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RESEARCHER/P.I. INFORMATION 

Introduction 
The Experiment Management System is used for the scheduling and management of research 

participants and the studies they participate in. Participants, Researchers, Principal 

Investigators, and instructors all use the system for their respective purposes.  

As a Researcher, you can set up your studies in the system, schedule the sessions (timeslots) 

when participants may participate, and grant credit after the session. All of this is handled 

through a simple web-based interface that you can access at any time, from any popular web 

browser. 

System Basics 

In the system, you create studies. Each study may have a number of timeslots, which are the 

times you plan to run the study. Participants can sign up for the timeslots by viewing a list of 

studies and available timeslots. You can grant credit to participants after the session occurs. 

Principal Investigator Special Note 
This information applies to both Researchers and Principal Investigators (P.I.s). A P.I. can 

perform all the same functions on a study as a Researcher.  

This allows a P.I. to operate as an overseer and monitor the progress of their studies, as well as 

step in on behalf of the Researcher when necessary. Because the privileges are the same, 

throughout this information the terƳ άResearcherέ Ŏŀƴ ōŜ ǳǎŜŘ ƛƴǘŜǊŎƘŀƴƎŜŀōƭȅ ǿƛǘƘ άPrincipal 

Investigatorέ ŜȄŎŜǇǘ where noted otherwise. If the P.I. feature is enabled, then all studies must 

have a P.I. specified. The main difference between a P.I. account and a Researcher account is 

that Researchers have the option to receive routine emails from the system about their study, 

for example, receiving a notification any time a participant signs up or cancels, while the P.I. has 

no such option. 

Participant ID Codes (Sona ID Codes) 
If enabled by the REG Coordinator, the system will identify participants to you only by a unique, 

System assigned ID code (Sona ID), and not by their name or email address for privacy reasons. 

Participants are made aware of this, and they are reminded to know this code and bring this 

code along with them when participating in studies, since the Researcher should not identify 

them by their name. 

Getting Started 
The system works best if you use any popular web browser that is less than 2 years old, like 

Internet Explorer, Firefox, Chrome, and Safari. It will work with other web browsers, and with 
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older versions of the web browsers noted above, however the layout may not be as clean. No 

functionality will be lost by using an older web browser. 

Contact the department IT personnel if you need help with installing or using a web browser. 

This information presumes that you have a basic knowledge of how to use the web. While using 

this system, it is not necessary to use the Back button. You can use the toolbar on the top of 

every screen to navigate the site. 

Logging In 

After completing the Sona Researcher training and providing your TCPS2 certificate, the REG 

Coordinator will provide you with a username and password to login to the site, as well as the 

URL (web address).  

 

Figure 1 - Login Page 

After the first time you log in, you will be asked to review and acknowledge the Human 

{ǳōƧŜŎǘΩǎ tǊƛǾŀŎȅ tƻƭƛŎȅ {ǘŀǘŜƳŜƴǘ. You will see the Main Menu after you acknowledge the 

policy. 



Page | 7  
 

 

Figure 2 - Main Menu 

Your login (also known as a session) will expire after a certain period of inactivity, which is 

usually about 20 minutes. The system will warn you a few minutes before the expiration. This is 

done for security purposes. If this happens, you can always log in again. Once you are done 

using the system, it is better to fully log out, to prevent any problems that may arise if someone 

uses your computer before the session expires. 

Retrieving a Lost Password 
If you forget your password, then it may be reset. With this option, a link to reset your 

password will be emailed to you after you make the request. This is a two stage process where 

one email is sent with a clickable link. This link is valid for 24 hours. Clicking the link 

acknowledges to Sona the request to reset the password and initiates the generation of a new 

temporary password.  This password will be sent to your email address on the file, which is 
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used to derive your user ID. If you requested a password reset and no email from the system 

has arrived after 60 minutes, then check yƻǳǊ ŜƳŀƛƭ ǇǊƻƎǊŀƳΩǎ Ƨǳƴƪ Ƴŀƛƭ folder in case the email 

was delivered there. Typically, the email is sent within a few minutes of the request, but 

sometimes there can be a delay. 

Logging Out 
Once you are done using the system, choose Logout from the top toolbar on the right side to 

log out. You are now logged out. It is always a good security measure to close all of your 

browser windows, especially if you are using a computer that is shared by others. 

Changing Your Password and Other Information 
If you would like to change your password or 

other information about yourself, choose My 

Profile from the top toolbar. If you would 

like to change your password, type your new 

password (twice, for confirmation) in the 

provided boxes. If you do not want to 

change your password, simply leave these 

boxes empty. 

If you change your password, please be sure 

to select a password that you do not use on 

any other systems or websites, following 

good computing practice. 

It is recommended that you provide your 

phone number and office location, as this 

information will be made available to 

research participants who sign up for your 

studies. If you are a Researcher, this contact 

information will be displayed to participants 

when they view information about the 

study. If you are a Principal Investigator; this 

contact information will be displayed if a 

participant explicitly chooses to view it 

(since the Researcher is the primary point of 

contact for a study).    

       Figure 3 - Updating Your Profile 

Researchers (but not PIs) may also choose to receive a daily reminder via email with 

information about all of their study sessions scheduled for the following day. If this is selected 
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on the study, then a notification will be sent about any uncredited timeslots that are awaiting 

action. 

Email Address Options 
There are certain events in the system that will cause an email notification to be sent to you. 

Most often, these are notifications that a participant has signed up or cancelled their sign-up 

for your studies, but there are a few other cases where it may be used as well. The email 

address is also displayed to the participant when they view information about the study, in case 

they need to contact you with questions. 

Initially, when your Sona Researcher account is created the email address will be the 

@uwaterloo.ca email address. When you update your personal information, you will see a box 

where you may provide an alternate email address. If you provide such an address (this could 

be a Gmail account, for instance), this is the address where all notifications will be sent and will 

also be displayed to other users (including participants in your studies). 

When you enter an email address on this page, you will be asked to enter it twice, to ensure it 

is typed correctly. 

Working with Studies 
Most of your time on the system will be spent using the study-related features of the system. 

There are special features and situations that are covered in the following section. 

Web-Based (Online) Studies 

You may set up studies that are web-based (online). These studies may be set up internally in 

the system (online survey study ς seldom used) or outside the system (online external study ς 

such as Qualtrics).  

