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works.

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 4HPIus program. The steps below will show how e-mailing within 4HPlus

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 4HPIlus Email” posted on the website. On
the main screen, select “4HPIus Email Setup”. Compare the settings on the screen to the settings

shown on page 3 of the “Setting Up 4HPIus Email” document.

1. Torequest an e-mail message, click on Members or Leaders, SQL, Request, and then Email.

Exit

[S=slE Clueue  Setup Email

Count
List

Labelz

les
Mizzing gail Labelz

Beport
b ail M erge

7
qu
be

2. Build the request as any other SQL report, mail merge, list, or count, then click on Process.

Wisconsin Crawford

Exit Request Queue

Structured Query Language Data...

Data Set 2008/2008

0R-ed fields prior to your AND-2d fields. ]

Hink: Ak thig point the SOL spstem wantz a connector. [NOTE: the request is processzed from left o ight. 11 most cazes, the proper processing can be assurec
The connector will allow wou compound selected fizldz or bo initiate the request you have deve
The compounding connector options are: [AMD] and [OR]. When using these connectors vou must keep in mind the logical or or computer definitions af [ANT
Example: <<fge =13 AMD <GENMDER = F>>. This request would find anly records where both the AGE figld iz 13 and the GEMDER field iz F. IF ether one ©

—Request ..

Erail: Members with "Active' = """

4HPIlus-Wisconsin
Sending E-mail Messages with 4HPlus
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with Field. ..

™ 1d [T Gender [~ Parent / Guardian [T LocalB [~ State 9 [~ Projects
[T Last [ Race v Active [T Local 7 [~ State 10 [T Achievements
[~ First [T Residence [~ Leadership [~ Local 8 [T Class

I~ ML [T Grade [~ Parenting [T Localg [~ Ethricity

[~ Strest I~ School Mame [~ Other [~ Local10 [~ white

[~ City [T 4HYears [~ Primary Club [T KeepMame Private [~ Black or...

[~ State [~ Current Year [~ Userld [T Photo Releasefpp [ Am Indian or...

I~ Zip I~ Fair [~ Password [~ State 3 [T Asian

[~ Phone [ Record Book [~ Local1 [~ State 4 [~ Hawaiian ar. .

I~ Al Phone [T testings Attended [T Local 2 [~ State 5 [T mare than one race

= 55M [~ “Youth Yolunteer Ty [~ Local 3 [~ State B [T Undetermined

[ DOB [mméddfw] [ Email Address [~ Local 4 [~ State ¥ [T Email NewsLetters

™ Age [T Ewvents &ttended [ Local B [~ State 8 [T Unitz/Clubs
—Farenthesize...

Add [ |0 Add ) | O
Delete [|  [Delete ] " Process

Page 2




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.

Exit Beqguest Queus Setup Email

Hint: %'ou may compose the meszage in the meszage text baw below ar copy and

EFmad Members & e eSS :
pazte from zome other application or open a file via the file button.

—Achions...

Subject;
|Hello

Emailz Attempted... L% Meszage Test:

Bttt Emiment g Hello all:

Earrest A isu:u:unneu:tl E rail Mol

—Pozsible Recipient "W anted to invike you to join this year's members for a pizza party.

E'WELL, LALUREM B
BALASED, BEMJARMIM — rE

! EHOLDER. MICHAE
" E IHf-‘aEL Browse for email
BN ERALLY messane fie Check Message Spelling | Load Last 4H Email Mezzage |
SHUMILOFF, MICOLE |
BAREBOUR, KRISTAL

Clear Meszage Tenxt | Sawve Curent 4H Email Meszage |

PIRMER. JACK
COLEEAME, LALRA Erowse for
TEMMNANT BRANDI attachrment file

WiaADDELL, JESSICA
FURBEE., JEMNMY |
HOFER, FRANCES Attachment [File]:

MCGLIRE . LINDSAY
TIIRMFR MARIAH I

Mane | All Connection Status: | LAN

4HPIlus-Wisconsin
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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.

Exit Bequest Oueue Setup Email

Hint: v'ou may compose the meszage in the message text boy below or copy and
pazte from zome other application or open a file wia the file button.

