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This manual covers usage of the system from a variety of persped@adgipant(Student)
ResearchdPrincipal Investigatorinstructor, and Administrator The manual is broken out into
sectiorsbased on the typefouser. In cases where the administrator has accesteatures also
available to theesearcher/Pl, the functionality is documented in the Researcher/PI section of the
documentation. Only administratospecific features are covered in the Administrator section of the
documentation.

As a user of this software, you are granted the right to copy, madlifg,distributethis documentation
within your organization. You may not distrilat outside of yourorganizationwithout prior written
permission fromSona Systems&id.

You are encouraged to modify this documentation to suit the needs of your organization. You will find
that this documentation covers every feature of the soft@avhile your organizatiomay have

chosen to disable certain features during your implementation. Yasers may prefer to read
documentation that covers the system exactly as thalyexperience it as opposed to this
documentation, which may cover featwgeéhatmay rot be erabledfor them.
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The Experiment Management System provides an easy method for yagniop for studies, and
tracksyour progress througbut
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Figure3 - Main Menu

Your login (also known as a session) will expire after a cqréaiod of nactivity, which isusually
around20 minutes. e system will warn you a few minutes before the expiratidhis is done for
security purposes. If this happens,uycan always log in again. Ongai are done using the system, it
is better tofully log out, to prevent any problems that may arise if someone uses your computer
before the session expires. This is especially important iyewsing a public computén alab.

Retrieving a Lost Password

If youforget or do not have your passwordnd the feature is enabled on the systgrau are using

then you may choose teset your passwordYou will see an option on the front login page if this

feature is enabledUsingthis option a link to reset your passwosdill be emailed to yowafter you

make the request. fis link is valid for 24 hours. Once you click the, llnkew password will be

generated and emailed to youf youhaveprovided an alternate email address (see the Email Address
Options section of this documentation), it will be séim¢re. Otherwise, it will be sent to your main

email address, which is derived from your useripou requested a password reset and no email from
the system has arrivedfter 30 minutes, thenchecC }pE& u ]Jo % E}PE ufe ipvl u Jo (}o
emal was delivered there. Typically, the email is sent within a few seconds of the request, but
sometimes there can be a delay on behalf of some recipient email servers.

Logging Out

Onceyou are done using the system, chodsmgoutfrom the top toolbar on theright side to log out.
You are now logged out. It is always a good security measure to clasg@lir browser windows,
especially if you are using a computer that is shared by others.
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Changing Your Password and Other Information

If you would like to cange your password or other information about yourself, choose My Profile from
the top toolbar. If you would like to change your passw(add the option is enabledjype your new
password (twice, for confirmation) ite provided boxes. If you dwot want to change your password,
simply leave these boxes empty.

If you change your password, please be sure to select a passinairgou do not use on any other
systems or websitegollowinggood computing practice.

Figure4 - Updating Your Profile
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account, for instance), this is the address wdallnotifications will be sentas well aghe address that
will be displayed to researchers (if enabled).
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explanation if you like.His 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 St udies

Tosignup to participate in a studyind the study you would like to participate in (see View8tgdies

in this documentation) andlick on the study name for more information. You will see a list of any
special restrictions or eligibility requireants, as well as a contaperson if you have questions about
the study.If the study has a principal investigator listed, you can click their name to view full contact
information. In most cases, it is preferred that yoontact the individualisted as he researcher if you
have specific questions.

Some restrictions are automatically enforced by the system. If the study has certaiaquisites or
disqualifiers (studies you musbt have participated in to participate in this study), thasaybe
listed, as well as a note about whether you meet those eligibility requiremdingsu have signed up
for a study with another study listed as a disqualifier study, then you will be preventeddigning up
for the disqualifier study

Study Information

P . B

Study Type

Crediis

Ienaration

Website ' View Study Website

Researcher Hugaz Finkelstein

M as .