There are a few things to note about web-based studies: 

¶ Once you indicate to the system that the study is web-based, you will not be able to 

change it to where it is no longer web-based. However, you can deactivate or delete 

the study, so be sure to make this choice carefully. 

¶ Web-based studies are typically set up so that there is one timeslot. That timeslot 

contains the maximum number of participants you would like to participate, and the 

last date and time when they can participate (this should NOT be scheduled for the 

last day of lectures). It is recommended that you set up one timeslot at a time with a 

3-week duration. As this timeslot expires, you could set up another timeslot. This is 

preferable; as many participants believe that the timeslot is when they are to begin 

the study instead of it being the deadline to complete.  

¶ It is generally presumed that participants will participate in an online study shortly 

after they sign up. In this case, the system will expect you to grant credit to them 
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soon after they sign up. If you are creating an online survey within the system, credit 

will be granted automatically, immediately after the participant completes the 

survey. 

¶ In the case of an external web study, if you are using a survey product like Qualtrics, 

SurveyMonkey, LimeSurvey, SurveyGizmo, etc., then you may be able to set up 

credit granting, where it occurs automatically as soon as the participant completes 

the study. See External Study Credit Granting for more information. 

Throughout the sign-up process, participants are notified that the study is online. 

If the study is not administered by the system (online external study), then participants are not 

given the URL for the study website until they have signed up. This is to ensure they complete a 

sign-up in the system for the study. Participants can see the URL after sign-up, while the 

timeslot they signed up for is still in the future. Once the timeslot they have signed up for is in 

the past, they will no longer have access to the study URL. There is also an option when setting 

up the study where the URL will no longer be available as soon as the participant is marked as 

having participated in the study (regardless of the timeslot date). This restriction regarding 

viewing the study URL applies only to participants and to web-based studies administered 

outside the system. Online external studies are discussed in more detail in the section Online 

External Studies, later in this document. 

Online survey studies (surveys administered by the system) are discussed in great detail in the 

section Online Survey Studies, later in this document. Please read it carefully before setting up 

an online survey study. 

Studies for Pay 

In cases where participants are compensated for their participation in the study, you may set it 

up as a paid study and specify the compensation amount. The payment field is text, so you do 

not need to type ƛƴ ŀƴ ŜȄŀŎǘ ŀƳƻǳƴǘΣ ōǳǘ Ŏŀƴ ǘȅǇŜ ƛƴ ŀƴȅǘƘƛƴƎ ƭƛƪŜ ά!ƳŀȊƻƴ DƛŦǘ /ŀǊŘέΣ ƻǊ ŜǾŜƴ 

indicate a variable payment based on performance. 

If participants are compensated and they receive credit, you should set it up as a credit study 

and ƛƴŘƛŎŀǘŜ ŀŘŘƛǘƛƻƴŀƭ ŎƻƳǇŜƴǎŀǘƛƻƴ ƛƴ ǘƘŜ ǎǘǳŘȅΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ǎŜŎǘƛƻƴΦ 

Regardless of the type of study, after a participant participates in a study (including studies that 

are for pay only), you should still go into the system and indicate their participation by noting 

either their participation or no-show when viewing their sign-up. This allows the system to 

properly enforce certain restrictions on the participant and their studies, such as pre-requisite 

and disqualifier study restrictions. It also ensures a proper record is kept in the system of their 

participation. 
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Two-Part Studies 

Currently, Sona only supports the posting of two-part in-lab studies. The REG Coordinator does 

have some options to work around offering >2 part studies. This does involve more work on the 

Researchers part. Please contact the REG Coordinator for information regarding multiple part 

studies. 

You may create a two-part lab study in the system. Often these are studies involving memory 

research, where the participant must return a specified number of days after the first session. 

When creating a study, you may specify the day range for the second part of the study (e.g. 7 to 

10 days after the first part). Participants are required to sign up for both sessions at the same 

time, to reduce the chance of forgetting to sign up for the second part. Each part of a two-part 

study may have a different credit value and duration, but each part must be the same type. 

Either both parts are for credit or both parts are for compensation.  

Online studies 

Online studies may not be two-part studies because there is no concept of making an 

appointment to take an online study at a specific date and time. If one part of the study is an 

online study, create two separate studies (one for each part) and set the first study as a 

prerequisite for the second study. 

Scheduling two-part studies 

With two-part studies, you may specify that the second part of the study must be scheduled to 

take place at exactly the same time as the first part (on a different date), or at any time on the 

dates that are within the specified number of days after the first part. 

Timeslots & participants cancelling 

You should ensure that there are enough available timeslots for both parts of the study or 

participants will be prevented from signing up for either part. Participants may cancel either 

part of their sign-up if necessary. If they cancel the first part, the second part is automatically 

cancelled as well. If they cancel only the second part and the first part has already occurred, 

you will need to manually sign them up to participate in the second part at a later date. 

No-shows and cancelling subsequent sections 

If you grant a no-show for the first part of a two-part study, the second part of that 

ǇŀǊǘƛŎƛǇŀƴǘΩǎ ǎƛƎƴǳǇ will not be cancelled automatically. However, you will be reminded of the 

situation in case you would like to cancel the second part. The cancellation is not automatic as 

there are some situations where automatic cancellation is not desirable. 

Two-Part Study Configuration Scenarios 

Listed below are some common scenarios and how to configure them in the system: 
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The system will enforce the configuration for the second part in terms of ensuring participants 

only sign up for timeslots that meet the two-part study restrictions. As the Researcher, you also 

have additional control in deciding which timeslots to create for each part of the study. You 

want to ensure that there are sufficient timeslots for each part. For example, if the study is set 

up so the second part must occur exactly one day after the first part, and you have set up the 

first part with timeslots on Monday, then ensure you have some timeslots for the second part 

set up on Tuesday. Participants will have trouble signing up for the Monday timeslots for the 

first part if there are no timeslots set up on Tuesday, because there is no corresponding 

timeslot available for the second part. 

Adding a Study 

Some Researchers choose to set up their studies in the system before they have received the 

proper approvals to run the study. You can set up a study on Sona but do NOT submit it for 

approval on Sona until full ethical approval has been received from ORE/DERC.  

