SONA – Guide for Participants and Researchers and FAQ’s
Students: 

The Research Participation Scheme provides a simple and accessible method for members of the University of Lincoln to participate in studies run by researchers and final year students in the Department of Psychology. The system manages recruitment for both researchers and participants, and is easily accessed from any computer with a standard web browser, and also from Smart phones and Tablets using the SONA app downloadable from the Apple store or Play Store. Researchers advertise details and time slots for their studies on the website; participants can then browse available time slots for a particular experiment and sign up for a session. The system will email both the researcher and the participant when a sign-up has occurred, and can also send a reminder email to both parties on the day of the session. Participation will commonly take place in exchange for credit points or an inconvenience allowance. The system will also allow participants to keep track of their progress throughout the year. 


This guide will explain how to get started using the SONA system. Most of it should be self explanatory as directions are provided on the website. The SONA system itself also has an extensive Help Menu which may help to resolve queries in the first instance. For further information about the credit scheme, and how that relates to degree courses run in the School of Psychology, please refer to the Student Handbook. Contact the Administrator or the Psychology Technicians if you have any questions that cannot be answered by this guide or through the Help Menu. 
1. Accessing the system: 
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The system is linked from the School of Psychology Homepage and can also be directly accessed at http://lincoln-psychology.sona-systems.com or you can download the app from the Apple store or Play store for your mobile device. 

2. Requesting an Account:

Click the “New Participant?” link on the bottom left of the front page. You will be required to provide some very basic information: name, user ID (your enrolment number**), and the course you are taking. (For individuals outside of the School of Psychology there is an “Other” option). Once this information has been submitted you will immediately receive email notification with your login information. This should be remembered or stored securely and not written down. You will be assigned a default password which you can change after your first login. 
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 **Please note the system automatically generates emails based on your user ID, therefore you must use your enrolment number so that you receive this email. 
3. Logging in:
Once you have your login information go to the front page of the site and enter your user ID and password to login. Once you login you will be asked to review and acknowledge the University of Lincoln’s human subject policy for research. Please take the time to read this through. 

4. Changing Your Password:
It is a good idea to change your password when you first start using the website. You can do this by selecting the “My Profile” link. Please be aware that the Administrators can view passwords in order to enable us to send you a reminder for a forgotten password. 
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Viewing Studies:
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By clicking on the “Studies” link from the top toolbar you can view studies and sign up for those that interest you. Studies that currently have available participation times (Timeslots) will have “Timeslots Available” listed next to the name of the study. To view more information about a study, click on the name of the study. 

6. Signing Up For Studies: 
Once you have clicked on the study name you will see a list of any special restrictions or eligibility requirements as well as a contact person if you have questions about the study. Once you have determined you meet all the requirements click on “View Timeslots for This Study” and you will see a list of available timeslots. Choose a timeslot that is convenient for you and click “Sign Up”. After you click Sign Up you will see information displayed confirming the time and location of the study you plan to participate in. You may receive an email confirmation as well depending on how your system is configured. You are now signed up for this study and must turn up or cancel. 
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7. Cancelling a Sign-Up
If you need to cancel a timeslot select the “My Schedule/Credits” option from your toolbar. 
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You will see listed all the studies you have signed up for, as well as those you have completed. Studies you have signed up for that you are allowed to cancel will have a cancel button next to them. There is a time limit before the study is to occur when it is too late to cancel. If you have any problems with this issue then you should contact the experimenter using the details on the study page. Once you click cancel to cancel your sign-up you will see a confirmation page. Click “Yes” to cancel your sign-up and the sign-up will be cancelled. 

Using the System Appropriately
If used correctly the system is a very simply and effective way of participating in studies and accruing the required credit points for your final year study. However for the system to run smoothly it is important to use it with practical consideration. Always note the time and location of the study you are taking part in, staff will not know the locations of studies so cannot help you find it. Maps of common study areas are available on Blackboard under the room bookings section of the Psychology Subject Site. If you are unable to attend a session that you have signed up for be sure to cancel the sign up before the stated deadline or get in contact with the researcher. If you do not show up researchers will record it as an unexcused no-show, and too many of these will result in you being unable to use the system in future. Attendance will be monitored by the system Administrator. 
Researchers:

In order for Researchers to use the system to recruit participants you must complete a copy of the Subject Pool Application document available on Blackboard, Psychology Subject Site, SONA Experiment Management. This must be completed in full, signed, and given to Dr Fenja Zielger for approval. 

1. Accessing the System 

The system is linked from the School of Psychology Homepage and can also be directly accessed at http://lincoln-psychology.sona-systems.com or you can download the app from the Apple store or Play store for your mobile device. 


2. Logging in

Once your Subject Pool Application has been approved an Administrator will register you on the system and create an account for you. You will receive an email with your login details to your University account. It is recommended that you change your password once logged in using the “My Profile” link. Once you login you will be asked to review and acknowledge the University of Lincoln’s human subject policy for research. Please take the time to read this carefully and acknowledge its contents. 