Figure6 - Study Information
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The study may have other restrictions listededggibility RequirementsAnexample of an eligibility
requirement]e ~“>hdrid %o } %0 }Vv o0 C ¥e siéten) ddesblt enforce this restriction.
However, you should oty signup forthe study if you meet this restriction. If yaignup forthe study
and you do not meet the restrictions, you will likelytmeceive credit for the studgnd could face a
penalty.

If the study is not an online study, then the sigm andcancellation deadlines for the studvill be
listed. Thosedeadlinesare based on the date of each timeslot.

If you are viewing atudy thatyou have signed up for in the past andvealready participatedn, then
you will not see the list of timeslotef the study.

Some studies require a special passwgigown as an Invitation Cod#) sign upln this caseit will be
noted. The researcher should have given youithigation code It isnot the same as the password

you use to logn to the systemYou will need to enter thewvitation codejust before you click th&ign
Up button to signup fora timeslot.

You mg signup fora timeslot only upuntil a certain time before that timeslot is scheduled to occur.

The system will not show&ignUp button for timeslotsthat are too late tosignup for. If yousignup
for a timeslot andalready have anothesignup

19






You will seall the studies you have signed

21



that. Below that, if you have sigd up for any studies, those will tistedas well. In the list of studies
you willalsosee information about your credit status.

Figure9 - Viewing Your Progress

If you failed to appear for a study, it is possible you were assessed a penalty. That wil
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You can also try tase another computer. Usually tlo®mputers in university computer labs are
configured correctly.

| participated in a study, but | have yet to receive credit. How do | receive credit?

The researcher must grant you credit. This is usually done shortly after your participatienstudy

24
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Ask your system administrator if you need help with installing or using a weftsbroThis

documentation presumes thatou have a basic knowledge of how to use the w&hile 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.

Single Sign -On (SSO)

In sou e U §8Z +C+3 u AJoo JW(JPUE ¢} C}p v o}P Jv 8ZE}uPZ C
login process, known as single sigm(SSO), instead of needing to remember a separate username and
password to use this system. If that is the case, you @gllas option on the front page of the system.

Note that you will still require an account in the system to successfully log in to the system, even if you
authenticate using SSO.

Logging In

Your administrator will provide you with a username and passwotdgn to the site(if SSO is not
enabled) as well as the URL (web address). When you go to the front page of the site (the login page),
you may see a link to request an account. This foramigfor participants. Do not use this form to

request an acaont, as participant accounts have an eatyr different set oprivileges, whictare not
appropriate for a researcher.

Y

@ ROYAL UNIVERSITY Department of Psychology Research Participation 31

—

Figurell- Login Page

OnceyoulogjlvU C}u u C el 38} & Al A v IviAo P Clsued@EP v]i §]]
policy. If required by the administrator, you will need to acknowledgedhee every 6 months. You

will seethe Main Menu after you acknowledge the policy.
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Figurel2- Main Menu

Your login (also known as a session)ewiflire 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 usirngmnmngtsys
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 or do not have your password, and the feature is enabled on the system youraye us
then you may choose to reset your password. With this option, a link to reset your password will be
emailed to you after you make the request. This link is valid for 24 hours. Once you click the link, a new
password will be generated and emailed tauydf you have 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. If you requested a passeord

v v} ulJo (E}u 8Z Ce5u zZ -+ EE]A (8§ & T1i ul]vus sU 8Z v Z | C
folder in case the email was delivered there. Typically, the email is sent within a few seconds of the
request, but sometimes there can be a delayb@inalf of some recipient email servers.

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.
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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 changewmopassword (and the option is enabled), type your new
password (twice, for confirmation) in the provided boxes. If youndbwant to change your password,
simply leave these boxes empty.

If you change your password, please be sure to select a passhatrgdu do not use on any other
systems or websites, following good computing practice.