 

Figure 4 ς Adding a New Study 
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To add a study, choose the άAdd New Studyέ option from the top toolbar (see Figure 14). Sona refers to 

an in-ƭŀō ǎǘǳŘȅ ŀǎ ŀ ά{ǘŀƴŘŀǊŘ ǎǘǳŘȅέΦ You have four possible types of studies (see Figure 15) from which 

to choose. You need to specify if the study is for credit or payment. The default set up is a credit in-lab 

study. 

Please choose these options carefully as you will not be able to change them later. If you are setting up a 

paid and credit study you must set up two separate studies. 

 

 

Figure 5 ς Selecting study type 
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Figure 6 ς Study Information page 

 

After you choose the study type, you Ŏŀƴ ŎƻƳǇƭŜǘŜ ǘƘŜ ά{ǘǳŘȅ LƴŦƻǊƳŀǘƛƻƴέ ǇŀƎŜ ōŜƎƛƴƴƛƴƎ ǿƛǘƘ ǘƘŜ 

άōŀǎƛŎ ƛƴŦƻǊƳŀǘƛƻƴ ǎŜŎǘƛƻƴέ. You will need to fill out a number of fields, which are explained in the 

following table. Some of the fields listed below may not appear depending on how your system is 

configured, and the type of study you selected. All fields in the άBasic Study Informationέ section must 

be filled out unless otherwise noted. 

Basic Study Information 

Field Explanation 

Study Name ¶ A short name for the study. This is how the study is 
identified throughout the system. Most systems are 
configured so studies show in a random order to 
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participants (choose Your Studies on the toolbar and it 
will state at the bottom of the resulting page 

¶ if they are displayed in random order), so there is no 
advantage in choosing a study name that might put it at 
the top of an alphabetical list. You should consult with 
your REG Coordinator if there is a naming convention to 
be followed when naming studies. 

¶ Study names must be unique, and you will be prevented 
from adding a study if there is already another study in 
the system with the same name. A study name may be 
up to 100 characters in length. 

Brief Abstract  
 

¶ This is a short (15 words maximum) description of the 
study. Whether the study is in-lab or online must be 
mentioned in the first two words of the description. This 
short description will be displayed to participants when 
they view the entire list of studies, so this should be a 
brief description of what the study is about.  

Detailed Description  ¶ TƘŜ ά5ŜǘŀƛƭŜŘ 5ŜǎŎǊƛǇǘƛƻƴέ ƛǎ verbatim what has received 
ethical clearance and should provide more details about 
the study. It is displayed to participants when they click 
ƻƴ ǘƘŜ ǎǘǳŘȅ ǘƛǘƭŜ ƛƴ ǘƘŜƛǊ ƭƛǎǘ ƻŦ άaȅ {ŎƘŜŘǳƭŜκ/ǊŜŘƛǘǎέ ǘƻ 
provide them with more information before they sign up. 

¶ You may include basic HTML code in this area.  

¶ This field can be up to 15,000 characters in length and 
ƛƴŎƭǳŘŜ ǘƘŜ άCŀƛƭǳǊŜ ǘƻ !ǇǇŜŀǊέ ǎǘŀǘŜƳŜƴǘΦ CƻǊ ŀ Ŧǳƭƭ ƭƛǎǘ 
of required details see the REG website 
(https://uwaterloo.ca/research-experiences-
group/researchers/sona-study-creation-approval-
visibility).  

Eligibility Requirements ¶ If there are any restrictions on who may or may not 
participate (for instance, only those who are left-
handed), list them here. Otherwise, leave the field as-is. 
If you list any restrictions, these will be displayed on the 
list of studies when participants view a list of all available 
studies.  

Note: the system does not enforce these restrictions, but it is 
expected that a participant will only sign up for a study in 
which they are qualified, as they would otherwise fail to 
receive credit.  

¶ In most cases, you will leave this field as-is and set 
PreScreen participation restrictions instead (those are 
enforced automatically), which you can do after you add 
the study.  

¶ This field may be up to 245 characters in length. 

Duration ¶ The amount of time, in minutes, that each study session 
will take. If you are setting up a 2-part study, then this 
setting applies to the first part of the study. For online 

https://uwaterloo.ca/research-experiences-group/researchers/sona-study-creation-approval-visibility
https://uwaterloo.ca/research-experiences-group/researchers/sona-study-creation-approval-visibility
https://uwaterloo.ca/research-experiences-group/researchers/sona-study-creation-approval-visibility
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studies, this should be an estimate of how long 
participants can expect the study to take, so that they 
can plan accordingly. 

Credits  
(applies to credit studies only) 

¶ Enter the number of credits a participant will earn for the 
study. A value of άлέ is acceptable (for two-part studies) 
and may be desired in cases where the study is part of a 
set of studies, and only the final study is credit earning. 
The credit value specified must be evenly divisible by the 
credit increment specified. For example, if the increment 
is 0.5 (in-lab studies are in 0.5 / 30 minute increments), 
then the study can have credit values like 1 and 1.5, but 
not 0.75. 

¶ If you are setting up a 2-part study, this is the value for 
the first part of the study. 

¶ After a study has sign-ups, you may not change the credit 
value of the study. Because changes to the credit value 
will be reflected on the accounts of previously 
participated Participants, the REG Coordinator 
recommends setting up a new study with the new 
duration and credit value. A modification is required for a 
change in credit/duration. 

¶ If there are pending signups for the previous 
duration/credit valued study, ensure that there is 
sufficient time to reschedule if necessary and then 
inform the Participant that the duration has changed, as 
the system will not notify them automatically. 

¶ A study may not be changed between a study for credit 
and for payment, after it has been created. If a paid 
version is being offered then a new study must be 
created. !ǇǇŜƴŘ ά- ғōҔŦƻǊ t!¸ғκōҔέ to the study name. 

Payment  
(applies to paid studies only) 

¶ Enter the compensation for the study. !ǇǇŜƴŘ ά- <b>for 
t!¸ғκōҔέ ǘƻ ǘƘŜ ǎǘǳŘȅ ƴŀƳŜΦ CƻǊ ŎŀǎƘ ŀƭǘŜǊƴŀǘƛǾŜ ǎǘǳŘƛŜǎ 
append ά- ғōҔŦƻǊ DƛŦǘ /ŜǊǘƛŦƛŎŀǘŜғκōҔέ (or whatever the 
cash alternative remuneration) to the study name. 

¶ Please see the Studies for Pay section of this information 
for more information on how to fill out this field in the 
case of paid studies. 

¶ If you are setting up a 2-part study, this is the 
compensation for the first part of the study. 