Please note that students must request a researcher account using the Subject Pool Application. An automatic participant account does not allow you to use the system for giving credit points or creating studies. Only studies that have been given ethical approval and signed off by a Supervisor will be granted a Researcher account. 
3. Adding a New Study 

Click on the “Add a New Study” link and select the study type that suits your experiment (most likely Standard Study). The following information should be added in the respective fields on the next page followed by clicking the “Add this Study” button: 

Basic Information
· Provide a short study name

· Leave the brief abstract field blank as this will not appear on the final entry

· Provide a detailed description of the study, including the type of procedure and where the experiment will take place (including directions if necessary)

· Specify any eligibility requirements (such as native English speaking)

· Add the duration of the study

· Specify whether participants receive points or pay. Points will be in units of 1 point per half hour (this should be rounded up, e.g. 45 minutes = 2 points)

· Provide details of any preparation participants must undertake

· Select the researcher(s) who will be conducting the study

· Select the Principal Investigator for the study (usually your Supervisor)

· Select “Active Study” to ensure that the study is visible to participants once it has been approved by the administrator

Advanced Settings
· Select any studies that participants must have participating in before your study

· Select any disqualifier studies that participants must not have participating in before they sign up

· Specify any course restrictions – only participants in the specific course will be able to see your study. Select “No Restrictions” if participants from any year or course can take part

· If you want only specific participants to sign up then you can specify an invitation code which they must provide when selecting a timeslot

· Specify deadlines for participant signup and cancellation (i.e. a certain number of hours before the timeslot)

· Select if you wish to receive email notification of signups and/or cancellations

· If you want to use one of the Small Group Practical (SGP) rooms then you must have already booked it via the online booking system on Blackboard. You must then specify on SONA which room you are using. 


4. Send a Request

Once the “Add this study” button has been clicked you will see a screen that displays your study information; check that all of the information is correct and then click on the “Send a request” link to send an automated email to the Administrator for approval. 
N.B. Making any changes to your study will automatically require a new approval request. Please ensure that all changes have been made before submitting an approval request so that you only submit one. 
5. Add Timeslots

In order for participants to sign up to your study you must first create timeslots. You can add one or more timeslots by clicking the link below the study information. Specify the number of slots you wish to add, the dates and times they should cover, whether they should be moved to business hours (i.e. a slot that would fall at 7pm will be moved to the next working day) and the testing location. 

6. Review/ Modify Timeslots

Click “Add” to include the timeslots and you will see a screen with them all listed. You can then look down the list and decide if there are any you wish to remove. Click “Add Selected Timeslots” to confirm. 

Individual timeslots can be modified at any point by clicking on the “View/Administer” timeslots link. This must also take place after each session and you should click the button that states they participated. You should also click the no-show button if they did not turn up (without cancelling beforehand) and this will be referred to the administrator. 



7. Toolbar and Navigation

General navigation around the site can take place using the links in the top toolbar: 


My Studies
This allows you to view all of the studies that you are currently running. By selecting one of these you can administer timeslots, change information, contact participants etc. 

All Studies
This links to a view of all of the studies that are currently being advertised on the system. These are randomly ordered for participants and reshuffle every time participants view the page. They are not ordered alphabetically for participants so adding ‘A study of…’ will not make your study appear first. 

Add New Study 

This allows you to add a new study to the system, specify timeslots and request approval from the Administrator. All new studies must be approved by the Administrator before they will appear to participants. 

My Profile

This links to account settings that can be adjusted here, including password (be aware that the system administrators can see your password). You may also specify whether the system should send you a daily reminder of any studies taking place. 

Logout
Click this to instantly logout of the system. It is good practice for users to also close the window if on a communal computer. 

FAQ’s:
Dr. Fenja Ziegler - fziegler@lincoln.ac.uk 

Q: I try to log into the system as a participant, but I can't access it? I'm having trouble creating an account!
A: If you have not used the SONA system as a participant before you can create an account by clicking on the Link "Request new account" and entering your student ID as your Username. You will be emailed your password and can log into the system straight away."

Q: I'm trying to add my IS project as a new study, but I can't see how to do it?
A: Adding a study is quite easy, so the most likely problem is that you are logged in a participant, but to create a new experiment you have to be logged in as a researcher. Please see the "How do I get a Researcher account?" for further details. 

Q: How do I get a Researcher account on SONA?
A: Final year students can use the SONA system as researchers to manage the booking of participants and award credit points. To get a researcher account you need to fill in the Subject pool application form, which you can find on Blackboard. Once this is filled in and submitted to the Faculty Office it will be passed to the Academic Sona administrator (currently F Ziegler) who will review the request. A successful applicant will be emailed a researcher log-in to the Sona system and can add a study. This study, once online, will also need to be approved by the Sona administrator. We are aiming for a very fast turn around with this and usually manage to approve well-written applications in less than 24 hours. 

