DEPARTMENT OF PSYCHOLOGY & CHILD DEVELOPMENT

ONLINE PARTICIPANT MANAGEMENT SYSTEM
INFORMATION FOR ALL RESEARCHERS

The online participant management system, SONA (http://csustan.sona-systems.com/),  is a convenient way for researchers in the Department of Psychology to recruit participants and maintain a record of all participants and earned credits.
STEP 1: Obtain IRB approval for your study


You cannot use the on-line subject pool to recruit participants or collect data until after you have 
obtained IRB approval for your study. 


Note: That does not mean, however, that you cannot prepare your study page on SONA or create 


your online survey, etc… This way, you will be ready to activate your study as soon as you receive 


approval.
STEP 2: Figure out how, when, and where you will collect data


If you need to reserve rooms in order to conduct your study, please check the binder in the 
Department of Psychology (Bizzini Hall  Room 231). Be sure to reserve your rooms before 
submitting the information to Dr. Guichard. You will not need to reserve rooms if you are collecting 
all of your data online. 
STEP 3: Each researcher will need to have their instructor create a researcher account (this is different from a participant account) for him/her. To set up a researcher account, you will need to provide the following information:


- First and last name


- csustan email address

After the account is set up, you will receive an email from SONA with a unique researcher 
username and password. You will use this account to set up your study as well as check your 
appointments, schedule 
additional appointments, give students credit for participating, etc.

STEP 4: Please provide your instructor with the following information so he/she can help you set up your study page [or bring with you to an appointment with Dr. AnaMarie Guichard (aguichard@csustan.edu) if your instructor prefers]:


- the study’s IRB approval number and expiration date


- the contact information (e-mail address & phone number) for all experimenters-this will be used 

to create your researcher account if you don’t already have one.

- the name of the faculty sponsor (if the research is being conducted by a student)


- the type of study you are conducting: either online & hosted by SONA, online & hosted by an 
 
   external site (i.e., Qualtrics, SurveyMonkey), or a face-to-face study

If you are setting up a face-to-face study:

If your course instructor is unable to help you set up your face-to-face study, please make an appointment to meet with Dr. AnaMarie Guichard (aguichard@csustan.edu) to set up your study. Please bring all of the following information to the meeting:

- the title of your study (Make sure your title doesn’t give away your hypothesis)

- a brief description of what the participants will be expected to do (keep in mind that 



participants will read this before signing up for your study, so do not give away the 


hypothesis!)

- any eligibility requirements (e.g., only recruiting males over the age of 18) 


- the duration of the study (how long it takes)


- the location of the study


- the days and times that students can participate in the study 

- the number of participants that can sign up for each block of time
For example:

	Location
	Day
	Time
	Number of participants

	Bizzini Hall, room 241
	Mon, Dec 5
	1:00-1:30 pm
	10

	Bizzini Hall, room 241
	Mon, Dec 5
	2:00-2:30 pm
	10


Note: All appointment times must be scheduled as 30 minute blocks; so, even if your study takes less than 30 minutes, you would schedule appointments that last 30 minutes; similarly, if your study takes more than 30 minutes but less than an hour, you would schedule appointments that lasts one hour.
If you are setting up an online study hosted by QUALTRICS:


- You will still need to post your study information (e.g., title, duration, etc…) on SONA so 
participants can earn credit for their participation, so you will need to submit the following to 
your instructor so that he or she can help you set up your study or make an appointment to meet 
with Dr. Guichard. Please have all of the following information ready when you set up your 
study:


- the title of your study (Make sure your title doesn’t give away your hypothesis)



- a brief description of what the participants will be expected to do (keep in mind that 



participants will read this before signing up for your study, so do not give away 



the hypothesis!)



- any eligibility requirements (e.g., only recruiting males over the age of 18) 



- the duration of the study (how long it takes)



- the study website (URL)

- In order to keep track of participants’ credits, you will also need to set up one appointment 
   
  (timeslot). I suggest you choose a date near the end of the semester (but no later than Friday, 
     

                December 11th) with 100-200 available slots.  
Important note for all researchers: Please be sure to submit ALL required information! If information is missing then your study will not be activated until the missing information is provided. Thus your data collection could be delayed for as long as a week. 
STEP 5: Let your instructor and/or Dr. Guichard know when your study is fully set up so it can be activated. Once it is activated, your study will appear in the list of available studies on SONA and participants will be able to sign up.
STEP 6: DON’T FORGET TO AWARD CREDITS IN A TIMELY MANNER

Fall 2015

