build the request in the same manner as selecting the e-mail list above. 
 

 
 
7. The request will count the matches and bring up the screen to select label casing, label 

sorting, mailing group and the output location.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
8. When selecting printer, label size options will be available just as they are for regular 

requests. 

This document was adapted from materials originally developed by the University of West Virginia, 
Cooperative Extension Service.  
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