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Inside this User Guide

This guide is designed to cover advanced topics such as search history, searches and alerts,

personal accounts, shared folders, and more. Additional user guides cover topics such as searching
and finding results, and printing, e-mailing and saving. All user guides can be downloaded from the

EBSCO Support Site: support.ebsco.com.
Search History

All searches performed on the Advanced Search during your session are available from the Search
History/Alerts Screen. You can combine recent searches and retrieve previous searches saved in
your personal folder (My EBSCOhost). If enabled by your library administrator, search history may

also be available from Basic Search.

To use your search history:

1. Run a search on EBSCOhost, and view your search results.
2. Click the Search History/Alerts link. Search history is displayed above the Result List.

To close Search History, click the Search History/Alerts link again.

Keyword | Subjects - | Publications = | Images = More - Sign In to My EBSCOhost Ask-A-Librarian Mew Features! Help
Searching: Academic Search Complete, Business Source Complete, o, | Choose Databases »
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Brint Search History | Retrieve Searches | Retriewe Alerts | Save Searches/Alerts | Cleor Search History
Combine searches with: |and m
L S‘]’;,m Search Terms Search Options Actians Delete
[m] 52 EJ giobal warming Linniters - Scholarly (Pass Ruviswed) Jourmsis View Results (6223)
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O 51 B8 global war ming Search Mode - BooleanPhrase
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Acadesmic Jourmnals ) Journas
Magazings 1. QUEof Sync, S Bt Published:
The artiche considers the potential effects of global warming on the schedule of polination. = !
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Book Reviews HIML Full Text  PDE Full Text (4 £ More Options S Ophions Sat
3. Select from the following search history features:

o Add lines of search statement history to your current search — Select the lines
of your search statement by marking the Add to Search check boxes; selecting the
desired Boolean operator (and, or, not); and then clicking the Add button. The lines
of search history will be added to the Find field. Click Search to display a new
Result List.

o Copy your search into an RSS reader — Click the RSS alert icon to display the
Syndication Feed URL, and then copy it into your newsreader.
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o View Results for a line of your search history — Click a linked View Results
(xx). The Result List is displayed.

o Revise a line of search history — Click a Revise Search link. The search terms
are added to the Find fields and any limiters/expanders marked. You can add to or
change your search terms, limiters, etc. Click Search. A Result List is displayed.

»

To clear your search history, either click Clear Search History, or end your session.

o The search history available to you includes only the searches from the current
session. Unless you create a saved search, when your session ends, search history is
cleared.

o If you change databases, your search history is saved (the query only, not the result
counts).

o If the limiters, expanders, and search fields (author, title, subject) that you applied in
the original databases are not available when you change databases or search
screens, your searches may be affected.

If search history is opened in a new database, "Rerun" appears in the Results column. This
indicates that the counts are not known because the search has not been run on your current
database. When you view the results (by clicking on the "Rerun” link), a new search is launched
and its results counts are added to the search history.
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The Search History Screen

Print Search History | Retrieve Searches | Retrieve Alerts | Save Searches/Alerts | Clear Search History
Combine searches withe | and m
Bt FUD Goarch Torms Search Dptions Actions Delete
O sz E} gobal warming Limikers - Scholary (Pear Reviewed) Jounals View Results (6223) @
Search Mode - BoolesnPhrass few i
View Debails
O 51 B global warming Search Mode - Boolean!Fhrase View Results (20474)
Revise Search
Yiew Debails

. Combine searches with - To combine lines of history, mark the check box to the left of the
lines and select a Boolean operator (and, or, not) from the drop-down list, and click Add. The
lines of history will be placed in the Find field.

o Search ID # - The number assigned to your search. You can also select a search from the list
by entering S and the search number (S1, S2, etc.).

. Search Terms - The terms you entered in the Find field, including any field codes or Boolean
operators. If you have set up the search as an RSS feed, the RSS logo will appear.

o Search Options - The limiters and/or expanders used in your search are displayed.
o Actions

o View Results/Rerun - Either View Results (xx) or Rerun appears as a hyperlink.
Click the link to return the search and display an updated Result List.

o Revise Search - Indicates that the lines of search can be edited. When you click
Revise Search, the search terms are displayed in the Find field and the limiters and
expanders are applied. You can then edit the search manually, entering field codes
or changing limiters on the Search Options area.

o View Details - To view the details of the search, including which interface, search
screen and database were used, click View Details. A pop-up window appears,
displaying the details of the search.

Delete - Indicates that individual lines of search history can be deleted. If you delete a line earlier
within search history, any dependent lines are deleted, and the remaining lines of history are
renumbered. A message displays when you delete lines of search history.
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Saving Searches and Alerts
Saving Searches

You can save single or multiple searches and use them in a future EBSCOhost session. To save
searches for future use, you must be signed in to your personal account (My EBSCOhost).

