
Register (only once) 
for My NCBI 
 

1. Click Register in the 

My NCBI box OR click My NCBI and 

Register for an Account.  Alternatively, 

click the link: See more sign in options 

for My NCBI partner organizations 

2. Create a case sensitive user name and 

password following the instructions 

3. Choose a security question and answer 

4. Type in the appropriate security letters. 

5. Optional: provide an email address; this 

option may be changed later. 

6. Click Register. 

NCBI sends a confirmation email message to 

an address provided during registration or 

from Preferences. Upon receipt, click the 

link in the email message. After an email 

addressed is confirmed, automatic email 

updates of searches will be received and the 

username may be retrieved.   

Once registered, 

“Welcome user 

name” appears. 
 

Sign In and Sign Out 
 

1. Click Sign In in the My NCBI box OR 

click My NCBI under PubMed Services. 

2. Enter your user name and password. 

3. Optional: Keep me signed in creates a 

permanent cookie and My NCBI will be 

indefinitely available from that computer.  

Otherwise, the account is active for the 

current session only; closing the browser 

automatically signs one out.  Similarly, 

My NCBI can remember a username.  

4. Click on Sign Out anytime to sign out. 

Your password may be changed, but your 

user name is permanent.   

Save Collections of Citations 
 

Saving citations to a permanent Collection 

may be done either from the search results 

screen or from the Clipboard.  Each 

Collection may have up to 1500 items; each 

account allows up to 100 Collections.  

1. Run a PubMed search; select the desired 

citation(s) using the check boxes; if no 

items are selected, all results up to 500 

items will be sent to Collections 

2. From the Display line, use the Send To 

drop-down menu, click on Collections 

3. A pop-up confirmation window will 

appear when selecting all results or more 

than 500 citations.  Click OK. 

4. In the Save Collection window, create 

and name a new collection OR append 

selected items to an existing collection 

5. Click Save 

 

Update and Access Collections 
 

Á From My NCBI Home or My Saved 

Data, click the name of the Collection OR 

Á From My Saved Data, click Manage my 

Collections, then click the collection name  

Á To send the entire Collection to PubMed 

use the Manage my Collections link, then 

click View in PubMed 
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PubMed® 

     
 

The National Center for Biotechnology 

Information (NCBI) of the U.S. National 

Library of Medicine (NLM) provides the 

My NCBI tool in PubMed
®
 which, once 

signed in, retains user information and 

preferences to provide customized 

services.  Available at:  pubmed.gov 

 

My NCBI Features 
 

Á Save searches, collections of citations 

and/or bibliographies 

Á Set up automatic email updates of 

searches  

Á Select filtering options to customize 

and group search results 

Á Display links to a library’s full text 
articles through LinkOut 

Á Apply User Preferences including 

highlighting search terms, changing 

the single citation display format and 

updating email addresses  

Á Link to My NCBI partner 

organizations 

Á Create institutional shared accounts to 

save particular filters or preferences  
 

Assistance and Training 
 

Click About My NCBI for Help Topics. 
 
    

The National Network of Libraries of Medicine (NN/LM), 
an outreach program of NLM, provides assistance and 
training nationwide.  To find a local library, please call 
800-338-7657 or go to http://nnlm.gov/members/ 



Save Search Strategies 
  

Permanently save search strategies to be 

retrieved as needed or to be run at 

determined intervals and emailed. 

1. Run a search in PubMed 

2. Click on Save Search, located next to the 

search box 

3. A new window opens up. Sign in (if 

necessary), change the name of the search 

if needed and click SAVE 
 

View Searches 
 

Á Click My NCBI 

Á From My NCBI Home, click Saved 

Searches then the name of the search OR 

from My Saved Data, click the name of 

the search 
 

Create Automatic Email Updates 
 

1. Access the search (see above) 

2. Optional: change the name of the search 

3. Select how often to receive updates 

4. Select the appropriate format(s) 

5. Select how many citations to receive; 

recommended: begin with a high number 

and reduce as necessary 

6. Optional: to verify the search is running, 

check Send even when there aren't any 

new results 
7. Click Save 
 

Manage Searches 
 

In My NCBI, click My Saved Data, and 

then click Manage my Saved Searches.  In 

the resulting PubMed Searches section, 

delete searches, run searches in PubMed by 

clicking View Results, and view new items 

since the search was last run.  

Bibliographies 
 

My Bibliography collects PubMed citations 

for one author’s publications.  Link the My 

NCBI account with partner organizations 

such as the NIH Manuscript Submission 

System to share information. 
 

Search Filters 
 

Use filters to group search results by areas of 

interest. Up to five filter tabs may be set and 

these appear below the Display drop-down 

menu. Filter selections are in effect only 

when signed in to My NCBI. 

The Tool Icon after the filter tabs 

links directly to My NCBI Search 

Filters. Alternatively, in My 

NCBI, click on Search Filters from the left 

side bar, then select the PubMed database.   
  

Set Filter Tabs  
  

Á My Filters displays currently active filter 

tabs and icon settings 

Á For Frequently Requested Filters, click 

the box to select or deselect a filter 

Á Browse Filters offers:  

1. Link-Out – group records with links to 

resources provided by outside 

organizations including a local library  

2. Links – group records with links to 

other Entrez databases 

3. Properties – group records by subject 

areas, such as age groups, gender, 

languages or specific subsets 

Á Search for Filters by name or description 

Optional: create a specific URL to share 

filter selections.  In My NCBI, click Search 

Filters, then check the Institutions box. 
  

Set a Local Library Filter 
   

1. Access Search Filters 

2. Select Browse Filters, then LinkOut, 

then Libraries 

3. Click on the desired library link 

4. Check the box next to Add as a result 

tab and/or the Add as a link icon    

There is no limit to the number of icons 

permitted; only five tabs are allowed. 
 

Additional Searching Option 
  

Tack Symbol appears on a filter tab 

when it is clicked (e.g. Review). 

Click the tack to append the filter to 

the search (e.g. the example above becomes: 

end state renal AND "review"[Filter]).  