Members of staff and research post-grads should already have an account. Forgotten password and new account requests should be emailed to fziegler@lincoln.ac.uk
Q: Which rooms can I book on SONA?
A: You may book SGP rooms 7, 8 and 9 only via SONA, though this will change to the Blackboard system in June 2013. Students using their supervisor's research lab for testing can type in that location for testing but please make sure that this is cleared with your supervisor and does not clash with anyone else using the room. All other rooms must be booked through the Blackboard system before being specified as a testing location on Sona. 
Q: I want to award credit points for paper based questionnaires which participants complete outside of specific location and room bookings. How?
A: The Sona system is mainly set up for online surveys or questionnaires that are completed in a specific location and at a specific time, like any other experimental study. There is, however, a straightforward way to combine paper questionnaire and Sona credit point management. 

This is the procedure for combining the new credit point management system with paper based questionnaires, which participants fill in outside of a specified timeslot. 

1. Create a study on the SONA system choosing an Online External Study. An online study that is set up outside the system (i.e. on another website). Create a timeslot and make is bookable by the number of participants that reflect your sample size (you can use a single timeslot for that). Please note that the usual steps for creating this study apply. Follow the instructions for setting up any other experimental study online. 

2. Hand out the questionnaires (e.g. in a lecture). Provide information on how to claim credit points on the questionnaire, including the name given to the study on SONA.

3. Participants sign up for timeslot when they have completed the questionnaire. 

4. The questionnaire is returned to the researcher. Anonymity issues will need to be handled by each researcher individually, but we need to know the name for the purpose of awarding credit points. 

5. Researchers grant the participants who have returned the questionnaire and signed up for the timeslot the advertised credit points. 

Sample Instructions to participants might read: 

"Thank you for completing this questionnaire. You are eligible to claim x credit points on completion and return of the questionnaire. To claim these credit points please:

1. Complete the questionnaire

2. Log on to the SONA system and book yourself into the advertised timeslot for the study "GIVE YOUR STUDY NAME". You do not need to attend at that time; it is just a way for us to award credit points. 

3. When you have signed up, researchers will award you the advertised credit points upon return of the questionnaire. 

If you have not used the SONA system before you can create an account by clicking on the Link "Request new account" and entering your student ID as your Username. You will be emailed your password and can log into the system straight away."

Q: How do I run an online questionnaire study through the SONA system?
A: Setting up a questionnaire in the SONA system is very easy. The online survey feature of the SONA system meets the needs of many researchers. There are a few limitations regarding online survey studies in the SONA system that you should be aware of:
· The ability to change the online survey after some participants have participated in the survey is limited.

· There is no support for conditional branching, question timing, matrix choice layouts, or free-form text responses more than 250 characters per question.

· The order of questions within a section cannot be changed. The order of sections, however, can be randomised.

· SONA can also very easily link to an outside host (Survey Monkey, Qualtrics) if you need more advanced options but still want to award credit points.

 To set up the questionnaire on the SONA system: 

Log into SONA as a researcher. Select 'Add new study', then select: Online Survey Study. An online survey study that is set up in the system, and administered by the system. Then enter the basic information on your study on the Study Information Screen. And 'Add the Study'. To add your questions etc select the 'Update Online Survey'. This will take you through a series of screens for adding your Instructions, debrief, questions and options etc. 

You can copy and paste the questions from a Word document. You can select the answer options from the menus. 

Q: How do I set up a Qualtrics Survey through the Sona system?

A: You must first have gone through the Qualtrics procedure for uploading an online survey. Please see the Qualtrics guidelines for assistance. You can then create a new study on Sona and select ‘Online External Study. An online study that is set up outside the system (i.e. on another website)’. Then simply fill out the requested details, and copy and paste the Qualtrics link into the URL box in advanced settings. 
Q: I am a second year student and earned lots of credit points in year 1, but they are not showing on the SONA system. Are they lost?
A: For second years:  I have not transferred over any credit points as yet.  This means the only credit points that will show will be those done on the new system.  I am intending to transfer over the credit points around Easter 2012.  This is to potentially avoid any confusion on my part with students coming in to update points received last year as I can't list them individually on the new system.  If you need to check how many points you amassed in your first year please email me (cgillard@lincoln.ac.uk). Please hang on to any credit slips you have as if there are any discrepancies between my records and what you think you have, nothing can be done without proof.
Q: I have put my study on to the system, but participants say that they cannot see the study advertised and cannot sign up. 
A: When you have created your study on the SONA system you need to send an approval request to the SONA system administrator (F Ziegler). Just follow the links in the system itself. Until this approval has been granted, your study will not be visible to participants. If you make any changes to the study information etc you will need to re-send the request. 
Q: How do I advertise my study to all students via email?
A: You don't! Any student who is looking to take part in studies to earn credit points will be able to see your study on the SONA system. Mass emailing is strongly discouraged! Most people who try to mass email find themselves accidentally emailing all staff in the university but not a single student. That is both inefficient and potentially quite embarrassing. 

