
 Exporting Email Addresses from 4hOnline to Excel 

1. Managers of 4hOnline can send broadcast email messages and/or texts to 4-H members and 
leaders through the program.  Currently, documents cannot be attached to the email 
messages.  However, you can extract a list of email addresses and then copy and paste them 
into your email program. 

2. Before you can extract email addresses, you need to create a report or use a report that 
already exists that contains the recipients you want to send your email to.  For example, 
members enrolled in certain projects, or the 4-H directory for your county. 

3. Click on the Reports button. 
4. Click on the report that you will use. 
5. Click Edit Report under Report Options. 

 
6. Click on either Family Correspondence or Member Correspondence. 

a. If you click on Family Correspondence, you will get a list of family emails. 
b. If you click on Member Correspondence, you will get a list of all member emails.  

There may be duplicate emails, if Member Correspondence is chosen. 

 
7. Click on the drop down box next to Quick Exports and select Family-Email List.  A list of email 

addresses will be created in Excel.  Click Open or Save and then copy and paste the email list 
into your email program.  



Extra Tip:  You may want to send email messages to those who prefer to receive 
correspondence by email and mail to those who prefer to get correspondence by email. 
 
In order to do this, follow the instructions in steps #1-5 above and then proceed with the 
instructions below. 
 
Check the box under Correspondence Options that states Apply filter for correspondence 
preference in the Report screen.  Remember to click the save button at the bottom of the 
page before proceeding.  Labels will be displayed for those who prefer to receive 
correspondence by mail and then you can extract the email list as listed above. 

 

 

 