To save searches:
1. Run a search on EBSCOhost and view your search results.

2. Click the Search History/Alerts link and then click the Save Searches/Alerts link. The
Saved Search/Alerts Screen appears. If you have not signed in to My EBSCOhost, you will
be prompted to do so.

Crealie or it Saved Searchee

Mame of Seandh/ort ing qreen,
Driphion
Dt Craibid 5202008

Ditauigins

FRyCARTICLES
EPORTDiscus with Full Test
MEDLINE with Full Texl =
Sparch Shratogy oy gresen:
Irfierface ERSCOhost
Elrali ESRCHAR & Sawod Seach (Peranont]
™ Spvad Seanch [Tempoeary, 24 hours)
et
Segrch I Sesrch Ters Search Dpbions Lt Rumn Vi Rewlts

Inberlace - [0k
= g green Linnibersy: - Fll Taat S Soreen -l S Fo
Databare - Losdvar Segch Praver

Inberiace - [I500Ros

3. Enter a Name and Description for the search. (For example, mysearchl)
In the Save Search As field, select one of the following:
e Saved Search (Permanent)
e Saved Search (Temporary 24 hours)

e Alert - If you selected Alert, additional fields are available. For more information, see
“Saving a Search as an Alert.”

5. To save the search, click Save; otherwise, click Cancel. You are returned to the Search
History/Alerts Screen.

Notes:

e If you regularly log in to My EBSCOhost, your searches will not be deleted at any time.
However, after six months of inactivity, any saved searches will be deleted from your folder.

e If enabled by your library administrator, you may be able to save searches conducted from
Basic Search.
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Saving a Search as an Alert

You can save searches as alerts and have EBSCOhost e-mail you with any new results. You can
also retrieve those alerts to perform the search immediately, instead of waiting for the alert to run.

To save a search as an alert:
1. Run a search on EBSCOhost and view your search results.

2. Click the Search History/Alerts link and then click the Save Searches/Alerts link. The
Saved Search/Alerts Screen appears. If you have not signed in to My EBSCOhost, you will
be prompted to do so.

On the Save Search/Alert Screen:

Enter a Name and Description for the Alert.

2. Torun the Alert against a different database, select the Databases from the drop-down list.
(Hold down the control key and left-click your mouse to select multiple databases.)

3. Search strategy — The search terms are displayed as static text—they cannot be edited
from this field.

In the Save Search As area of the screen:
1. To save the search as an Alert that can be automatically run, click the Alert radio button.
2. To select how often the search will be run, from the Frequency drop-down list, select one:
¢ Once aday
e Once aweek
e Bi-weekly
e Once a month (the default).

Note: You will only receive a notification when new results are found, no matter how
frequently the alert is run.
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Save Search/Alert Screen

Create or Edit Search Alerts

Marne of Searchfalert
Description

Date Created

Databases

Search Strategy
Interface

Save Search As

alert Options

E-rmail Properties

|going green

5,/20/2008
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SPORTDiscus with Full Tesxt
MEDLINE with Full Text hd|

going green

EBSCOhost

i Saved Search (Perrmanent)
" Saved Search (Temnporary, 24 hours)
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Frequency

IOnce a day 'I

Aticles published within the last
I Mo Lirmnit vl

Run Alem for

IOne Year 'l

alert results format
& Brief  Detaled  Bibliographic Manager

[V Limit ERSCOhost access m only the articles sent

% Email al slems and notices
' Ermail only creation notice
™ No e-mail [RSS onhy)

E-rnail Address (please separate e-mnail addresses with a sernicolon)

7] Hide addresses from recipients

Subject

Title

[EBSCOhost Alert Motification

E-mail [From] address

| EPAlerts@EPMET.COM

E-mail Results Farmat

% Plain Ter £ HTML

Include in e-mail
|7 Qruery
p Frequency
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3. To limit which articles are searched, from the Articles published within the last drop-down
list, select one:
o One month

o Two months
o Six months
o One year
o No limit (the default)
4. Inthe Run Alert for field, select one:
¢ One month
e Two months
e Six months
e One year (the default).
_Note: Before your alert expires, you will be e-mailed and given the opportunity to renew
it.
In the Alert Options area of the screen:
1. Select the Alert results format: Brief, Detailed, or Bibliographic Manager.
2. Tolimit EBSCOhost access to only the articles in alert (rather than the entire site), mark
the check box to the left of this field.
In the E-mail Properties area of the screen:
1. Indicate how you would like to be notified. Select one:
¢ E-mail all alerts and notices (the default)

e E-mail only creation notice

e No e-mail (RSS only) - if you select this option, the remaining E-mail Options will be
hidden (because they are not necessary for RSS).

2. Enter your E-mail Address. If you are entering multiple e-mail addresses, place a
semicolon between each e-mail address.

3. Hide addresses from recipients - if you select this option, the e-mail addresses you enter
will be placed into the BCC (Blind Copy) field of the e-mail, rather than the “To” field.

