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Student Participants 
 

 Student involvement as participants in research studies is vital for conducting successful 
research at any university. Essentially what this means is that many times research simply cannot 
be completed without your help. Therefore, your participation is important. In exchange for 
providing such a valuable service, researchers hope you will benefit from your experiences in 
research studies. One clear benefit to research participation is that you will have the opportunity 
to experience some phenomena that you may have only read about or heard about in class. Also, 
when you participate you get to see just how research in the respective field is conducted. In 
these ways, research participation provides a valuable applied learning experience. We want your 
research experience to be informative and, even, enjoyable. Therefore, our goal is to describe the 
processes you will go through when using the Experiment Management System, the procedures 
that govern the system, and the expectations we have for those using the system.  
 If you are participating in research, it is likely that your instructor has asked you to 
participate in research in exchange for course credit. Please refer to your course syllabus or ask 
your instructor for details that are specific to your course (e.g., amount of credit you will receive, 
whether participation counts toward course credit or extra credit). Consider participating early in 
the semester as availability will decrease (e.g., many students trying to participate) at the end of 
the semester. 
  If you are under the age of 18 you may not be able to participate in many research 
studies and will need to do a couple of things. First, you should contact the researcher ahead of 
time asking if they would be willing to allow you to participate. Second, if they agree to allow 
you to participate, you should remind them that you are under 18 when you arrive for the 
experiment. Completing these steps is very important so that the researcher can delete your data; 
you can participate in experiments for educational purposes but not for research purposes. 

Introduction 
The Experiment Management System provides an easy method for you to sign up for studies, 
and track your progress throughout the term. Everything is done through the software’s web-
based interface, so you can access the system at any time, from any computer, with a standard 
web browser. The homepage for the Experiment Management System can be found at the 
following web address: http://missouriwestern.sona-systems.com/ 
 

Getting Started 
Your interaction with the system will be minimal and hopefully as painless as possible. After you 
log in to the system, you can view a list of available studies and any restrictions, sign up for 
studies that interest you, and track your progress throughout the semester. The system will track 
when you receive credits for a study, so you can view this online as well. 
 
The system works best if you use any popular web browser that is less than 2 years old, like 
Internet Explorer, Firefox, and Safari. It will work with other web browsers, and with older 
versions of popular web browsers, however the layout may not be as clean. No functionality will 
be lost by using an older web browser. The software will work if you are using a screen reader or 
other tools for those hard of hearing or sight. 
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This documentation assumes you have a basic knowledge of how to use the web. On this system, 
it is not necessary to use the Back button. You can always use the toolbar on the top of every 
screen to navigate anywhere on the site. 

Requesting an Account 
If you see a link on the front page of the site to request an account, then your organization has 
enabled the feature to allow you to request an account. Click the link, and you will be required to 
provide some very basic information. Depending on how your system is configured, you may 
receive an email notification immediately with your login information. The email notification 
will include login instructions for the system. You will be assigned a default password, which 
you can change after your first login. In many cases, you may also provide an alternate email 
address (after your first login) if you prefer to receive future notifications at another email 
address. The email will come from the administrator’s email address (listed on the request 
account page), so be sure to configure your junk mail filters to allow email from that address. 
 

 
Figure 1 - Requesting an Account 
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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. 
 

 
Figure 2 - Login Page 

 
Your login (also known as a session) will expire after a certain period of inactivity, usually 20 
minutes. This is done for security purposes. If this happens, you can always log in again. When 
you are done using the system, it is better to explicitly log out, to prevent any problems that may 
arise if someone uses your computer before the session expires. This is especially important if 
you are using a public computer lab. 
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Figure 3 - Main Menu 

Retrieving a Lost Password 
If you have forgotten or do not have your password, then you may choose to have your password 
emailed to you. You will see an option on the front login page. Your password will be emailed 
after you submit the form, and should arrive in your email box momentarily. If you provided an 
alternate email address (see the Email Address Options section of this documentation), it will be 
sent there. Otherwise, it will be sent to your main email address, which is derived from your user 
ID. 

Logging Out 
When you are done using the system, choose Log Out from the toolbar on the left side to log out. 
You are now logged out. It is always a good security measure to close all your browser windows 
as well, 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 would not like to change your password, 
simply leave these boxes empty. 
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If you change your password, please be sure to select a password you do not use on any other 
systems or websites. This is good computing practice, and especially important as in some cases, 
your password may be sent over email. 
 

 
Figure 4 - Updating Your Profile 

Email Address Options 
There are certain events in the system which will cause an email notification to be sent to you. 
Most often, these are notifications that you have received credit for a study, or a confirmation 
that you have signed up for a study.  
 