¶ You can change the payment text at any time, but you 
must obtain ethical clearance (Form 104 ς modification) 
must be obtained. If this is done, be sure to notify 
participants with pending sign-ups of the change, as the 
system will not notify them automatically. 

¶ This field may be up to 30 characters in length. 

¶ A study may not be changed between a study for pay and 
for credit, after it has been created. If a credit version is 
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being offered then a new study must be created. The 
ǇŀƛŘ ǾŜǊǎƛƻƴ Ƴǳǎǘ ƘŀǾŜ ǘƘŜ ά- <b>fƻǊ t!¸ғκōҔέ appended 
to the study name. 

Timeslot Usage Limit ¶ You will have a maximum number of study session hours 
available to this study. The REG Coordinator sets this 
value, and is the only one who can change it. At the 
beginning of the term, the REG Coordinator will add 100 
timeslot hours to all existing studies. New studies will 
start with 100 timeslot hours. 

Preparation ¶ Enter any advanced preparation a participant must do 
ƘŜǊŜ όŜΦƎΦ άŘƻ ƴƻǘ Ŝŀǘ н ƘƻǳǊǎ ōŜŦƻǊŜ ǎŜǎǎƛƻƴέύΦ 

¶ If there are no preparation requirements, leave this field 
blank. 

Researcher(s) ¶ Select the Researcher for this study. If you are a 
Researcher, you may not remove yourself as the 
Researcher (the P.I. for the study, as well as the REG 
Coordinator can remove you as the Researcher). You may 
specify multiple Researchers (including RAs) for a study. 
If you specify multiple Researchers, each Researcher has 
full control over the study. 

¶ The selection box lists only users whom have completed 
the Researcher (RA Workshop and full Researcher) 
training sessions. If your RA or another member of your 
lab is not listed then the training session has not been 
completed and/or the REG Coordinator has not created 
the account. Contact the REG Coordinator for further 
information. 

Principal Investigator ¶ Select the Principal Investigator for this study. The person 
you select will have full access to the study. Sona only 
permits one Principal Investigator to be selected. If you 
have more than one PI on a project, you may list the 
second PI as a Researcher.  

**CAUTION** Check with the PI if that is ok as this may mean 
the PI will receive any emails generated by the Sona system 
that would normally be sent to Researchers. 

¶ The selection box lists only users who are principal 
investigators. 

ORE Approval Code 
(the 5 digit ethics code) 

¶ Enter the 5 digit ORE/DERC approval code here. This field 
is displayed to the REG Coordinator to help them keep 
track of studies. This is a required field, and only the REG 
Coordinator can change the ORE/DERC approval code 
once it has been entered. 

ORE Approval Expiration Date ¶ This is the date when the ORE/DERC granted ethical 
approval plus one year. You must provide a valid 
expiration date. The system will prevent you from adding 
new timeslots to take place after this date, and your 
study will become inactive (not approved and thus not 
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visible to participants) after this date. You may not make 
a study active if the ORE/DERC approval has expired. 
Only the REG Coordinator can change the ORE/DERC 
approval expiration date once it has been entered. This is 
the reason why it defaults to blank to force you to 
choose a date.  

Approved? ¶ A study must be Approved and Active to show up on the 
list of studies that participants may sign up for to 
participate. The REG Coordinator provides approval for a 
study. Once the study information is completed and you 
are ready to have it displayed for participants, save your 
ǎǘǳŘȅ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ǘƘŜ ά{ŜƴŘ wŜǉǳŜǎǘέ ōǳǘǘƻƴΦ 

¶ As a Researcher, you can always make an approved study 
invisible to participants (by making it non-active). In 
addition, if you change key items about the study, 
specifically the name or descriptions, the study will 
automatically be unavailable to participants until the REG 
Coordinator reapproves it (request for approval needs to 
be submitted to the REG Coordinator). When submitting 
a new request to approval of an altered study include 
information in the text field that indicates what changes 
have been made. If these changes necessitated a Form 
104, be submitted for ethical approval the REG 
Coordinator will request information regarding the 
submission. 

Email Approval Notice?  
(Visible to REG Coordinators 
only) 
 

¶ This άYes/Noέ option will appear if the REG Coordinator 
is adding or updating the study that is not already 
approved. The REG Coordinator will select άYesέ to the 
άEmail Approval Noticeέ and approve the study (set 
άApprovedέ to άYesέ) at the same time, and then an 
email will be sent to all Researchers for the study, 
notifying them that their study was just approved. 

Active Study? ¶ A study should be submitted for approval and not be 
active. Once the study has been approved and is active 
then it will appear on the list of studies available to 
participants. If the timeslots are not posted participants 
will be confused as to why they are unable to sign up for 
participation. 

¶ Select άYesέ if this study is in progress and/or approved. 
You must select άYesέ and the study must be άApprovedέ 
if you want the study to be available for participants to 
sign up. 

¶ If a study is άNot Approvedέ but is άActiveέ, then it does 
not show up to participants on the listing of studies, but 
it is accessible  through other links if the participant has 
participated in it before and are viewing their 
participation history (in case the participant has follow-
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up questions about the study). It will also show up on the 
study information page (for an individual study) where 
the study is listed as a pre-requisite or disqualifier for a 
study. 

¶ The reason to select άNoέ is if the study is being kept for 
historical purposes. It will not be available to participants 
and will not show up on the list of studies available to 
participants. 

Advanced Settings 

Field Explanation 

Pre-Requisites  ¶ If there are studies a participant must participate in 
before participating in your study, choose them here. You 
may select multiple studies. 

¶ You may specify that participants must have participated 
in at least one, if not all of the studies specified. 

¶ The participant must have received credit for 
(participated in) the prerequisite studies.  

¶ You can ask your REG Coordinator how this is configured, 
if it is of concern. If a participant cancels their signup they 
will receive a warning. If your study is configured so that 
the Researcher will receive notifications of cancellations 
or sign-ups, then the Researcher will receive notification 
of the prerequisite problem and can contact the 
participant if necessary. 

¶ Depending on how your system is configured (Pre- 
Requisite/Disqualifier Display setting), participants may 
or may not see which studies you have specified as pre-
requisites when they view your study. 

Disqualifiers  ¶ If there are any studies that a participant must not have 
participated in, please select them here. You may select 
multiple studies. The system will handle enforcements of 
the restriction during the sign-up process. If a participant 
has signed up for, or participated in, at least one of the 
studies specified as a disqualifier, then they will not be 
eligible to sign up for your study. 