4. Inthe Subject field, enter a brief explanation that will appear in the subject line of the Alert
e-mail.

5. Title - you can optionally enter a title for the e-mail. The default value for the Title field is:
EBSCOhost Alert Notification.

6. E-mail [From] address - Defaults to: EPAlerts@EPNET.COM. You can enter a different
"From" e-mail address if desired.

Select the E-mail format to use: Plain Text or HTML.

8. To have your search string included with your results, mark the Include query string in
results check box. To include the alert frequency, mark the frequency check box.

9. When you have finished making changes, click the Save button.
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Setting Up a One-Step Search Alert

If enabled by the library administrator, you may be able to set up search alerts in just one step
directly from the Result List or Search History Screens. You will not be required to sign in to your
My EBSCOhost Folder.

To set up a one-step search alert:

1. From the Result List or Search History Screen, click the RSS alert icon, or the Create RSS
Feed link on the Alert/Save/Share pop-up screen.

All Results: 1-10 of 6223 Page: 1 2 3 4 5 Next Sortby: Relevance « Add (1-10) I-

fregte on glert "
EJ Rsults For: global warming Options Set flert | Save [ Share s fidd search to folder ved)
i Creste R3S Feed
1 QutofSync. LB Permalink:
Thz article corsiders the potential effects of global warming on the schedue of polination. hetp: ”ﬁmh_emmnst_' faf]

Flowering plants provide food to their animal visitors in exchange for polination, lane Memmott of ...

2007
By: Borrel, Brendan, Natural Hstory, OCt2007, Vol. 116 Issus B, pld-14, 1/3p, 1c; (AN 26692018) 3 BookMARK of O3 &Y.
HTML Full Text POF Full Text (4 | % Mdre Options ¥ 0ptions Set

2. A pop-up screen displays with the search alert information. Copy the Syndication Feed
URL into your newsreader.

Eeyword Pubilicatioms Subject Terns Cited Relerenoes Mare - Sagn In bo My ERSCOhost 8 rolder

our alert has been created

T erssbi w-sad delevery or change sy sebtings : Sion in o craabhe § new sk

Alerk Mame: geang graen Full Taod n JO05-065-30 01: 15 PM
Database Academic Search Fremier u

Search Strabegy: e green Full Teok

Py

Alert Expires Alter Twen monthe of inactivity [Mew Feeds will be remowed if not sccessed within one (1) wesk of creation. ] L
£

o cam subsoribe bo your slert Feed through sy sooregaton or R55 newoeader;
L. Copry ithe Synadcation Peed lnk.
2. Follow your sggragston's retrudtions bo creste s new Feed, and poshe Hhis link.
To erubis sl debvery, go bo your Folder snd edt ithis slark

For Informaiion on synalcabed fasds, sea pnling bab
Ok Delate
L5, Green Buldrg Councl m%&ﬁﬂ %

3. If you decide that e-mail delivery of the alert information is required, click the Sign in and
create a new alert link. Once you sign in to My EBSCOhost, the Search Alert Screen
appears. You can save the alert as described earlier in “Saving a Search as an Alert.”
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Setting Up a Journal Alert

You can set up an e-mail alert to automatically notify you each time a new issue for a selected
journal title is available.

To set up ajournal alert:
1. Click the Publications link at the top of the screen. The Publications Screen displays.

Browesing:Academic Search Premier Publications

|

= plphabetical  © By Subject & Description T Match Any Words

Page: Frevious [Next 4 ABCDEFGHIJKELMNDPORSTIUYWXYZ R

Mark Items for Search m

- f'_] AAC: Augmentative & Alternative Communication

Bdlingraphic Recards: 060112001 to present
Notes: This is the defaul message for Titles Outside of the Local Collection

r r_'] AACN Clinical Issues: Advanced Practice in Acute & Critical Care

Biblingranhic Records: 02)01f2002 to 01312006
Motes: This is the defauk message for Titles Oubside of the Local Collection

- F_'] AANA Journal

Bdliographic Records: 02/01/2001 to present; A Taxt: 02/01§2001 to present
Notes: Thisis the defaul message for Titles Outside of the Local Collection

TroF Full Text

2. To locate the publication, enter the title in the Browse Publications field and click Browse,
or use the A - Z links and left/right arrows to browse through the list of titles.

3. From the journal’s Publication Details Screen, click the Alert/Save/Share link, and then click
the Create an Alert link. If you have not signed in to My EBSCOhost, you will be prompted
to do so.

Previous Record  Mext Record
B create &
parmalink
http:/product-iew. eg

Fublication Details For "ARA Joormal™
Title: ABA Journal
IS5 (747-0088

O ook o

Publisher amarican Bar Association
rformation: 331 Narth Clark Street
Chicage Dlinois 60610
United States of America

itle History:  ABA Journal (1984 - present)

Amencan Bar Assocation Journal (1975 - 1983)
Changed fo: ABA Journal

Pibliographic 01/01/1975 to present
Records:

Fuill Tesxch= 031 /0111075 8 mracart
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4. The Journal Alert Screen appears, on which the Journal Alert Name, Date Created and
Database name have automatically been filled in.

