
 
 
 

CREATING ALERTS IN EBSCO DATABASES 
 
 
Trexler Library subscribes to a number of databases via EBSCO, including:  
 
-Academic Search Premier 
-America: History and Life 
-Business Source Elite 
-Communication & Mass Media Complete 
-ERIC 
-Historical Abstracts 

-MLA 
-Newspaper Source 
-Philosopher’s Index 
-PsycINFO 
-RILM

 
 
 
To access any of these databases, visit the library website, then choose the Articles A-Z link 
(in the Find box).  
 
 
 
In the EBSCO databases, you can create alerts from searches or from publications’ table of 
contents.  This handout will provide information on both kinds of alerts. 
 
 
 
 
A. CREATE ALERTS FROM SEARCHES 
 
1. Enter your search terms in the database and click Search. 
 
 

 
 
 
 
 



 
2. From your results list, choose the Alert/Save/Share link on the right side.  That will 
open an options box.  Choose the Create an alert link in the box.  Alternately, choose the 
Search History/Alerts link above your results list. 
 

 
 
 
 
 
 
3. Log in to your account with your User Name and Password.  If you do not yet have an 
account, choose the I’m a new user link to create your account.   
 

 
 
 
 
 
 
 
 



 
4. Once you have logged in (or created your account), you will have the option to create 
your alert.  These are the specifications that will guide how the search is saved in your 
EBSCO account and how the email alert will arrive in your inbox.  
 
Fields of special note include:  
 
The Name of Search/Alert and 
Description will display in your 
EBSCO account and can help you 
remember which alert does 
what. 
 

 

The Frequency option in the 
Save Search As area will 
determine how often the alert is 
sent to your inbox. 
 

 
 

The E-mail Properties section 
determines to what e-mail(s) the 
alert is sent, with what subject 
line, and more. 

 
 
 
Click Save and your alert is ready! 
 
 
 
 
 
 
 
 
 
 
 
 



 
B. CREATE ALERTS FOR TABLES OF CONTENTS 
 
1. From the main page of the database, choose the Publications section in the upper left 
corner. 
 

 
 
 
 
2. Browse the alphabetical list of publication titles, or search for the title you want.  
 

 
 
 
 
3. Choose the publication title you want by clicking on it.  
 

 
 



 
 
 
 
4. From the publication’s record, choose the Alert/Save/Share link on the right side.  
That will open an options box.  Choose the Create an alert link in the box. 
 

 
 
 
 
 
 
 
 
 
 
 
5. Log in to your account with your User Name and Password.  If you do not yet have an 
account, choose the I’m a new user link to create your account.   
 

 
 
 
 
 
 
 



6. Once you have logged in (or created your account), you will have the option to create 
your alert.  These are the specifications that will guide how the search is saved in your 
EBSCO account and how the email alert will arrive in your inbox.  
 
Fields of special note include:  
 
The E-mail Properties section 
determines to what e-mail(s) the 
alert is sent, with what subject 
line, and more. 

 
 
 
Click Save and your alert is ready! 
 
 
 
 
 