Figurel3- Updating Your Profile

It is recommendedhat you provide your phone number and office location, as this informatidinbe
madeavailable to research participam#ho signup foryour 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 investigatdhis contact informatiorwill be displayed if a participant explicitly
chooses to view ifsince the researcher is the primary point of contact for a study).

Researchergbut not Pls)nay also choose

28



Email Address Options

There are certain events in theystem thatwill cause an email notificatioto be sent to you. Most
often, these are notifications that a participant has signed up or cancelled thetupidor your

studies, but there are a few other s where it may be used as wélhe email address is also
displayed to the participant whetiey view information about the study, in case they need to contact
you with questions.

You have two choices for your email address. When you update your personal information, you will see
a box where you may provide an alternate email address. If youge suchan address (this could be

a Gnail account, for instangethis is the address where albtifications will be sent anavill alsobe

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

If you do not provide an alternate email addss, the system will derive your email address from your

He Ev u X dC%] ooCU ]3 AJoo C}JuE }YEP v]i §]}v[e /vE EV § }u ]
ue &€ / 8} (}&u 8z E X &}E A u%o U J( C}HE e IEerhet]s "isu]S:
Ju Jv ]* "CIuE+ Z}}oX p_ §Z vsdie youmiil adddsss

Nieu]8Z>CIpuE- Z}}oX p_X

In situations where the system is configured so you may enter an email address on this pag#, you w
be asked to enter it twiceto ensure it$ typed correctly.
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set up multiple timeslots for webased studies.ough the system will support it, it confuses
participants.It is accepable to have multiple timeslotsyhereonly one study is dive at a

time. For example, one could have had a desldate atthe end of the previous semester
(currently in the past), while the curretimeslot has a deadline date #te end of the current
semester (i.e., in the future).

X It is generallypresumedthat participants will participate in an online study shortly after they
sign up.n this casethe system will expect you to grant credit to them soon after they sign up.
If you are creating an online survey within the system, credit will be granted auicatiyg,
immediately after the participant completes the survey.

X 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 crediggrantin
where itoccurs automatically as soon as the participant completes the study. See External
Study Credit Granting for more information.

Throughout the sigiup process, participants are notified that the studypidine.
If the study is not administered by the sgst (online externaktudy) then participants are not given

the URL for thestudywebsite until theyhave signed upThis igo ensure theycomplete a sigrup in
the system for the study.
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certain restrictions on the participant and their studiessich agpre-requisite and disquier study
restrictions It also ensures a proper record is kept in the system of their participation.

Videoconference Studies

If you would like to conduct your study over videoconference (Zoom, WebEX, etc.), set up the study as
a standard imperson stug. Videoconferences are set up at the timedktel and not studyevel, and
appear as an option when adding a timeslot for a standard study. For additional flexibility, you can set
up some timeslots as videoconference and others as a typigadrson Iacation.

When setting up a videoconference timeslot, you will need to supply the URL of the online meeting.

You may use the same URL for multiple timeslots. We recommend configuring the videoconference (on
§Z % E}A] & ] e+ +} 3727 838Z E ]+ ~A]8]vP E}}
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With multi-part lab studies, yu may specify thatachpart of the study musbe scheduled to take

place atexacty the same time as the previoysart, or at anytime on the dates that are within the

specified number of days aftéine previouspart. You may also specify that the next part take place on

the same day as the previous part, by setting the day separation to 0 days. In that case, the system will
ensure the next part takes place on the same day, but after the previoas par

You should ensurthat there are enough available timesofor all parts of the studyor participants
will be prevented3(h)-4(e )-5(same)7( )-3(d)-4(ay)12(, )-3(b)-4(u)5(t)-e3 0 1 294.17 708gn6(d)--5(io)7(n)u
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Multi -Part Online Studies

You may create a mulpart online study in the system, up to 4 parts. Often these &udiss involving
memory research, where the participant must participate a certain number of hours or days after the
previous part.

There are a few constraints to be aware of when setting up this type of study:

x This feature is only supported withnline external(web) studies, not the internal online survey
feature.