Journal Alert Screen

Alert Name
Date Created
Database
Interface

Run Alert for

Alert Options

E-mail Properties

E-mail Properties

Create or Edit Journal Alerts

Enter information in the fields below. You will be notified each time a new issue is made available on EBSCOhost for the following journal: AS4 Jownal

ABA Journal
5/28/2008
Academic Search Premier

EBSCOhost
One Year v

Alert results format
(& grief O Detailed O Bibliographic Manager

Limit EBSCOhost access to only the articles sent
[ alert on full text anly

@ Email 2l glerts and notices
O Email onhy creation notice

O Mo e-mail (RSS onhy)

@ Email 2ll alerts and notices
O Email only areation notice
O Mo =-mail (RSS onhy)

E-mail Address {please separate e-mail addresses with a semicolon)

D Hide addresses from recipisnts

Subject

Tithe
EBSCOhost Alert MNotification

E-mil [From] =ddress
EPAlents@EPMNET.COM

E-mail Results format
® plain Ter O WML
O Link to TOC page on EBSCOAost @ Article links embaddad within the e-mail messzge

Include in e-mail
Query
Freguency

e cweo |
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5. Inthe Run Alert for field, select how long the journal alert should run:
e One month (the default)
e Two months
e Six months
e One year
Note: Before your alert expires, you will be e-mailed and given the opportunity to renew it.

In the Alert Options area
1. Select the Alert results format to use: Brief, Detailed, or Bibliographic Manager formats.

2. Tolimit EBSCOhost access to only the articles in the alert (rather than the entire site),
mark the check box to the left of this field.

3. Alert on full text only — Mark the check box to indicate that you want to be alerted only
when the full text is available.

In the E-Mail Properties area
1. Indicate how you would like to be notified. Select one:

¢ E-mail all alerts and notices (the default)

¢ E-mail only creation notice

¢ No e-mail (RSS only) — if you select this option, the remaining E-mail Properties will
be hidden (because they are not necessary for RSS).

2. E-mail Address - to be notified by e-mail when a new issue is available, enter your e-mail
address. If you are entering multiple e-mail addresses, place a semicolon between each e-
mail address.

3. Hide Addresses from recipients — if you select this option, the e-mail addresses you enter
will be placed into the BCC (Blind Copy) field of the e-mail, rather than the “To” field.

4. Subject - enter a brief explanation that will appear in the subject line of the Journal Alert e-
mail.

5. Title - you can optionally enter a title for the e-mail. The default value for the Title field is:
EBSCOhost Alert Notification.

6. E-mail [From] address - defaults to EPAlerts@EPNET.COM. You can enter a different
"From" e-mail address if desired.

Select the E-mail format to use: Plain Text or HTML.

Indicate whether you want to include: Link to TOC page on EBSCOhost or Article links
embedded within the e-mail message.

9. Include in e-mail - To have your search string included with your results, mark the Query
check box. To include the frequency (how often the alert will run), mark the Frequency
check box.

10. When you have finished making changes, click Save. You will be returned to the Publication
Details Screen. A message is displayed that indicates a journal alert has been set for the
publication.
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Setting Up a One-Step Journal Alert
If enabled by your library administrator, you may also be able set up one-step journal alerts right
from the Publications Browse Screen.
To set up a one-step journal alert:
1. Click the Publications link at the top of the EBSCOhost screen.

2. View the Publications List. Once you have found the desired publication, click the RSS alert
icon to the left of the publication name.

Browsing:Academic Search Premier Publications

[ Browse

& Alphabetical i By Subject & Description ” Match Any Words

Page: Prewious | Nest 4 A BCDEEGHIJEKELMNOPORSIUY WEXEYZ P

Mark Items for Search m
- Ej AAC: A tative & Alt tive C icati

Bibliograpivic Records.! 05/01)2001 to present
Motes: This is the default message For Titles Outside of the Local Colleckion

r B AACH Clinical Issues: Advanced Practice in Acute & Critical Care

Bibliographic Records; 02{01/2002 to 01312008
Motes: This is the default message For Titdes Outside of the Local Collection

r B AANA Journal
Bibliograpic Aecords.: 0201/2001 to present; A Taxt 02)01/2001 to present
Motes: This is the defaulk message for Titles Cutside of the Local Collection
TroF Ful Test

(B samma
Bibliograotic Records: 01011975 to present; A Taxt 01j01/1975 to present
Motes: This is the defaulk message for Tithes Cutside of the Local Collection

