
 
 
 
 
Sending Broadcast Email Messages & Text Messages from 4HOnline 
 
Broadcast emails and text messages are sent to members associated with a report or members 
flagged in the Search Screen.  Before you send a broadcast email, you should create a report (or 
use a report that already exists) that contains the recipients you want to send your email and/or 
text message to.  You may want to check your report first to make sure it displays the members/ 
leaders you intend to send the broadcast email or text.  
 
Click on the Connect tab. 
Click the Broadcast Emails icon. 
Click Add Broadcast Email. 

 
A popup box similar to the one below will appear.  Type an Email Title for your email.  This is the 
title that will appear in the Broadcast Email List of sent email messages but is not the subject line of 
your email.  Then, click the Create Email button. 
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Setup 
Type the Subject of your email 
message. 
 
The Send To Families button is 
the default choice when creating 
and sending an email message.  If 
this option is chosen, a unique 
email message will be sent to 
each family email address.   
 
The Send To Members button 
allows you to send a message to 
each 4-H member.  If you select 
this radio button, emails are sent 
to the email associated with each 
member in the report.  If you 
select this option, you will have 
the option of sending email 
messages not only to each 
member, but also to the Family 
email address, the Second 
Parent/Guardian, the Second 
Household or the Emergency Contact.  You will be able to choose these Additional Recipients in the 
Recipient Selection screen.  Duplicate email addresses will be eliminated within the program. 
 
The Send To Managers button allows you to send email messages to county managers and/or primary club 
leaders. 
 
If you have given members/leaders an option to unsubscribe to the email messages in the past, you can 
check the box next to Send to Unsubscribed, and they will still receive the email message.   
 
You may also choose to check the box next to Remove Unsubscribe button.  Recipients will not have the 
option to unsubscribe to the email message. 
 
If you would like recipients to be able to reply to the email, check the Use My Email As Reply-To box.  If you 
do not check the Use My Email As Reply-To box, the email comes from  
“no-reply@4honline.com” and recipients cannot reply. 
 
If you would like to send a text message along with the broadcast email, check the box next to Send Text 
Message.  A text message will be sent to all profiles with the text message option enabled.  You will have 
opportunity to add the text later. 
 
Click the orange Continue button near the top right-hand corner of the screen. 
 

Layout 
Type your email message in the box.  
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You are able to personalize your message by clicking on the Merge Fields/Docs button.  A popup 
containing fields that can be added will appear.  You can add fields like family and/or member 
name and also add links to newsletters to customize your email message, but you cannot add 
attachments. 
 
You are able to see how your email will appear when it’s sent by clicking on the Preview Email 
button.   
 
If you are also sending a text message, type it in the Edit Text Message box.  Currently, you are only 
able to send a text message concurrently with a broadcast email. 
 
Click Continue. 

 

Recipient Selection 
Click the Select Reports button and select the 
report(s) that includes the recipients to whom 
you want to send your email message by 
clicking the box next to the report you want to 
use.  You may select more than one report. 
 
Click the Save button. 
 
You may choose to click the box next to Send 
to Flagged Profiles.  This option allows you to 
send email messages to members that you have flagged (selected) on the Search 
screen instead of selecting a report to use.   
 

3 
 



If you chose Send to Member on the Setup screen, you will have the option to select which additional 
members to send messages to Member’s Family, Second Parent/Guardian, Second Household and/or 
Emergency Contact.  
 
You will see a list of email addresses that your broadcast email message will be sent to.  If you send 
messages using the 4HOnline software, duplicate email addresses will be automatically deleted. 
 
Click on the Continue button. 
 

Send & Results 
 
If you wish to send the message 
now, click the box next to Send 
Now.  You can also exit at anytime 
and your work will be saved to be 
finished and sent later. 
 
Click on the orange Finish button. 
 
You will receive an email when your message has been sent. 
 
Check Mail Results 
If you send a broadcast email message in 4hOnline, you will be able to track whether or not the message 
was delivered, opened and who was unable to receive the message.   To see how many members/leaders 
have opened an email message, click on the Connect tab.  Click on the Broadcast Emails icon. 
 
Click on the Edit button next to the message that you would like to check.   

 
You can see how many email messages were sent, delivered, opened, pending, bounced or dropped.   

 
 
 
 
 
 

 
 
The statements below are taken from the 4HOnline software and provide more detail about email messages 
in this program. 

1. This is the total number of families, adults and youth contacted with this email campaign. Emails are 
consolidated when sent to the same email address (family email address) for different members. 
This will cause a discrepancy between the number of "Adults/Youth" contacted and the number of 
emails sent. 
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2. While we use all current technology available to attempt to record when an email is opened, it is still 
rather unreliable. However, the email delivery count "Delivered" is accurate and guarantees that the 
email recipient received the message to their inbox. 

3. Emails marked as processed/pending have not returned a delivered status for some reason and may 
have been queued for another attempt in the future. This is usually due to a delay on the receiving 
server. If the subject matter of the email is important, these emails should "NOT" be counted on as 
being delivered as their exact status cannot be determined. 

4. From Becky Nibe, Iowa State 4-H, Broadcast Email and Text Messages Help Sheet:  “Opened” is 
misleading.  If the recipient’s email client automatically downloads images in email, the message will 
show as opened.  If not, it shows as delivered. 
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