X The Study URL for each part of the study must be uniga¢he system is clear about which
URL applies to which part of the studior exampldJ SZ hzZ> (}E % ES i v % ES 1
the same Qualtrics URL. If you intend to ask the same questions in each part of the study, make
a copy of the survey so each part has a unique URL.

X The time separation between each part is based on when the participant was granted credit
(participation marke

33



When creating a study, you may spgdifie schedulingange for the each part of the studly hours

(e.g.72 hours after the previous part, and available for 24 hpuPsirticipants are required to sign up

for all parts at the same time, to reduce the chance of forgetting to sign up foadl.each part of a
multi-part study may have a different credit or payment value, and duration, but each part must be the
same compensation type. All parts must be for credit or all parts must be for compensation. If you
have a study where one part isfrerson and the other part is online, you will need to set up two
separate studies and link them using peguisites.

You shold ensure all parts of the study have a timeslot available,

34



configured in such a manner that only the administrator egprove the studyin which case you will
need to contact the administrator to do so.

Figurel4- Adding a New Study

To add a study, choose the Add New Study optiomftbe top toolbar.You will have the optioto
pick from four possible types of studiesoumay need to specify if the study is for credit or payment.
Please choose these options
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Duraton

enforced automatically)which you can do after
you add the study. This field may be up to 245
characters in length.

The amount of timein minutes that each study
session wiltake. If you are setting up a mufpart
study, thenthere will be the option to specify the
duration for each part of the study

For online studies, this should be an estimate of

37



more information on how to fill out this field in the
case of paid studies.

If you are setting up a mutti

38



Theselectionbox lists only users who are
researchers.

Principal Investigator (this feature
might be disabled ogour system)

IRB ApprovaCode

Select the Principal Investigator for this study. Th
person you select will have full access to the stuc
If you see this option, then you must select a P.1.

Theselectionbox lists only users who areipcipal
investigators.

Enter the IRB approval code here. This field is

39






the list of studie participants casignup for.
Often, this is done so the 9g$n can enforce pre
requisiteswhere the inactive study is a@
requisite for an active study.

Advanced Settings

Field

Explanation

Pre-Requisites (this feature might be
disabled on your sysm)

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

You may specify that participants must have
participated inat leastone, if notall of the studies
specified.

The system will handle enforcement of the pre
requisitesin a strict or lenient fashiordepending
on how your system is configured. In strict
enforcement mode, the participant must have
received credifor (participated in) the pre
requisite studiesln lenient enforcement mode, the
participant must only bescheduledo participate in
the prerequisite studies (it ipresumed thathey
will go on to complete the preequisite studies).
You can ask your admstiator how this is
configured,if it is ofconcern. If your system is in
lenient enforcement modend a participant
cancels anecessary preequisite for your study
(they are warned of thjs and you study is
configuredso that the researcher will receive
notifications of cancellations or sigips, then the
researcher will receive notification of the pre
requisite problem and can contact the participant
necessary.

Depending on how your system is configured {Pr,
Requisite/Disqualifier Display setting), participant
may or may not see which stuedi you have
specified as preequisites when they view your
study.
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Disqualifiers (this feature might be
disabled on your system)

Course Restrictions

If there are any studies that@articipant mustnot
have participated in, please select them heYeu
may select multiple stdies The system will handlg
enforcements of the restrictioduring the sigrup
processlf a participant has signed up far
participated in at least one of the studies specifie
as a disqualifier, then they will not be eligible to
signup foryour sudy.

Depending on how your system is configured {Pr,
Requisite/Disqualifier Display setting), participant
may or may not see which studies you have
specfied as disqualifiers when theyew your
study.
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for a study, and not to restrict their ability to assig
credits to courses.

Age Restrictions (this feature might
be disabled on your system)

Invitation Code (this featurmight be
disabled on your system)

If you would like to limit to participants within a
certain age range, you can specify it hened a
participants who do not qualify will not see the
study at all.