P roF Ful Test; B HTML Full Text

3. A pop-up screen displays with the journal alert information. Copy the Syndication Feed
URL into your newsreader.
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Womr alert burs been created

T srable a-mal dakvary or chargs afry seblings | Sagh o sed crasks & Fewy ghark
Alert Mame: “ABA Journal” on 2008-05-20 0151 P
I ratabase #codemic Search Premier

Alert Expires Adter; Tweo months of insctivty [MNew Feads wil ba removed £ inot accessead) within ores (1) week of crestion.]
Syndscation Feed: B wioy

Wioun can submcribe bo pour slert Fasd thrdugh Sey aggregetor or BS5 feswiraader:
1. Copy the Syndication Fesd bnk.
2. Follow your aggregaton's instructions bo creste & rew fesd, srd pasbe this link.
To anabls &l dabvery, g0 o vour Foldsr and adit thes slsit. enabls_smal_sbeits_sdtEct Alest

For nformabion on syndcatad faads, see pnline hab,

_OK | _Dolse |

4. If you decide that e-mail delivery of the alert information is required, click the Sign in and
create a new alert link. Once you sign in to My EBSCOhost, the Journal Alert Screen
appears. You can save the alert as described earlier in “Setting Up a Journal Alert.”
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Setting Up a My EBSCOhost Personal Account

If provided by your library administrator, you can set up a personal account (My EBSCOhost) that
can be used in all EBSCO interfaces. With a personal account, you can save search results,
persistent links to searches, saved searches, search alerts, journal alerts and web pages to your

personal folder.

To set up a personal account:

1. From the Sign In to My EBSCOhost Screen, click the I'm a new user link.

2. The Create a New Account Screen displays with Personal Account entered in the Account

Type field.

First Mame

Last Name

E-mail Address

Liser Mame

Password

Retype Password

et Question

Sacret Answer

Account Type Personal Account  More Info

[Select One]

Mote: Please remembeer your account information for future reference.

This is the user name yea will use to sign in to My EBSCOhost.

Five<character minimum, no spacas

¥ | LUsed to help identify your account if you forget your user nam|

3. Fillin the fields on the Create a New Account Screen. When you have completed the fields,

click Submit.

4. If all the information was accepted, a message appears that provides your user name and
password. Click OK. You will be automatically signed in as a personal user. You should
note the user name and password you created so you can log in at a future session.

When you set up a personal account, we ask for your name, e-mail address, a unigue login name,
password, and password validation. EBSCO uses this information only to identify you at log in so
your searches are not viewed or used by anyone else. We do not share this information. Click on
our privacy policy for more information.
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If you have forgotten your password, you can submit your user name and reset your password.

To reset your password:

1.

From the Sign In to My EBSCOhost Screen, click | forgot my password. A screen
appears.

Enter your user name and click Continue. You are prompted to answer the question
you entered as a password hint.

Enter your new password twice.

Click Continue. You are automatically signed in as a personal user based on your new
password. You should note the new password so you can sign in at a future session.

If you have forgotten your user name and password, you can submit information to access your
personal account and reset your password.

To retrieve your user name and password:

1.

From the Sign In to My EBSCOhost Screen, click | forgot my user name and password. A
screen appears.

You are prompted to enter your first name, last name and e-mail address. Click Continue.
The Reset your Password Screen appears with your user name displayed.

You are prompted to answer the question you entered as a password hint, enter a new
password twice.

4. Click Continue. You are automatically logged in as a personal user based on your new
password. You should note the new password so you can log in at a future session.
EBSCOhost User Guide — Advanced Topics 17 June 2008
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Setting Up a Charge Back Account

If you are a corporate user (for example, a law firm or an advertising agency) who needs to track
usage on a per client basis for billing purposes, you can set up a Charge Back Account. In addition
to having all features available in a personal account, you can also set up clients, start a timer to
track usage by client, and obtain a report of the time spent. Usage information can be printed and/or
e-mailed.

To set up a charge back account:
1. From the Sign In to My EBSCOhost Screen, click the Create a Charge Back Account link.

2. The Create a New Account Screen displays with Charge Back Account entered in the
Account Type field.

Account Type Charge Back Account  More Info

First Mame
Last Name [
E-mal Address .
User Mame T!'ﬁisﬂ'h:us:rrm:vwmlusctusipﬁhtuMYEBSC%Dst.
Pasgward Fivie-character minimum, nd spaces
Retype Password
secret Question | [Select One) b Used to help identify your account if you forget your user nan]
Secrat Answer

Mote: Please remember your account information for future reference.

3. After you have completed the Create a New Account Screen click Submit. A confirmation
message is displayed. Click OK.

4. The Set Up New Client Screen appears. Enter the charge back information for the first client
and click Submit. Your charge back information is displayed.

|

Sl Up Hew Client

Hasme Client 1
nzy987-000

=N

—

=

Rame 1] Edit Delete
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5. You can continue entering charge back clients, or click Cancel and return to searching. You
can add, change or delete charge back clients at any time.