You have two choices for your email address. When you update your profile, you will see a box 
where you may provide an alternate email address. If you provide such an address (this could be 
a Hotmail account, for instance), this is the address where any notifications will be sent, and this 
is also the address that will be displayed to researchers. 
 
If you do not supply an alternate email address, the system will derive your email address from 
your username. Typically, it will add your organization’s Internet domain to the end of your user 
ID to form the address, so if your user ID is “jsmith” and your organization’s Internet domain is 
“yourschool.edu” then it would derive your email address as “jsmith@yourschool.edu”. 
 
In situations where the system is configured so you may enter an email address on this page, you 
will be asked to enter it twice when changing the address, to ensure it is typed correctly. 
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Changing Courses 
You will see a “Change Courses” option just below the list of courses you are in. 
 
You may have the option to remove yourself from existing courses and add yourself to new 
courses. If you remove yourself from a course, and you had credits assigned to that course, the 
credits will not be reassigned to another course. You will receive a warning about this and be 
taken to a page where you can reassign those credits. You can go to My Schedule/Credits at any 
time to assign unassigned credits to a course. 

Studies 
With the system, you may view studies and sign up for those that interest you and where you 
meet any special eligibility restrictions. You may cancel your sign-up through the system as well. 
 
You may see some studies that are online studies. You should read the details of these studies 
closely, but generally you may participate in them online. It is usually assumed you will 
participate in the study shortly after you sign up for it, though you have until the Participation 
Deadline Date to participate. 

Viewing Studies 
To view a list of studies, click on Studies from top toolbar. You will see a list of studies. A brief 
description of each study will be listed, as well as any special requirements that may restrict your 
eligibility to participate in the study. 
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Figure 5 - Viewing Studies 

Studies that currently have available participation times (timeslots) will have “TIMESLOTS 
AVAILABLE” listed next to the name of the study. If no studies have available timeslots, you 
may want to logon to the system a few days later to see if new timeslots have been added. You 
may also select a specific date to view studies with available timeslots on that date. 
 
To view more information about a study, click on the name of the study. 

Two-Part Studies 
Some studies are two-part studies, where you must sign up for both parts of the study at once, 
and the two parts must be scheduled a certain number of days apart. These studies will be clearly 
marked. 

Online Survey Studies 
Some studies may be online survey studies that are administered in the system. If you sign up for 
one of these studies, you will be taken immediately to the survey. As soon as you complete the 
survey, you will receive credit.  
 
You may withdraw from the survey at any time, by clicking the Withdraw button on the top right 
corner of the screen. When you withdraw, you have an option to withdraw without the chance to 
receive credit, or with the chance to receive credit. The difference is that if you withdraw without 
the chance to receive credit, then your sign-up will be completely deleted from the system. This 
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is useful if you simply changed your mind about participating in the survey, but might like to 
participate in it again at a later time. 
 
If you choose to withdraw with the option to receive credit, then your sign-up will be logged and 
the researcher will be notified of the withdrawal, but you will not be granted credit immediately. 
The researcher may then choose to grant credit to you for your participation in the study. If this 
is done, you will not have the opportunity to participate in this study again (because you may not 
participate or receive credit for the same online survey study more than once). With this 
withdrawal option, you are not obligated to provide any explanation of why you are choosing to 
withdraw, but you may provide an explanation if you like, and this information will be sent to 
the researcher when they are notified of your withdrawal. 
 
With either withdrawal option, all the survey responses you provided are permanently deleted at 
the time you withdraw. 

Signing Up For Studies 
To sign up to participate in a study, find the study you would like to participate in (see Viewing 
Studies in this documentation). Click on the study name for more information. 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. If the study has a principal investigator listed, you can click their name 
to view full contact details. In most cases, it is preferred to contact the person listed as the 
researcher if you have specific questions. 
 
Some restrictions are automatically enforced by the system. If the study has certain pre-requisites 
or disqualifiers (studies you must not have participated in to participate in this study), those may 
be listed, as well as a note about whether you meet those eligibility requirements. If you have 
signed up for a study with another study listed as a disqualifier study, then you will be prevented 
from signing up for the other study, since it is a disqualifier for a study you are currently signed 
up for. 
 
The study may have other restrictions listed as Eligibility Requirements. An example of an 
eligibility requirement is “Left-handed people only.” If listed, then the system does not enforce 
this restriction, but you should only sign up for the study if you meet this restriction. If you sign 
up for the study and you do not meet the restrictions, you will likely not receive credit for the 
study, and could face a penalty. 
 