For lab studies, the age restriction is enforced
based on the date of the timeslot. For example, it
study has a minimum age limit of 18, and a
participant is currently 17 but will turn 1i8ext
week, the system will allow them to sign up for ar
timeslots that will take place after they have
turned 18.

For web studies, the age restriction is enforced
based on their age at the time they sign up for th
study.

If you would like to have a special sigp password
for this study, enter it here. This known as an
invitation codeand applies just for this study.
Participants must know the invitation code $a@n
up forthis study.This is often used in cases where
the researcher wants to personally select
participants, so the researcher only provides the
invitation code to the desired participants.
Invitation codes ar@ot case sensitiveand are in
no way connected to any passwardsers use to
log in to the system

If you do not need an invitation code, leave this
field blank.
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the administrator. For external web studies, this
setting is useful primarily in conjunction with
placingeSURVEY_CODERM the Study URL. Onc
this setting is enabled (to show IDdes), it cannot
be changedack to showing names agaieven if
you remove%SURVEY_CODE®®om the Study
URL

Study URL

Study URL Displasifiglepart
external web studies only)

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

If you are setting up a webased study outside the
systemand would like the system to pass a uniqu
identifier in the URL sthat you may easily identify
participantsand even have the system grant cred
automatically add the tex%SURVEYCODEY%#
the URL where you would like the identifier to be
placed.This feature is most commonly used with
online survey products like Qualtrics,
SurveyMonkey, Lime8tey, SurveyGizmo, and
similarproducts.This is discussed in further detail
in the WebBased (Online) Studies section of this
documentation.

If you are setting up a mulpart online study, you
will need to specify the URL feachpart of the
study, and the URLs should be unique.

If set to Yes, then participants may still access th
Study URL even after they have been marked as
having participated in the study. If set to No, the
URL will not be available to them.
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Can goarticipantsignup for this
study more than oncé@ (Thisfeature
might be disabled on your system)

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 i
necessary.

For online external web studies, the credit grant
will take placegthe specified number of hou)s
after the timeslot(participation deadlinghas
occurred(as opposed to being based on when thg
participant signed uprhis feature is generallyot
useful in this situation. Theption will not appear
for online survey studies (within the system)
because credit granting generally occurs
automatically, immediately after the participant
completes the survey.

If you would like to allowparticipansto signup
(and receive credit) for your study more than onc
(at different times), choose Yes. Otherwise, choo
No.

If No is chosen, participantsay onlysignup for
the study more than once if thdyad previously
failed to show up for the study (a rehow).
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some participantsmay be restrictedo participate
in regular studies (typically, foccaruing too many
unexcused neshows or being unable to consent)
meaningthat they can onlysignup forresearch
alternative studies. Only an administrator may
change this value (the default is No).

Multi-Part Study Settinggonly applies if you select Ntu-Part Standard Studyr Multi-Part
Onlien External Studyn the Select Study Type page)

Field

Explanation

Total Payment (paid studies only)

Part XScheduling Range

Enter the amount of total compensation for the
study, typically the sum of the payment values fo
each part. Th system cannot compute this
automatically since it is possible to enter ron
VHU E] A op * ~ XPXU ~ u l}v ']
other payment fields.

For multipart standard studies:

Specify the numberfadays (as a range) after the
previouspart is scheduled, thahis part should be
scheduled. The range may be the same value (e.
ANSA Ve v O Ce o ]( ]E L
whole number. Se#lulti-PartLab Studiefor more
information.

For multipart online studies:

Specifythe number of hours after the participant
receives credit (participation is marked) that this
part will become available, and for how many
hours it will remain available. The value can be a
large number like 168 hours for 1 week, but it mu
be a whole nmber. See MultPart Online Studies
for more information.
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option. If there is some flexibilityp
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Deleting a Study

You may delete a study onlytlifere are no pending signps (awaiting actiopor active (nonzero)
credits linked to it If you need to delete a study thalready hagpendingsignupsor active credit
grants a better option may be tanake it Inactivef you do not want it to be visible tparticipants.