To use charge back with EBSCOhost:

1. Sign in using a charge back account user name and password. Your list of Charge Back
clients is displayed.

Set Up New Client
Hame
o
=

St Mame o Edit Delete
1 @ | chent1 REy357-000 2| E
2 0 Cient2 a7 001 | [ = |

2. Select a client from the Charge Back List and click Start Timer. When you have finished
searching for that client, click the Stop Charge Back Timer link.
.

Stop Charge Bk Timer

n'. Sign Ot B Folder Mew Features!

Choose Databases | Select another EBSCO service :

To search within a single database, dick the database name listed below. To
select more than one database to search, check the bowes next to the
databases and click Comfinie

Continue

[] sSeect/deselact sl

= Acagenmic Search Complete, designed specifically for academic institutions, s the world's most valuable and
comprehansive schalarly, multi-dissiplinary full-test database, with more than 5,300 full-text periadicals, inc
peer-reviewed journals. In addition to full text, this database offers indexing and abstracts for more than 9,
and a tatal of 10,900 publications including monographs, reports, conference proceedings, etc. The databag

POF content going back as far as 1865, with the majority of full te tithes in native (searchable) POF format
E Tithe List  [EMore Information

3. The Charge Back Report Screen displays the client name, date, and time spent searching.

You can print and/or e-mail the report. (Note: This report is not saved after your session has
ended.)
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Managing Custom Folders

EBSCOhost allows you to create custom folders in your personal folder area. Using custom folders,
you can better manage and access items saved to your personal folder area by organizing items
according to topic, project, class, etc. Custom folders can contain articles, saved searches, search
alerts, etc., as well as custom sub-folders.

You must be signed in as a personal user (My EBSCOhost) to use the custom folder feature.
To create a new custom folder:
1. Click the Folder icon. My Folder is displayed.

Folder List
3 =Ihty Folder My Folder: Articles
Artickas (1) 1-4 of 4 Page: 1
Images (1) :
Wik () - - 1 Sort by: Name vt
=, it
Qiher Content SoLrces (0) .
Perstitent Links o Searches () [ Select [ desslsct s | | Delete Items | | Copy To %7 | | MoveTo 57
Savedd Sasrdhes {0)
Saarch #lorts @) = L. daserooms are gong green. b4
{cower story) By: Cleaver, Samantha. Irstructor, Moy, Dec2007, Yol 117 1ssua 3, p20-24, 5p,
Journal Akrts (0) 4c) (AN 27909080
I Full Tt
3 my custor '@
=81 Eryronmentsl Science
Project 2. 5k catch w f WA
[Ecit] [Share] By: Laura Bly, USA Today, 11/16/2007; (AN IE099954440507)
Articles (2) BT Eull Tt
iSharad By @ et

B 3. States test-drive byvbnid school buses
By: Ron Barrett. USA Today, 117152007, (AN DEI8288016207
HIAL Full Test

2. Click the New link to the right of the My Custom link. The Create New Folder Screen
displays.

Folder List

= «=IMy Folder
Articles (4)
Images (0)
Wideos (07 Mowve Folder To Salect a Folder bt

Oitfer Content Sourdes (D)

Motes -
Par: Nt Link J
Searches (0}

Saved Searches (0)
Search Alerts (0)
ozl Alects (0)

Create New Folder

Folder Name  |Systainable Design Project

3 iy Custom & iblew

48 Eryironmental Science
Project

chaedpy @ Roladd =l
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3. Inthe Folder Name field, enter a name for the folder; up to 40 characters.

4. Move Folder To — You can select a “level” for the folder. (For example, you could create an
“Environmental Science Project” folder, and then place a “Going Green” sub-folder within it.)

In the Notes field, you can enter information regarding the folder; up to 200 characters.

Click Save. You are returned to the Folder area, with your named folder displayed in the left-
hand column.

To rename a folder:
1. Click the Folder icon then click on the named folder that you want to rename.
2. Inthe Folder Name field, enter the new name for the folder; up to 40 characters.

3. Click Save. You are returned to the Folder area, with your renamed folder displayed in the
left-hand column.

To delete a folder:
1. Click the Folder icon then click the plus sign next to the folder that you want to delete.
2. Click the Edit link below the folder name.
3. Click the Delete Folder button. A confirmation message displays.
4. Select Yes. The folder and its contents are permanently deleted.
Note: the top-level folder (My Folder) can never be deleted.

To move a folder and its contents to different folder:
1. From within the Folder, click the Edit link below the folder that you want to move.

2. From the Move Folder to drop-down list, select the folder to which you want to move the
items (the “target” folder).

3. Click Save. The folder and its contents are moved to the target folder.
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To move items to a different folder:

1. From within the Folder, mark the check box to the left of the items that you want to move.
(For example, articles, images, videos, etc.) To select all, mark the Select All checkbox to
the left of the Delete Items button.