If the study is not an online study, then the sign-up and cancellation deadlines for the study will 
be listed, and those are based on the date of each timeslot. 
 
If you are viewing a study which you have signed up for in the past and already participated, and 
are not allowed to sign up for it again, then you will not see the list of timeslots for the study. 
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Figure 6 - Study Information 

Some studies require a special password (known as an Invitation Code) to sign up. If this is the 
case, it will be noted. The researcher should have given you this invitation code. It is not the 
same as the password you use to login to the system. You will need to enter the invitation code 
just before you click the Sign Up button to sign up for a timeslot. 
 
You may only sign up for a timeslot up until a certain time before that timeslot is scheduled to 
occur. The system will not show a Sign Up button for timeslots where it is too late to sign up. If 
you sign up for a timeslot and you already have another signup in the system that conflicts with 
that appointment time, the system will warn you of the scheduling conflict (though it will not 
prevent the sign-up). 

 
Figure 7 - Study Timeslots 
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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. You are 
now signed up for the study. To cancel your sign-up, see Canceling a Sign-Up in this 
documentation. 
 
Attending a Session  
 

At this time, the Sona System is primarily used to facilitate research conducted in the Psychology 
Department and in the Human Factors and Usability Testing Masters Program. Therefore, most 
of the studies will be conducted in rooms near the main psychology office (Murphy 217). Some 
smaller experimental rooms (Murphy 210 – 215) are located in a hallway next to the computer 
lab (Murphy 216).    
 

Canceling a Sign-Up 
If you need to cancel a timeslot you have signed up for, you can do this from the My Schedule 
and Credits page. Choose the My Schedule/Credits option from top toolbar. 
 
You will see listed all the studies you have signed up for, as well as those you have completed 
(see the Tracking Your Progress section of this documentation for more information). 
 
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. This 
restriction may be listed at the bottom of the page, or can be found by clicking on the study name 
and viewing the study details. 
 
Once you click Cancel to cancel your sign-up, you will see a confirmation page. You will also be 
warned if your cancellation might affect your ability to participate in other studies you have 
signed up for, due to pre-requisite restrictions. If the cancellation will affect your ability to 
participate in another study you are signed up for, it is your responsibility to deal with this issue 
(usually by canceling the depending study as well). The system will warn you, but will not block 
the cancellation. 
 
Click Yes to cancel your sign-up, and the sign-up will be cancelled immediately. 
 
If you cancel the first part of a two-part study, the second part will also be cancelled. If you 
cancel the second part of a two-part study, the first part will not be cancelled, but you will need 
to ask the researcher to sign you up for the second part again, if you would like to participate in it 
at a later date. 
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Figure 8 - Sign-Up Cancellation 

Tracking Your Progress 
You may track your progress at any time by choosing the My Schedule/Credits option from the 
top toolbar. 
 
When you view this page, you will see at the top a list of the number of credits you are required 
to earn, and how many you have earned so far. You may also have an option to view how many 
credits you have earned for each course. Below that, if you have signed up for any studies, those 
are listed as well. In the list of studies, you will see information about your credit status. 
 
If you failed to appear for three studies you will be locked out of the system. You will retain 
previously earned research credit. You may have the option to complete research articles 
summaries for non-study credit (see Research Option #2). Non-study credit is also listed, when 
applicable. Non-study credit is usually granted for writing a paper or some other special 
situation. 
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Figure 9 - Viewing Your Progress 

Reassigning Credits 
If you belong to multiple courses, and the system is configured to allow it, you may reassign a 
credit from one course to another. To do this, simple use the Reassign link that appears when you 
view your progress. The link appears under the course entry for each item in your progress 
listing. You may not split a credit between two courses, for example by assigning 2 credits of a 
3-credit study to one course, and 1 credit from that study to another course. 
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Procedures and Expectations 
 
Tardiness and Absenteeism  
 

 We have already emphasized the critical role you, the participant, plays in research. 
Another reality of research is that we often operate under tight deadlines, therefore, time 
scheduled to run participants in sessions is extremely valuable. In order to get the most out of our 
time (and your time) there are a few guidelines for participating in the Sona System.  
1. Know when and where your appointment takes place as well as the title of the study.  
2. Arrive to your appointment on time. If you are late, you may or may not be able to run   
 in the session; this decision is left completely to the researcher. In addition, the   
 researcher has the right to assign a “no show” if you are late. 
3. If you must cancel an appointment, try to do so far enough in advance so that another   
 student will have the opportunity to sign up for that session. 
  