If you want to delete a study that has sigpsand are unable to do s@lease contact the

administrator. The administrator can delete a study with signs, but only if the sigaps are all

without credit values (this usually occurs whetdy participation history from a previous semester
was retained but credits were zeroed otlf the study has signps where the sigips have (non

zero) credit values linked to them, then the administrator cannot delete the study until all thosé credi
grants are changed to a O value (or the participants for the-gmmare deleted)Thisrestrictionis to
ensure that tke credit count for participants andhere they lave earned credits is accurate. This also
means that thestudies that contributed taheir credit earningsnust be kept intact.

Figurel5- Deleting a Study

To delete a study, choose My Studies frtira top toolbar and click on the desired studyeh choose
the Delete Study option. You will see a confirmation pa
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The Direct Study Link URL is also displayed on Invite Qualified Participants for your convenience.

Timeslot U sage Summary

When viewing your study, the timeslot usage summary will be availdblis gives some basic
information about timeslot utilization in the past and in the future, as well as some bashow
information. It also gives informi@n on timeslos for the studyby location (if the study is not an
online surey study or external web stuglgnd by researcher (if the study is configured to allow
researchers to be assigned to specific timeslots).

For credit studies, the system also provides a sumrmahow many credits were granted. This

summary acurately computes credit usageking into account any variable credit grants (if Variable

Credit Grantings enabled in System Setting$his summary is useful in casesere some participants

may haver ]A E ]85 ]v ](( & v8 u}puvs §Z v §Z ¢Sy CJ[* 0]°*S E ]

If timeslot usage limits are enabled, the system will provide an estimate of how many timeslots can be
added.Note that if the study is a mulpart study, it will estimate basedncallocatingthe entirelimit to

the eachpart (estimatesfor each partare provided. However in practice]$[e u}@& o]l oC & « @
will want to add timegdts toall parts of the study. Ais should be taken into accouwhen viewing

these estimatesespecially if each padf a
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Toset participation restrictionsview (do not choose edit) your study andoose View/Modify
RestrictionsYou will see a list of eligdbquestions thatyou may use for your restrictions. If the study
already has some resttions, those will be checked.o¥ will see how many participants currently
meet the restrictionsChoose the questions you would like to restrict upon (and keep xisting
checked restrictions checked, unless you want to remove that restriction), and click on the Set
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emailto (perhaps choosing a smaller random percentage of users, or more closely defined prescreen
participationrestrictions). The researcher may alsk the administratoto send the email fothem,

as theadministrator is not subject to such limitations. Regardless,usmeyof this bulk email function

will be logged. fiat information will be kept for approximatel
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Viewing Other Studies
To view all studies that are visible to participardispose the All Studies option frothe top toolbar.

You willfirst see a list of all Active studieEhese studies will show up to participants on the list of
available studies. The next group of studies (if there are any) is Inactive studies. Thaséshitw up
onthe list of available studie$q participantg but participants are able taccess information about
these individual stdies on links from the page that trackteeir progress (if theyaveparticipated in
the study)or if another study hathe Inactive study listed as a prequisite or disqualifier.

2Q0LQH ([WHUQDO 6WXGLHV

Online externattudies are online studies thatre not hosted within the systenbut instead reside on
anotherwebsite This is different from onlinenternal survey stidies (detailed later in this
documentation), where an online survey is set up directly in the system and no other website is
involved.

When it comes to granting credit (marking participation), by far the most popular method is to set up
External Study @€dit Granting, so that the participation is marked immediately and automatically, as
soon as the participant finishes the study. If you are using one of the many products where this feature
is supported, it is strongly recommended to use thitis is espaally important in the case of muti

part online studies, because the time separation between parts is based on when participation was
marked.