Folder List
3 =My Folder My Folder: Articles
Articles (4)
14 of 4 Page: 1
[rriggas: ()
[ A : Namea M
vigeos @) &AM (= Sart by:
Qfher Content Scrces ()
Persitent Links to @«ummua | Delete Items | | Copy To %7 | Move To %) |
Searches (T) My Folder
Sawed Searches (00 F 1. ClESSIOOMS a8 QOING Oreen, H= Ernronrmental Science Project
"_E-H'Eh Alerts {':n’"ef' ‘sb:""_] Er. Claaver, Samantha, Instruchon, Sktaindghlo Design Projact
" ®) piE0-24, Sp, 40; (AN 27400330 e
Journal Aerts (0) Motes:  This is the defauk messoge For Titkes Qutside: of
HTEAL Full Text
3 vy custom @ Tblew
£ | P—— Science | 2. Ski aresas catch wind of gobal warming
Project By: Laura Bly. USA Today, 11/16/2007; (4v 105
2. Sustanable Design Mokes: This is the defaul mescage For Tithes Cutside of
Froject HTbAL Full Tt
ishared by @ wisdd [ 3. States test-drive nbrid schocd buses
By: Ron Barnett. LISA Today, 11/15/2007; (AN OCI03526816207)
Mobes: This i the defauk mescage for Titles Outside of the Local Collsction
HTML Full Text

2. Click the Move To button. Select the folder to which you want to move the items (the “target
folder). The items will be moved to the target folder.

To copy items to a different folder:

1. From within the Folder, mark the check box to the left of the items that you want to copy.
(For example, articles, images, videos, etc.) To select all, mark the Select All checkbox to
the left of the Delete Items button.

2. Click the Copy To button. Select the folder to which you want to copy the items (the “target”
folder). The items will be copied to the target folder.

To delete items from a folder:

1. From within any folder, mark the check box to the left of the items that you want to delete.
(For example, articles, images, videos, etc.) To select all, mark the Select All checkbox to
the left of the Delete Items button.

2. Click the Delete Items button. The items are automatically deleted.
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Sharing Folders

The Shared Folder feature lets you add articles to your personal folders and share them with other
EBSCOhost users such as fellow students, professional colleagues, or anyone interested in a
specific topic.

When you sign in to My EBSCONhost, there are now three folder areas for use:

o My Folder — this area holds the items that you have collected during your current
session. This folder cannot be shared.

. My Custom — custom folders you create, and then move result items into. You can share
custom folders with other EBSCOhost users, if desired.

o Shared by — custom folders that another user creates and then shares with you.

You must be signed into My EBSCOhost to access custom or shared folders. In order to share a
folder, it must be at the “top level” of the folders. If you have multiple levels of custom folders, the
sub-folders cannot be shared.

Your library administrator decides whether shared folders will be available.
To share afolder:

1. Run a search on EBSCOhost, and save one or more articles or saved searches to a custom
folder that you previously created. (For example, you created an Environmental Science
Project folder and added two articles to it.)

Folder List
o =My Folder My Folder: Artices
Articles (4)
i 4ol 4 Page: 1
Images (1)
Vickeors (00 i - =7 Sort by: Hama i
3.' r
Dther Content Sources (00
Persigtent Links tn Searches () [ Select/dessisct o | | Delate ltems | | Copy To %7 | | Move To 7
Saved Sasrches (0) - .
. * GlassIooms are Qoing graen, #=
Search Alerts ([0 x
{oower story) By Cleaver, Samantha. Instructor, oy, Dec2007, Vol 117 Isswee 3, p20-24, Sp,
donrial Ak ks {0) 4y (AN 27H09868)
ML Full Text
2 my custom '@ iy
28 Eryranmetal Science N
Project r 2. Ski areas catch wind of global warming
[Egit] [Share By: Lasra a'r;. USA Today, 11/16/2007; (AN JE09S95H40507)
articles (2 HTML Full Text
I5hared oy @ g ELT
r 3. States test-crve Ivbnd schodl buses
By: Ron Barratt. USA Teday, 11/15,/2007; (AN KEIRIS821607
HTPL Full Teet

2. From the Folder Screen, click the Share link below the folder name. The Sharing Options
Screen displays.
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Shanng Opbons: Enveonmentsl Scence Project

Emailts | name@address.net [[] select | deselect
; Subscribers:

[] User2

Saparate each e-mail address with a semicolon,

Sublect  Damo user invites you to share Environn

Message | please review these EBSCOhast artickes, m m

E-mail format Plain Text ', HTML

Restrict Passcode to Single Use

Mote: &bxrs will ot hawve acoess g tems from databeses not
Sdhd Oy Tl (RRSLUTON,

o E-mail To — enter the e-mail addresses of the people that you want to share the folder
with. (Recipients must have EBSCOhost access to share the folder.)

o Subject — you can accept the default message or enter a new one.
o Message — you can enter a personal message or leave this field blank.

o E-mail Format — you can send your e-mail message in either plain text or HTML
format.

o Restrict Passcode to Single Use —included in the e-mail sent to the people you are
sharing the folder with, will be a “passcode” that lets the recipient access your folder.