Emad Members

Achons...
: L Subject:
| Ernail Mol Py . Hello
Emailz Attempted... Zﬁ Mezzage Text:
Ii Exit # Cancel 5,78/
Hella,
Paozzible Recipients Just testing out a new e-mail spztem for the 4-H members.
MOI3154 GERGELY, KAREM ﬂ H had & f
MOIA58 MCCORMACE, AMANDA I HPE ¥OU Nad & TUn SLmmer.
MOIF160 MCMILLEM, JESSICA
MCHILLEM, 5 .
= = Browse fu:ur_ email
messaae file Check Meszage Speling | Load Lagt 4H Email Mezzage |
MOIF16F PATTO _
MOIZ169 PIRMER, LDl Clear Meszage Tesxt | Save Cument 4H Email Meszage |

MOI3173 SPEMGLER, LAURA
MOIF174 SPEMGLER, SUSAMN | | Browse fior

MOII78 ADAMS, CARLA attachrment file
ROI3209 SIGLEY, AMARDA

MOI3212 TEMHAMT, ERAMDI

MOI27 waDDELL, JESSICA 4
MOI3229 CASE. EMMA Attachrent [File]:
MOI3?3E COIRFRT | FARNMR ﬂ |

Mone All Connection Status; LAN

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

Exit Q=000 Cusue  Setup Email

Count - The SOL menu options are [Gota], [Fequest], [Queus]. and [Help On/0f] =
List quest] will make the following optionz available: [Count] vall display the
Lahels ber of records that match vour request. A [List] will dizplay the keys and

Emai ez of the records that match pour request. Clicking on one of the keys will j

Mizzing Email Labels
Beport R
td ail Merge

4HPlus-Wisconsin
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6. Build the request in the same manner as selecting the e-mail list above.

Wisconsin Crawford Structured Query Language Data.... Data Set 2008 /2008

Exit Request Queue

Hink: Ak thig point the SOL spstem wantz a connector. [NOTE: the request is processzed from left o ight. 11 most cazes, the proper processing can be assurec
0R-ed fields prior to your AND-2d fields. ] The connector will allow wou compound selected fizldz or bo initiate the request you have deve
The compounding connector options are: [AMD] and [OR]. When using these connectors vou must keep in mind the logical or or computer definitions af [ANT
Example: <<fge =13 AMD <GENMDER = F>>. This request would find anly records where both the AGE figld iz 13 and the GEMDER field iz F. IF ether one ©

—Request ..
Erail: Members with "Active' = """

with Field. ..

™ 1d [T Gender [~ Parent / Guardian [T LocalB [~ State 9 [~ Projects
[T Last [ Race v Active [T Local 7 [~ State 10 [T Achievements
[~ First [T Residence [~ Leadership [~ Local 8 [T Class

I~ ML [T Grade [~ Parenting [T Localg [~ Ethricity

[~ Strest I~ School Mame [~ Other [~ Local10 [~ white

[~ City [T 4HYears [~ Primary Club [T KeepMame Private [~ Black or...

[~ State [~ Current Year [~ Userld [T Photo Releasefpp [ Am Indian or...

I~ Zip I~ Fair [~ Password [~ State 3 [T Asian

[~ Phone [ Record Book [~ Local1 [~ State 4 [~ Hawaiian ar. .

I~ Al Phone [T testings Attended [T Local 2 [~ State 5 [T mare than one race

= 55M [~ “Youth Yolunteer Ty [~ Local 3 [~ State B [T Undetermined

[ DOB [mméddfw] [ Email Address [~ Local 4 [~ State ¥ [T Email NewsLetters

™ Age [T Ewvents &ttended [ Local B [~ State 8 [T Unitz/Clubs
—Farenthesize...

Add [ |0 Add ) | O
Delete [| Delete ]| " Process

7. The request will count the matches and bring up the screen to select label casing, label
sorting, mailing group and the output location.

—Fequest ..
t ailing labels: Members with “dctive’ = "'N"

—Matches... 7 Label Casing One label per... Qutput ko, -
233 % Print Data as Stored : = Screen
= Momnal [Upper caze firgt lether) Farnily £ Printer
= USPS [All caps, no punchuation) = Address ({’\}File
= Cancel

—Label Sarting
% by Zip Code
= by Mame

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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