Otherwise,you may want to develop a
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http://www.sona-systems.com/help

products may have been updated sincestdbcumentation was produced, and the online integration
instructions are updated more frequently.

What follows in this section is a general description of the integration process if yootusing one
of the commercial survey produclisted in separte instructions belowlf youare using one of those
products, then skip to the relevant section (or the online integration instructions) instead.

Accessinghe completion URL for the study sends the notification to the syst&mproperly configured
studywill haveup totwo Completion URLS:

1. ClientSide Completion URLf this URL is loaded, the participamtl receive credit. Typically,
the participant clicking on this link in their browser, or the participant being redirected to this
link after compleing the studywould load this URLThis is the most comménusedmethod
for acommercial survey product where there is not already a bailhtegration
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http s://lyourschool.sona
systems.com/services/SonaAPI.svc/WebstudyCre dit?experiment_id=123 &credit_token=9185
d436e5f94b1581b0918162f6d7e8&survey_code=XXXX

In the examplebove the XXXX at thend is to show where the survey code number should be placed
(in place of XXXX) by the external study website.

dZ v /ES *S % ] Clu[oo v S} }v(]JPHE& SZ }vo]lv AS Ev 0o *Su C

from the system at the start of the stdy, andalsoto load one of the completio URLSs at the end of the
study. You will need to replacéXXX with the survey code number and pass that
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https://www.sona-systems.com/help/integration_test.aspx

For the latest instructions on integration wiBurveyMonkeyalong with detailed screenshots, go to
https://www.sonasystems.com/help/surveymonkey.aspbhe product may change more often than
we update our documentation, so the help page will contain the very latest information.

External Study Credit Granting with  Qualtrics

For the latest instructions on integration with Qualtrics, along with detailed screenshots, go to
https://www.sonasystems.com/help/qualtrics.aspkhe product may change more oftéman we
update our documentation, so the help page will contain the very latest information.

External Study Credit Granting with REDCap

For the latest instructions on integration wiREDCapalong with detailed screenshots, go to
https://www.sonasystems.com/help/redcap.aspXhe product may change more often than we
update our documentation, so the help page will contain the very latest information.

External Study Credit Granting with Survey  Gizmo

For the latest instructions on integration wiBurveyGizmgalong with detailed screenshots, go to
https://www.sonasystems.com/help/surveygizmo.aspbhe product may change moreten than we
update our documentation, so the help page will contain the very latest information.

External Study Credit Granting with LimeSurvey

For the latest instructions on integration withmeSurveyalong with detailed screenshots, go to
https://www.sonasystems.com/help/limesurvey.aspkhe product may change more often than we
update our documentation, so the help page will contain the very latest information.

External Study Cred it Granting with Inquisit

For the latest instructions on integration withquisit, along with detailed screenshots, go t
https://www.sonasystems.com/help/inquisit.aspX he product maylange more often than we
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https://www.sona-systems.com/help/questionpro.aspx
https://www.sona-systems.com/help/fluidsurveys.aspx
http://www.sona-systems.com/help/mysurveylab.aspx
http://www.sona-systems.com/help/gorillasc.aspx
http://www.sona-systems.com/help/cognitionlab.aspx
https://www.psytoolkit.org/lessons/sona.html

External Study Credit Granting with Resultal

For the latest instructions on integration witResultalalong with detailed screenshots, go t
https://medium.com/@resultal/howto-use-sonasystemswith-resultattutorial-76434cb2f5c4The

product may change more often than we update our documentation, so the help page will contain the
very latest information.

External Study Credit Granting with PsychoPy (Pavlovia)

For the latest instructions on integration witPsychoPy (hosted on Pavloyialong with detailed
screenshots, gaoothttps://www.sona-sydems.com/help/psychopy.aspfXhe product may change
more often than we update our documentation, so the help page will contain the very latest
information.

