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To save searches and create search alerts, you will need a My NCBI account. This handout provides instructions 
on how to create an account, save your searches, and set up a search alert that can be emailed to you daily, 
weekly, or monthly. 

Step 1:  Creating a My NCBI Account 

My NCBI is a user account within PubMed that allows you to save citations and searches, set unique search 
preferences, set up search alerts, and have other advanced options within PubMed. Anyone can register for My 
NCBI with an email address and password. 

Begin by simply clicking the "Log In" link in the top right corner of the PubMed screen: 

 

There are several options for creating a My NCBI account. You can choose 

from the many options shown. To use your Virginia Commonwealth 

University credentials, click on "more sign-up options," type “Virginia 

Commonwealth University” into the find your login provider box, and then 

select “Virginia Commonwealth University.”   
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https://account.ncbi.nlm.nih.gov/?back_url=https%3A//pubmed.ncbi.nlm.nih.gov/
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Log in with your VCU eID and password 

 

 

 

 

 

 

 

 

Step 2: Logging In and Logging Out ​
You must log in to access the features of My NCBI. This login will remain active for 12 hours, or you may 
choose to have your personal computer automatically log you in. If you've already registered, click "Sign In" to 
get to the login screen. 

 

Step 3: Saving Searches and Creating Alerts (YouTube Video Link) 

You can save searches and create alerts directly from the search screen. After running your search, select 'Create 
alert' below the search box or in the advanced search by clicking on the actions area in the advanced search 
builder. You will be directed to the 'Your Saved Search' screen, where you can name your saved search. 

Saved searches are accessible in your My NCBI Dashboard, allowing you to retrieve new results since your last 
search easily. You can also opt to receive email updates notifying you when new references that match your 
search criteria are added to PubMed. 
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https://www.youtube.com/watch?v=FwMQcNVSBz0
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Alert under Search Bar 

 

Advanced Search Builder: Create Alert in Actions Area (…) of History and Search Details 

 

 

You can choose whether you would like to receive e-mail updates of your search to alert you when new 
references that fulfill your search criteria are added to PubMed.  
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If you opt to receive email updates, then you can set the frequency, day, and other settings as required. 
Recommend the settings of 200 items and the Report Format - Abstract.  
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