¶ Depending on how your system is configured (Pre- 
Requisite/Disqualifier Display setting), participants may 
or may not see which studies you have specified as 
disqualifiers when they view your study. 

Course Restrictions ¶ If you would only like participants enrolled in certain 
courses to participate in your study, select the eligible 
courses here. 

¶ Participants who are not in at least one of the courses 
you selected will not see the study when they view the 
list of available studies.  

¶ Note that course restrictions do not function as a 
disqualifier but rather a qualifier. For example, if a 
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participant is in both Course A and Course B, and the 
study is restricted to only those in Course A, the 
participant is eligible because they are in Course A, 
despite the fact Course B is not listed as a course 
restriction. In addition, using the same example above, 
the participant may assign the credit from the study to 
any of their courses, including those courses not listed in 
the course restriction (Course B in this example). Course 
Restrictions function solely to qualify participants for a 
study, and not to restrict their ability to assign credits to 
courses. 

Is this a web-based study?  
 

¶ This will list if the study is an online study, and the type 
of online study. This setting cannot be changed after a 
study is added. 

Should participants be identified 
only by a unique, random ID 
code? 
 

¶ Researchers will not see participant names, but instead 
an ID code to identify them. 

¶ This setting only applies for online studies, and only if ID 
ŎƻŘŜǎ ŀǊŜƴΩǘ ŀƭǊŜŀŘȅ ŜƴŀōƭŜŘ ǎȅǎǘŜƳ-wide by the REG 
Coordinator. For external web studies, this setting is 
useful primarily in conjunction with placing 
%SURVEY_CODE% in the Study URL. Once this setting is 
enabled (to show ID codes), it cannot be changed back to 
showing names again. 

Study URL ¶ The URL (web address, usually starting with https://) for 
your study. This is only required for web-based studies 
administered outside the system. 

¶ If you are setting up a web-based study outside the 
system and would like the system to pass a unique 
identifier in the URL so that you may easily identify 
participants and even have the system grant credit 
automatically, add the text %SURVEY_CODE% in the URL 
where you would like the identifier to be placed.  

¶ This feature is most commonly used with online survey 
products like Qualtrics, SurveyMonkey, LimeSurvey, 
SurveyGizmo, and similar products. This is discussed in 
further detail in the Web-Based (Online) Studies section 
of this information. 

Study URL Display  
(external web studies only) 
 

¶ If Yes is selected, then participants may still access the 
Study URL even after they have been marked as having 
participated in the study.  

¶ If No is selected, the URL will not be available to them. 

¶ In all cases for external web studies, the URL will not be 
displayed until they have signed up for the study. 
Regardless of this setting, the URL will not be displayed 
after the timeslot is in the past. 
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Participant Sign-Up Deadline  ¶ Enter the deadline date (before the study is scheduled to 
occur) that is the last possible date a participant may be 
allowed to sign up, in whole hours. 

Should the Researcher receive 
an email notification when a 
participant signs up or cancels? 
 

¶ If Yes is selected, the Researcher for this study will 
receive an email notification whenever a participant signs 
up or cancels their sign-up for this study. The email 
notification will be sent to an email address based on the 
information the Researcher has provided. See the Email 
Address Options section of this information for more 
information on how the email address is determined. 
Emails will contain the first 50 characters of the study 
name as part of the subject line in order to make it easier 
to sort the emails within an email program. 

¶ If Yes is selected, Researchers will also receive a 
notification; and a participant cancels a study that was a 
pre-requisite for the current study. Read the section on 
Pre-Requisites in this table for more information about 
this situation. 

¶ Emails are sent to all Researchers specified for the study, 
unless a specific Researcher is assigned to the timeslot 
that the email notification is being sent about.  

¶ See Timeslots Linked to Specific Researchers for more 
information. 

Researchers at Timeslot-Level ¶ If Yes is selected, it will be possible (but not required) to 
assign a specific Researcher from the list of Researchers 
for the study to a specific timeslot. If set to No, then it is 
presumed that all Researchers assigned to the study are 
responsible for all timeslots. See Timeslots Linked to a 
Specific Researcher for more information. This option 
only appears if the system is configured to allow multiple 
Researchers per study. 

Automatic Credit Granting ¶ If Yes is selected, timeslots that are more than a specified 
number of hours old and still in the Awaiting Action state 
will be changed to a credit grant. The check for timeslots 
in this situation is made only once per day. If an 
automatic credit grant is done, you may still change it 
later if necessary. 

¶ For online external web studies, the credit grant will take 
place (the specified number of hours) after the timeslot 
(participation deadline) has occurred (as opposed to 
being based on when the participant signed up. This 
feature is generally not useful in this situation. The 
option will not appear for online survey studies (within 
the system) because credit granting generally occurs 
automatically, immediately after the participant 
completes the survey. 
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Shared Comments ¶ This is where you may enter any comments or notes 
about the study. These are visible to any Researchers and 
PIs in the system, but not to participants.  

¶ Enter the study type and whether deception is involved 
in the study (with a brief description of the deception) 
ŜƛǘƘŜǊ ƛƴ ά{ƘŀǊŜŘ /ƻƳƳŜƴǘǎέ ŦƛŜƭŘ ƻǊ άtǊƛǾŀǘŜ 
/ƻƳƳŜƴǘǎέ ŦƛŜƭŘΦ 

¶ This field is useful if you want to make the technique 
used in the study visible to other Researchers, so they 
can set your study as a disqualifier if necessary. This field 
can be up to 1,000 characters in length. 

Private Comments ¶ This is where you may enter any comments or notes 
about the study. These are only visible to the Researchers 
(and PI) for this study. 

¶ Enter the study type and whether deception is involved 
in the study (with a brief description of the deception) 
ŜƛǘƘŜǊ ƛƴ ά{ƘŀǊŜŘ /ƻƳƳŜƴǘǎέ ŦƛŜƭŘ ƻǊ άtǊƛǾŀǘŜ 
/ƻƳƳŜƴǘǎέ ŦƛŜƭŘΦ 

¶ Information here is not visible to participants or to other 
Researchers or PIs in the system. This field can be up to 
1,000 characters in length. 

