
 

Creating Table of Contents Alerts 
The Clark Library recommends you create Table of Contents alerts in one of the 45+ databases 
available through EBSCOhost since these resources collectively index thousands of journals. 

 

 

 

 

   

 

Access the EBSCOhost database that indexes the journal for which you wish to set up an alert. If 
you are not sure which database to access, ask a Reference Librarian (reference@up.edu, 
503.943.7788) for assistance. 

In the upper right 
corner of the screen, 
choose Sign In to 
access (and create, if 
needed) a My 
EBSCOhost account. 

UP users don’t automatically have My 
EBSCOhost accounts (the account is not 
connected to your UP username and 
password). 

If you have previously created a My 
EBSCOhost account, then enter your 
username and password (or Sign in with 
Google) 

To create a new account, choose either 
the Sign in with Google button, or, at 
the bottom of the screen, go to: Don’t 
have an account? Create one now. 
Then fill out the brief form to create 
your account. 



After logging in to your My EBSCOhost account, choose either the Publications or the Indexes link 
in the purple bar at the top of the screen (each database will offer one of these links). 

If you selected a Publications link: 

Enter the name of the 
journal in the search 
box and choose the 
Browse button.  

In the list of search results, choose 
the link for your journal.  

On the Publication Details page, 
choose the Share drop-down menu 
and then select E-mail Alert. 



If you selected an Indexes link: 

Choose the drop-down menu next to 
Browse an Index, and choose Journal Title, 
Publication Name, or Source (different 
databases will use different names for this 
index). 

Then, enter the name of the 
journal in the Browse for: box and 
choose the Browse button. 

In the list of results, 
check the box next to 
your journal, then 
select the Add button. 

This will add your journal’s 
name to the search box at 
the top of the page (the ZJ 
coding will search for this 
name in the Journal Title 
field). Choose the Search 
button. 

On the search results 
page, choose the Share 
drop-down menu and 
then select E-mail Alert. 



 

Alert Settings 

  

 

 

On the Create Alert 
page, choose your 
preferred settings.  A 
few important settings: 

If you check the box 
under Hide addresses 
from recipients, any 
email addresses will be 
sent in the BCC (Blind 
Copy) field rather than 
the To field of the email. 

Enter your email 
address in the E-mail to 
box. 

E-mail contents – We 
recommend that you 
select Link to individual 
articles. 

Please note that if you 
select Alert on full text 
only, some journals may 
add citation indexing to 
the database 6-18 
months before they add 
full text. 

 
Choose the Save Alert 
button to finish creating 
your search alert. Note: search alerts will expire after 6 months, however, you will 

receive an email with information about renewing the alert. 

If you have any questions, or if you can’t find your journal in an EBSCO database, please contact the 
Reference Librarians at reference@up.edu (or 503.943.7788). 
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