 If you miss an appointment, you will be assigned a “no show” by the researcher. Your 
instructor will be notified when he/she views the report of research participants. Your instructor 
will determine the consequences for missing an appointment, but if you habitually miss 
appointments the Research Participation Pool Committee reserves the right to ban you from 
using the Sona System.  
 We understand that your time is valuable. Therefore, we also strongly encourage 
researchers to be on time for sessions as well. If you arrive for a session and the researcher is 
not there, please do not immediately leave. Instead, please do the following: 1) double check 
your appointment to make sure you are in the right place at the right time, 2) if you are a few 
minutes early or right on time, give the researcher a few additional minutes to arrive (many 
researchers are students like you and might be coming from another class), 3) check the area 
around the room where the experiment is scheduled to occur, sometimes a researcher may simple 
be waiting around the corner for you to arrive, 4) check with someone in the main psychology 
office (Murphy 217) as something unexpected may have come up. If the researcher does not 
show up for the experiment please visit the main psychology office so that we can have a record 
of the incident. The work study student or the administrative assistant will have a form for you to 
complete.  
 
Research Credit Issues 
 

 We encourage all participants to keep their own records of the research sessions they 
have completed. If you want to check to see how many credits you have obtained for the 
semester, you can access that information in the Sona System. If the sessions listed there do not 
match your records there are several potential reasons:  
 1. The researcher has not yet credited you for your participation. In most cases you will 
receive credit within a week, but this can vary.  
 2. A mistake has been made and you simply were not assigned credit.  
If you are concerned that a mistake has been made, it may be worth contacting the researcher 
first to see if credit has been assigned.   
 If near the end of the semester your research records do not match your records, contact 
the Sona System administrator at < psychresearchmwsu@gmail.com >. When you email the 
administrator please include your name, the course you are receiving credit in, the study you 
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participated in, and the approximate day/time you participated. Any discrepancies can easily be 
identified and remedied if your instructor is aware of the issue. It is better if these issues are 
brought up before the last week of the semester so that we have time to sort through the 
necessary research documentation. There are many resources we can use to ensure you get the 
credit you have earned, if we are made aware of the problem. 

Frequently Asked Questions 
Immediately after I login, as soon as I click on any menu option, I am taken back to the login 
page and I see a message that my authentication has expired. What does this mean? 
 
Your web browser is not properly configured to accept cookies. You should turn on cookies in 
your web browser, use a different web browser (for example, try Firefox if you are currently 
using Internet Explorer), or try a different computer. Detailed instructions can be found if you go 
to the site and enter the url “cookie_help.asp” in place of “default.asp” in the address bar of the 
browser, when you are on the front page of the site. 
 
Another easy thing to try is simply to use another computer. Usually the computers in university 
computer labs are configured correctly. 
 
I participated in a study, but I have yet to receive credit. How do I receive credit? 
 
The researcher must grant you credit. This is usually done shortly after your participation. If it 
has been some time and you have still not received credit, contact the researcher. 
 
Who can see the information about my sign-ups? I don’t want everyone to know which studies I 
signed up for. 
 
Only the researcher and principal investigator of the study may see that you have signed up for it, 
along with the subject pool administrator. No other users, including other researchers or your 
instructor, may see this information. 
 
How do I change the email address where email notifications from the system are sent? 
 
Provide an Alternate Email address and notifications will be sent there. See the Email Address 
Options section of this documentation for more information. In some cases, this option may not 
be available. 
 
I wrote a paper instead of participating in studies. How do I know I have completed my 
requirements? 
 
View the My Schedule and Credits page and any non-study credit will also be listed there. See 
the Tracking Your Progress section of this documentation for more information. 
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I noticed that with some studies, I can sign up for them again even if I participated before, while 
others don’t allow for this. Why is this? 
 
Researchers can choose if their studies allow you to participate more than once. Not all studies 
allow you to participate more than once. 
 
I attempted to sign up for a study, and I was prevented from doing so because the study I was 
trying to sign up for is a disqualifier for another study I am scheduled to participate in. Why is 
this? 
 
If you have signed up for a study that has disqualifiers (studies you must not have participated in 
to participate in that study), you may not then sign up for the studies that are listed as the 
disqualifier studies. You are allowed to sign up for the disqualifier studies if the disqualifier 
study will take place after the study with disqualifiers, or if you have already participated in (and 
received credit for) the study with disqualifiers. The easiest way to sign up for both studies is to 
schedule the disqualifier study at a time later than the study with disqualifiers. 
 
 