Research Alternative? ¶ If Yes is selected, then this study is considered a research 
alternative study. For various reasons, some participants 
may be restricted to participate in regular studies 
(typically, for accruing too many unexcused no-shows or 
being unable to consent), meaning that they can only 
sign up for research alternative studies.  

¶ Only an REG Coordinator may change this value (the 
default is No). 

Two-part Study Settings  
(only applies if you select Two-Part Standard Study on the Select Study Type page) 

Field Explanation 

Is this a 2-part study? ¶ Always set to Yes if you selected a Two-Part Standard 
Study on the Select Study Type page. This will not appear 
if you select another study type. 

Credits, Part 2  
(credit studies only) 

¶ Enter the number of credits for the second part of the 
study, if this is a two-part study. A value of 0 is 
acceptable. The credit value specified must be evenly 
divisible by the credit increment specified. 

¶ For example, if the increment is 0.5, then the study can 
have credit values like 1 and 1.5, but not 0.75. 

Payment, Part 2  
(paid studies only) 

¶ Enter the amount of compensation for the second part of 
the study, if this is a two-part study. 

Total Payment  
(paid studies only) 

¶ Enter the amount of total compensation for the study, 
typically the sum of the payment values for each part. 
The system cannot compute this automatically since it is 



Page | 23  
 

possible to enter nonnumeric ǾŀƭǳŜǎ όŜΦƎΦΣ ά!ƳŀȊƻƴ DƛŦǘ 
/ŀǊŘέύ ƛƴ ǘƘŜ other payment fields. 

Part 2 Duration ¶ The amount of time, in minutes, that the second part of 
the study will take. 

Part 2 Scheduling Range ¶ Specify the number of days (as a range) after the first 
part is scheduled, that the second part should be 
scheduled. This setting only applies to two-part studies. 
The range may be the same value (e.g. άōŜǘǿŜŜƴ т ŀƴŘ т 
Řŀȅǎέύ ƛŦ ŘŜǎƛǊŜŘΣ ōǳǘ Ƴǳǎǘ ōŜ ŀ whole number.  

¶ See Two-Part Studies for more information. 

Part 2 Scheduling Leniency ¶ In some cases, you may want to ensure that the 
participant schedules the second part of the study to 
take place at exactly the same time (on a different date) 
as the first part. If so, choose Yes for this option. If there 
is some flexibility to sign up any time within the Part 2 
Scheduling range, choose No for this option. 

 

Once you have filled out the appropriate information, save it and the system will be updated 

immediately with the information. If you would like to add participation restrictions based on the 

Prescreen Questionnaire responses, you can do so when you update the study (see Prescreen 

Participation Restrictions). Otherwise, your next step is to add timeslots (sessions). See the Working with 

Timeslots section of this information for more information. 

If you need to update this study, see the Updating a Study section of this information. 

Updating a Study 
You may update any of your studies at any time. To do so, choose My Studies from the top toolbar and 

you will see a list of your studies. Click on the desired study, and choose the Change Study Information 

link. 

You will see a form similar to the one you used to add the study. A few options may no longer be 

editable depending on the status of the study (e.g., if participants have already signed up for it). The 

fields shown are all the same as when you added the study. See the Adding a Study section of this 

information for an explanation of those fields. 

The changes you make will take effect immediately after they are saved. When changes are made, the 

REG Coordinator re-approval is required before a study is made visible to participants. Then you should 

re-submit an approval request once you have made all your changes.  

Changing the following fields may require a re-approval:  

¶ study name 

¶ brief abstract 

¶ detailed description 

¶ eligibility requirements (the text field, not specific restrictions like prescreen restrictions, study 

prerequisites/disqualifiers, or course restrictions) 

¶ duration 
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¶ preparation 

¶ and credit value (for credit studies only) 

There will be a notice on the Change Study Information to warn if re-approval may be required. The 

system will also notify you after making changes if the study is now in need of re-approval. 

If re-approval is required and you are ready to request such approval, you send such a request via the 

system, which is the same function you would have used to request initial study approval. 

If you need to change the credit value for a study and there is no option to do so, this means the study 

already has at least one participant signed up for it. You cannot change the credit value when a study is 

in this situation because there is no way to handle past credits for the same study (e.g. should old credit 

grants for the same study be adjusted to reflect the new credit value or be kept the same?). If the study 

is nearing the end of its run and variable credit granting is enabled, then the easiest solution is to grant 

the new credit value to participants who sign up in the future.  

If you prefer that the credit value be changed for the entire study, the REG Coordinator recommends 

that a new study be created with the new credit value and duration (after ethical approval has been 

received). You can wait until all pending sing-ups have completed their participation and use the 

variable credit granting method (select new credit value from drop down menu). Or you can manually 

sign up the participants, after they have been contacted and agreed to the new duration and credit, to 

the newly created study. Remember to delete the previous sign ups if choosing this option. 

Note: IŦ ǘƘŜ ǎǘǳŘȅΩǎ ŎǊŜŘƛǘ ǾŀƭǳŜ ƛǎ ŎƘŀƴƎŜŘ ǿƘƛƭŜ ǘƘŜǊŜ ŀǊŜ ǇŜƴŘƛƴƎ ǎƛƎƴ-ups, those participants are not 

notified of this change. You will need to notify those participants of the change in credit value if 

necessary. 

Deleting a Study 
You may delete a study only if there are no pending sign-ups (awaiting action) or active (non-zero) 

credits linked to it. If you need to delete a study that already has pending sign-ups or active credit 

grants, a better option may be to make it Inactive if you do not want it to be visible to participants. 

If you want to delete a study that has sign-ups and are unable to do so, please contact the REG 

Coordinator. The REG Coordinator can delete a study with sign-ups, but only if the sign-ups are all 

without credit values (this usually occurs when study participation history from a previous semester was 

retained, but credits were zeroed out). If the study has sign-ups where the sign-ups have (nonzero) 

credit values linked to them, then the REG Coordinator cannot delete the study until all those credit 

grants are changed to a 0 value (or the participants for the sign-ups are deleted). This restriction is to 

ensure that the credit count for participants and where they have earned credits is accurate. This also 

means that the studies that contributed to their credit earnings must be kept intact. 
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Figure 7 - Deleting a Study 

 

To delete a study, choose My 

Studies from the top toolbar and 

click on the desired study. Then 

choose the Delete Study option. 

You will see a confirmation page. 

Choose Yes (at the bottom of the 

page) to delete the study. 

