Clearinghouse Database E-mail Alert Notes
(updated May 2020)

These notes will show you how to create an E-mail alert within the EBSCO databases to receive regular
updates on topic(s) of interest. To learn more about effective database searching see the Database Search
Tips
Creating an Account
The first step in creating an Email Alert is to ensure you have an account within EBSCO – this is separate to
your Clearinghouse for Sport account. If you already have an account simply sign in and continue to the
next step.
1. Go to Sign In at the top right of the screen and when the sign in page appears select Create a new
Account

2. Fill in the details and click Save
Changes. Your account has now been created.
Best practice is to log in each time you are
doing any significant database research or
think you might like to save any results.

3. Start your search, when you are satisfied with the search strategy and results click Share.

4. Select Create an alert: E-mail Alert

5. Click Advanced Settings in the bottom right hand
corner.

6. Fill in the following
details
Alert Name: Relevant
title i.e. Basketball and
Injuries
Description: Repeat
previous field.
Frequency: Select your
desired frequency from
the drop down box. (ie.
Daily, weekly, monthly)
Articles published
within the last: If you
only want to be alerted
to the most recent
material make a
selection, if not sure
leave as no limit.
Run Alert for: Short
term projects may only
need for a few months,
longer term interests up
to one year. You will
automatically receive a
renewal e-mail and can
easily renew the alert.
Alert Options: Alert
results format =
Detailed. This will
include the whole
abstract in the alert.
Email Properties: select Email all alerts and notices
Enter email address.
Subject: Can just repeat the title ie. Basketball & Injuries
Title: repeat above
E-mail Results format: select HTML

Include in e-mail: select Query (search query will be included in emails so it is easy to repeat or
adjust later if needed)
Click Save.
7. E-mail alert has now been created. You’ll receive an e-mail confirmation and can change or delete it
at any time by going to your folder and selecting Search Alerts

8. There is no limit to the number of alerts you can have within your EBSCO profile. Simply follow the
same process to create each one.