By marking the “Restrict Passcode to Single Use” check box, each user will be sent a
different passcode that can only be used once. If this option is not marked, users will
be sent the same passcode that can be used multiple times with no restriction. For
security reasons, it is a good idea to send each user a different passcode. If all users
are sent the same passcode, it is possible that it might be sent to other users you may
not want to share with, or who may not have access to EBSCOhost.

3. Click Invite. An e-mail message is sent to each recipient that a shared folder is available.
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“Unsharing” a Folder

Once those you have invited to share a personal folder accept your invitation, they are listed in the
Accepted area of the Sharing Options Screen. You may decide that you no longer want to share a
folder with one or more users you previously invited to share.

To “unshare” a personal folder:
1. Open the personal folder that you shared.

Shanng Opbons: Enveonmentsl Scence Project

Emailts | name@address.net [[] Select | deselect
Separate each e-mail address with a semicolon, Subscribers:
[F User2

Subject  Damo user invites you to share Environn

Message | please review these EBSCOhast artickes, m

—_— - Plain Text ~ HTML
E-mail format (s Ham D,
Restrict Passcode to Single Use

‘1me:_5\:t_rsr.n=_v5 will ot hawve acoess to ftems from databeses not
provicaa Dny Thiar INEDELTION,

i

2. Mark the check boxes to the left of each user that should no longer have access to the
folder.

3. Click the Delete button. The list of users you share with will be updated, and those users will
no longer appear.

Note: Another way to “unshare” a folder you have created is simply to delete the folder. It will
automatically be removed from the Subscription area of users you share it with.
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Accepting a Shared Folder

When an EBSCOhost user sends you an e-mail invitation to a folder, he or she wants to share
EBSCOhost search results with you. To access the shared folder, you log into EBSCOhost and
“accept” that folder. You will need the passcode included in the e-mail invitation.

To accept a shared folder:
1. Sign into My EBSCOhost and click the Folder icon.

2. Scroll down to the Shared by area of the folder, and click the Add link. The Add Shared
Folder Screen displays.

Folder List
5 feel My Folder Add Shared Folder
Articles (6)
T Passcod B057Tded-bb9a-496%-b0b2-f24feab93532
Images (0) Hote: WS an-E85C0host user sends you-as-e-Tra mvitation to a shared
Videgs (0] folder a passcode will be included in the e-rmail. Copy and paste the
Other Content Sources (0 passcode into the entry box provided above.
Persistent Links to Some shared tems may not be available. You can only access items from
Searches (1) databases praovided by your institution.
Saved Searches [ﬂ:l
T B EEH

Joumal Alerts (0)

3 Amy custom & Elliew
S8 epiranrnental Science
Project
[Edit] [Share]
Articlas ()

4 'iisustamahle Design
Froject

[Edit] [Share]

3. Copy the passcode included in the e-mail that invited you to share a folder, and paste it
right into the Passcode field.

4. Click Submit. The shared folder will display in the Shared by area under the name of the
user who has shared the folder with you.
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5. Inthe Shared by area, click on the name of the folder that is being shared (for example,
Sustainable Design Project), and the Folder items (search results, etc.) are displayed.

Folder List
3 My Folder My Folder: ;
Articles (1)
i 1-1of 1 Page: 1
Images (9)
Videgs (0) . POl o BEN Sork by: | Name v
Othér Contant Sodurcas (0) X -
Persistent Links tg [ select/dessiectal | | Delote Itams
Saarches (0)
saved Searches (0) B 1. Greenhouse gases emissions {rom waste management practioss using Life Cycle
Search Alerts (0) Inv enEory I'I'IEE!E
: By: Chan, Tsao-Chou; Lin, Cheng-Fang. Journal of Hazardous Materials, Jun2008, Vel.
lournal Alerts (0) 155 Isgue §/2, p23-31, 9p; DOL: 10.1016/] jhazmat. 2007.11.050; (AN F1922458)

MHobes: Thisis the default message for Titles Outside of the Local Collechon
I My Custam & [T

1-1of1 Page:1 Display resalts: | §risf uijﬂ. W | [pEF pEgE
3 dshared gy '@ Holfdd

= o Useri

#  Sustamable Design
Project

Notes:

o You can copy an item from a Shared by Folder to a different folder. (You must copy
items rather than move them.)

o You can “unshare” from the shared folder at any time by deleting the folder from

your list.
o Since the folder belongs to someone else, you cannot maodify a shared folder in any
way.
EBSCOhost User Guide — Advanced Topics 27 June 2008

support.ebsco.com