Once a study is deleted it cannot be restored, so use this feature very carefully. If you delete an online 

survey study, the survey and all data collected will also be deleted. 

Advertising Your Study 
Sometimes it may be useful to advertise 

your study on social media channels or by 

other methods outside the system (ethical 

clearance is required).  

Go to the Study Information page and 

copy the Direct Study Link URL. 

Participants who go to that link will be 

taken directly to your study after they log 

in, assuming they are qualified for the 

study. If they are not qualified, they will 

be taken to the participant dashboard as 

usual. 

Figure 8 ς Direct Study Link URL 
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The Direct Study Link URL is also displayed 

on the Invite Qualified Participants page 

for your convenience. 

Figure 9 ς Invite Qualified Participants 

 

Timeslot Usage Summary 
When viewing your study, the timeslot usage summary will be available in the Study Menu drop down 

list. This gives some basic information about timeslot utilization in the past and in the future, as well as 

some basic no-show information. It also gives information on timeslots for the study by location (if the 

study is not an online survey study or external web study) and by Researcher (if the study is configured 

to allow Researchers to be assigned to specific timeslots). 

For credit studies, the system also provides a summary of how many credits were granted. This 

summary accurately computes credit usage, taking into account any variable credit grants (if Variable 

Credit Granting is enabled in System Settings). This summary is useful in cases where some participants 

Ƴŀȅ ƘŀǾŜ ǊŜŎŜƛǾŜŘ ŎǊŜŘƛǘ ƛƴ ŀ ŘƛŦŦŜǊŜƴǘ ŀƳƻǳƴǘ ǘƘŀƴ ǘƘŜ ǎǘǳŘȅΩǎ ƭƛǎǘŜŘ ŎǊŜŘƛǘ ǾŀƭǳŜΦ 

With the timeslot usage limits, the system will provide an estimate of how many timeslots can be 

added. Note that if the study is a two-part study, it will estimate based on allocating the entire limit to 

ǘƘŜ ŦƛǊǎǘ ǇŀǊǘ ƻǊ ǘƘŜ ǎŜŎƻƴŘ ǇŀǊǘ όōƻǘƘ ŜǎǘƛƳŀǘŜǎ ŀǊŜ ǇǊƻǾƛŘŜŘύΦ IƻǿŜǾŜǊ ƛƴ ǇǊŀŎǘƛŎŜΣ ƛǘΩǎ ƳƻǊŜ ƭƛƪŜƭȅ ŀ 

Researcher will want to add timeslots to both parts of the study. This should be taken into account when 

viewing these estimates, especially if the first part and second part of a study have a different duration. 
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Download Participant List 
The download participant list feature (on the Study Menu drop down list) allows you to download or 

easily print a list of all participants for the study. You can restrict this list based on date range and also 

on participation status. 

Contact Participants 
In some cases, you may find it useful to contact all participants for the study, across all timeslots. This 

feature may be particularly useful if you are sending debriefing information when a study has 

concluded. To do so, go to your study and in the Study Menu click on Contact Participants from the 

drop down list. You will then 

be able to select which 

group of participants to send 

to, and a message to send. 

Messages will be sent in 

batches of 3,000 at a time, 

to avoid overloading email 

servers.  

You cannot include 

attachments in the email, so 

if you have a document you 

would like to include, you 

should post it on another 

website and provide a link to 

the document in the email 

you send. 

Figure 10 ς Contact Participants 

View Bulk Mail Summary 
The system tracks whenever any type of bulk email is sent (by a user) related to the study. This includes 

ƛƴǾƛǘƛƴƎ ǉǳŀƭƛŦƛŜŘ ǇŀǊǘƛŎƛǇŀƴǘǎ ōŀǎŜŘ ƻƴ ǘƘŜ ǎǘǳŘȅΩǎ ǇǊŜǎŎǊŜŜƴ questionnaire responses, or contacting 

those who have already signed up for the study. This information is kept for 6 months and is tracked to 

ensure that all users follow the generally accepted Internet practices for responsible use of email. The 

REG Coordinator also has access to this information. 

Download Prescreen Responses 
The system contains an online prescreen questionnaire that participants may complete. You may place 

participation restrictions on your study based on prescreen questionnaire responses. Participants are 

unaware that such restrictions are placed on the study. These restrictions are never listed to them. If 

they do not qualify to participate in a study because they do not meet the prescreen participation 

restrictions, then the study will not be shown to them. This is important to note ς participants never 

know why a study was or was not shown to them, because they are unaware of the prescreen 

restrictions. 
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You may restrict a study on any question or questions on the prescreen that allowed for a multiple 

choice answer where only one choice could be selected. You may also restrict a study based on a 

computed section sum or average score for a participant, if the prescreen question was set up in such a 

manner. 

You may restrict to one choice or many choices for any question. If you restrict on multiple questions, it 

ƛǎ ǘƘŜ ǎŀƳŜ ŀǎ ŀ ƭƻƎƛŎŀƭ ά!b5Φέ CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ȅƻǳ ǎŜǘǳǇ ǘƘŜ ǇǊŜǎŎǊŜŜƴ ǊŜǎǘǊƛŎǘƛƻƴǎ ǎƻ ǘƘŀǘ participants 

Ƴǳǎǘ ƘŀǾŜ ŀƴǎǿŜǊŜŘ ά¸Ŝǎέ ǘƻ ǘƘŜ ǉǳŜǎǘƛƻƴ ά5ƻ ȅƻǳ ǿŜŀǊ ƎƭŀǎǎŜǎΚέ ǉǳŜǎǘƛƻƴ ŀƴŘ ά.ƭǳŜέ ƻǊ άDǊŜȅέ ǘƻ 

ά²Ƙŀǘ ŎƻƭƻǊ ŀǊŜ ȅƻǳǊ ŜȅŜǎέΣ ǘƘŜƴ ǘƘŜȅ Ƴǳǎǘ ƳŜŜǘ both requirements to participate. In other words, only 

participants who wear glasses and have either blue or grey eyes are eligible. 