External Study Credit Granting with Labvanced

For the latest instructions on integration withabvanced along with detailed screenshots, go t
https://www.sonasystems.com/help/labvanced.aspkhe product may change more often than we
update our documentation, so the help page will caintthe very latest information.

External Study Credit Granting with Jitsutech

For the latest instructions on integration withtsutechalong with detailed screenshots, go t
https://www.sona-systems.com/help/jitsutech.aspXhe product may change more often than we
update our documentation, so the help page will contain the very latest information.

Client -Side Completion URL Responses

For help withtesting, listed below are the possibleassages that the participamtill seewhen they

are redirected to the Clierbide Completion URL. It is important to ndtat if the system has a

o vVPuU P v o }83Z G 8Z v vPo]*ZU 8Z v §Z u s+ P Aloo ]*% 0 C
languaye, instead of English (unless their language preference is English).

Status Message Explanation

Web study credit successfully granted. | The credit was granted successfully.

No credit giverbecause you are not a A nonparticipant account (e.g., the researcher)
participant,and therefore cannosignup  accessed the URL, but the URL was accessed corre
for this study. Usually this happens when a ngarticipant clicks on
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https://medium.com/@resultal/how-to-use-sona-systems-with-resultal-tutorial-76434cb2f5c4
https://www.sona-systems.com/help/psychopy.aspx
https://www.sona-systems.com/help/labvanced.aspx
https://www.sona-systems.com/help/jitsutech.aspx

the Sample Link with Embedded ID Code link from ti
study.

This message will occwhen testingthe credit
granting setup. Thisigrfiesthat everything is set up
correctly.
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Parameter Description / Possible Values

experiment_id
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If there was an error, then the Errors object will contain data instedaeafg null.

<WebstudyCreditResponse>
<WebstudyCreditResult>
<a:Errors i:nil="true"/>
<a:Result>
<a:anon_id_code i:nil="true"/>
<a:credit_status>G</a:credit_status>
<a:email i:nil="true"/>
<a:first_name i:nil="true"/>
<a:last_name i:nil="true"/>
<a:phonei :il="true"/>
<a:signup_id> 123 </a:signup_id>
<a:student_id_num i:nil="true"/>
<a:survey_code> XXXX</a:survey_code>
<a:user_id i:nil="true"/>
</a:Result>
</WebstudyCreditResult>
</WebstudyCreditResponse>

Security Considerations

There is one potentialsk wth using the ClienSide @mpletion URL. Because the URL is typically
accessed directly by the participant (therowser is redirected to itthey alsohave access to view the
parameters in the URL. The completion URL contains a key specific to yoyrastwekll as an ID (the
survey code number) to indicate which participant should be granted credit.

The risk is that a participant could use this URL and start trying other ID (survey code numbers) to grant
other participants credit. In order for thislseme to work all of the following must be true:
X They must be able to guess an ID number used by another participant. The ID numbers are not
necessarilysequential.
X The other participant must be signed up for this study.
X The other participant must not aleely have received credit for this study (i.e. they are in
Awaiting Action state).

/IS[« ( ]&0oC pvo]l oC a&ignsswillooacdrZE ] &{IpE of work for a participant tguess all
possible ID numbers,tAbugh thiscan be automated. If this of concerrthe best option is to use the
ServerSide ©@mpletion URL, since that is a comnmcation from server to server. Thparticipants will
not see the communication. The drawback is that most commercial survey products do not siygport
use of he ServeiSide ©mpletion URL.so additional programming would be required.

Using the SURVEY CODE Feature

Note: If you are onlynterested in external study credit granting, then this section may not be
applicable. This section describes how to use th@eyicode feature tdink a sigrup in the system to

data collected in the external study. However, it also describes the foundation for how the survey code
feature works, which is useful in better understanding the external study credit grant feature.
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Forweb-based studiesdministered outside the sy@m, there is a special featuwevailable for
advanced users to trackgstups in th