¢ƘŜǊŜ ƛǎ ƴƻ ǎǳǇǇƻǊǘ ŦƻǊ ŀ ƭƻƎƛŎŀƭ άhwέ ǊŜǎǘǊƛŎǘƛƻƴ ŀŎǊƻǎǎ ƳǳƭǘƛǇƭŜ ǉǳŜǎǘƛƻƴǎΦ ¢ƘŜ ǊŜǎǘǊƛŎǘƛƻƴǎ ŀǊŜ inclusive, 

meaning that if you select a choice as a restriction, participants must have answered at least one of the 

choices selected for each question that is part of the restriction in order to see and participate in the 

study. This is as opposed to being exclusive where checking the choice as a restriction would exclude 

them from participation. 

 

Figure 11 - Prescreen Restrictions Question Selection 

To set participation restrictions, view (do not choose edit) your study and choose View/Modify  

Restrictions. You will see a list of eligible questions that you may use for your restrictions. If the study 

already has some restrictions, those will be checked. Once you have identified your restrictions, you will 

see how many participants currently meet the restrictions.  

Choose the questions you would like to restrict upon (and keep the existing checked restrictions 

checked, unless you want to remove that restriction), and click on the Set Restrictions button (at the 

bottom of the page). On the subsequent page, you can select each response value that is acceptable for 

each question you have chosen. Once you have selected all the acceptable values, save your changes 

and they will take effect immediately.  

NOTE: It is important to note that if you change the restrictions, it will not remove the study sign-ups for 

participants who qualified under the previous set of restrictions as restrictions are enforced at the time 
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the participant signs up for the study. For this reason, you should decide on your restrictions before 

making the study available to participants. 

If you have restriction requirements where you would like to restrict participation to a percentage of the 

population (e.g. the responses that were chosen by the top 25% of people), but you are unsure which 

responses meet this requirement, you can use the Prescreen Qualification Analysis feature to 

determine the valid responses. See Prescreen Qualitification Analysis for more information. You may 

also use Analyzing 

Participant Prescreen 

Results to get an idea of 

how many participants are 

potential candidates for 

participation in your study, 

based on a specified set of 

restrictions. 

 

Figure 12 ς Prescreen Qualification Analysis 

Inviting Qualified Participants to a Study  

Including the Invitation Feature 
While viewing the list of prescreen restrictions currently set for 

a study and the number of participants who meet those 

restrictions, you may see the option to Invite Qualified 

Participants. Using this option, otherwise know as the 

Invitation Feature, you are able to craft an email to be sent to 

all qualified participants. You can send an email through the 

Invitation Feature to up to 100 eligible participants, once a 

week, for up to 3 times.  

Figure 13 ς Invitation Feature 

The system offers the option to choose a random percentage from the overall list of matching 

participants to email. The policy in the Department of Psychology is to limit this number to 100 or 

whatever percentage is closest without going over that amount. This is often done to prevent abuse of 

the system. The system will look at the number of participants the Researcher plans to email and block 

the sending of the email entirely, if the number of participants is over the limit. To get around this 

limitation, the Researcher can further restrict whom they plan to send the email to (perhaps choosing a 

smaller random percentage of users, or more closely defined prescreen participation restrictions). The 

Researcher may also ask the REG Coordinator to send the email for them, as the REG Coordinator is not 

subject to such limitations. Regardless, any use of this bulk email function will be logged. That 

information will be kept for approximately 6 months.  

NOTE: The REG Coordinator has access to a report of how many emails a specific Researcher has sent, as 

ǿŜƭƭ ōŜƛƴƎ ŎŎΩŘ ƻƴ ǘƘŜ ŜƳŀƛƭΣ so it is wise to not abuse this feature. In addition, Sona Systems reserves 

the right to temporarily remove the right to login from a Researcher if there are verifiable reports of 
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abuse of this feature. Typically before doing so, the REG Coordinator will be notified by Sona Systems as 

it is preferred to have the REG Coordinator deal with such problems. 

It is important to note that the system does not keep track of which random percentage of the group of 

matching participants is sent to each time. Therefore, if you send email to a random 30% now, and a 

random 30% next week, it could very well be the case that many participants receive the email on both 

of those occasions. It is recommended that you spread these emails out through the term to get the 

most coverage. 

You can choose to exclude those who have already signed up for, or participated in any studies you 

specify. This disqualifier list will be pre-populated based on any disqualifiers already set for the study. 

The system will automatically exclude all participants who have participated or are signed up for the 

current study (no-shows are not excluded though, since they may sign up again). If the study is not a 

research alternative study, the system will also automatically exclude participants with limited accounts, 

as they are ineligible to participate in studies not marked as a research alternative study. 

The system will pre-fill the email text with useful information like the name of the study and how many 

timeslots are currently open. You cannot include attachments in the email, so if you have a document 

you would like to include, you should post it on some other website and provide a link to the document 

in the email that you send. 

There is also a Direct Study Link URL displayed for your convenience, so you can easily copy and paste it 

into your message. See Advertising Your Study for more information. 

If you have set participation restrictions for the study based on course enrollment, those restrictions will 

be taken into consideration (i.e. abided by) when determining which participants receive the email. 

The Sender address on the email will be the REG CoordinatorΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎΣ ǿƘƛŎƘ ƛǎ ŘƻƴŜ ǘƻ ǇǊŜǾŜƴǘ 

the email from beiƴƎ ōƭƻŎƪŜŘ ōȅ Ƨǳƴƪ ŜƳŀƛƭ ŦƛƭǘŜǊǎΦ ¢ƘŜ άwŜǇƭȅ ¢ƻέ ŀŘŘǊŜǎǎ ƻŦ ǘƘŜ ŜƳŀƛƭ ǿƛƭƭ ōŜ ǘƘŀǘ ƻŦ 

the user who is actually sending the email. When a participant chooses to reply to the email, the reply 

ǿƛƭƭ ōŜ ǎŜƴǘ ǘƻ ǘƘŀǘ άwŜǇƭȅ ¢ƻέ ŜƳŀƛƭ ŀŘŘǊŜǎǎΦ 

There is an option to specify a delay in sending the email, based on the number of hours from when the 

emailing option is used. This is 

useful if you want to target a 

certain time of day (e.g., during 

the evenings) when the email will 

be sent. The emails are 

generated at the time you use 

the emailing function, but are 

ǎǘƻǊŜŘ ƻƴ ǘƘŜ ǎŜǊǾŜǊΩǎ ƻǳǘƎƻƛƴƎ 

email queue until the specified 

sending time. They cannot be 

removed from the queue once 

this emailing function is used. 

Figure 14 - Contacting Qualified Participants using the Invitation Feature 




















































































