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SONA – מדריך לשימוש במערכת הרשמה לניסויים 

 
 ביה"ס למנהל עסקים/ אוני' בר אילן

 
 

9-2.......................................................מדריך למשתתפים חדשים. 1  

 

  16-10..................................................................לחוקריםמדריך . 2

 

67-17.........................................................(באנגלית)מדריך מלא . 3  
_______________________________________________________________ 

 
 הקדמה:

 

 מערכת זו נרכשה על ידי ביה"ס למנהל עסקים במטרה לפקח על הליכי הרשמה ופרסום ניסויים. 

 אילן ומאפשרת בכך הרשמה מסודרת ויעילה.  – המערכת מרכזת את המידע אודות הניסויים הנערכים באוני' בר

 שעות ביממה.  24משתמשים וחוקרים יכולים להירשם למערכת באמצעות דפדפן אינטרנט, הזמין 

שני חלקים עיקריים: מדריך כללי , על ידי חלוקה ללשימוש במערכתבסיסיים הנחיות ונהלים במסמך זה מפורטים 

 רכת. )מקוצר( בעברית, ומדריך מפורט באנגלית המציג ומסביר את כל הפעולות האפשריות במע

 

 ועקבו אחר ההנחיות. SONAבטרם ההרשמה למערכת  בקפידהאנא קראו מסמך זה 

 

ההשתתפות בניסויים מאפשרת לכם להתנסות במחקר בתור נבדקים וכן, לתרום למדע ולמחקר הנעשה באוניברסיטת 

 .בר אילן

 

 * מי יכול להשתמש במערכת?*

                                                       . תמורת תשלום/ התנדבותקרדיט וניסויים המערכת נועדה לניהול ניסויים תמורת 

במערכת זו. כל מעבדה/ חוקר  קרדיט, רק מעבדות מהמחלקה לפסיכולוגיה מריצות ניסויים תמורת שימו לב

 אילן  יכולה להצטרף למערכת כדי לנהל ניסויים בתשלום/ התנדבות. –באוניברסיטת בר 

 

 systems.com/default.aspx-https://biu.sonaכתובת מערכת הניסויים: 

 

 

 

 

 

 

 

 

-במידה ונתקלתם בבעיה במהלך עבודתכם עם המערכת, ניתן לפנות לאחראי המערכת  בכתובת המייל  

 

support@biusignup.org 

 

!ונשמח לעמוד לעזרתכם  

 

mailto:support@biusignup.org
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 למשתמשים: מדריך

 

 

 שלב א': הרשמה למערכת וקבלת סיסמא
 

  ".Request Account" - בצד ימין בחלק העליון של המסך, הקליקו על  במסך ההרשמה

 

                                                                                                                    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3 

 

: הזינו את פרטיכם במקום המתאים  

 

  * שם פרטי ושם משפחה – מלאו שם פרטי ושם משפחה בעברית.

 

User ID) - רשמו את מספר תעודת הזהות שלכם. מספר ת.ז יהיה "שם המשתמש" שלכם.  שם משתמש )  * 

 

בחרו את הקורסים אליהם אתם רשומים )תוכלו לחזור ולערוך שינוים ברישום זה בכל עת(.  – קורסים*  

              No specific course - )'קורס כללי )מיועד לכלל הסטודנטים באוני *                   

                                    

 

 

                                                              

 

 

 

                                                                                                                                                                                                                                  

                             

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 לאחר הזנת פרטיכם במערכת, יופיע על המסך הכיתוב הבא:
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בקשת אישור תישלח באופן אוטומטי לאחראי המערכת. לאחר שבקשתכם תאושר, תקבלו מייל עם פרטי הכניסה 

 שלכם למערכת, הכוללים: שם משתמש וסיסמה ראשונית, אותה תוכלו לשנות באופן עצמאי.

 

שלכם  junk mail-שלכם. אנא בדקו היטב בתיבת ה inbox-ולא מגיע אל ה כספאםלעיתים קרובות האימייל מזוהה 

 המערכת. בטרם תפנו לאחראי 

 

ייתכן שיעברו מספר ימים עד שהרשמתכם תאושר. אם לאחר שבוע לא קיבלתם תשובה במייל בנוגע להרשמתכם, 

 פנו לאחראי המערכת )בתחתית העמוד(.

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 , )בראש העמוד(.My Profile – לחצו על הלינק(, אאימייל או סיסמ, טלפון)לשינוי פרטים אישיים 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



5 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 *בכניסתכם הראשונה למערכת תתבקשו לענות באופן חד פעמי על מספר שאלות.

אנא הקדישו תשומת לב למילוי שאלון זה.     

 

 

 

 לאחר השאלון הראשוני, יופיע מסך הפתיחה. מסך זה יופי בכל פעם שתיכנסו למערכת מעתה והלאה.
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 שלב ב': הרשמה לניסויים
 

 

 בכדי להירשם לניסוי עליכם לבחור באחד הניסויים הקיימים. 

 

 תאפשר להגיע לרשימת הניסויים במערכת.    - VIEW AVAILABLE STUDIES–בחירה ב 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

, יאפשר לכם לקבל פרטים נוספים אודות הניסוי: שמם של החוקרים, משך הזמן, גובה שם הניסוילחיצה על 

 התשלום, קרדיט ועוד. 

 

 באחריות המשתתף/ת:! שימו לב

. נק' אלו אינן רלוונטיות סטודנטים מהמחלקה לפסיכולוגיהעבור  –חלק מהניסויים מציעים גם נק' קרדיט  -

פים מפסיכולוגיה שהשלימו את כמות הקרדיטים הנדרשת עבור משתתפים שאינם מפסיכולוגיה או משתת

 להם.

-  Eligibility –  בחלק מהניסויים יפורטו תנאי סף להשתתפות בניסוי. במידה ואינכם עומדים בתנאים, לא

 תוכלו להשלים את הניסוי ולקבל את הקרדיט.  

 יסוי.גובה התשלום מופיע בפרטי הנניסויים המציעים תשלום הם רק אותם ניסויים ש -

 

 

 

 שם הניסוי
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חלק מהניסויים מתקיימים במספר שלבים. במידה ולניסוי יש יותר מחלק  -ניסויים בעלי יותר מחלק אחד  -

 ם יכולים לבצע את כל שלבי הניסוי.אחד תוכלו לראות זאת בתיאור הניסוי. במצב כזה, עליכם לוודא שהינכ

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

כדי לראות את  View Time Slots for This Study   -שאתם מתאימים לניסוי, הקליקו על  םלאחר שווידאת

 רשימת המועדים שבהם ישנם מקומות פנויים לניסוי שבחרתם ומיקומם.

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

Date 

 מועד/י הניסוי

 

Location   

החדר שבו  

 .יתבצע הניסוי

 

Sign-Up  

 לניסוי הרשמה
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 ברישום תעביר אתכם למסך הבא:  הצלחה     

 

 

 
 

 

)שנמצא מראש המסך(, תוכלו לראות את כל הניסויים  My Schedule/Credit -על ידי לחיצה על הלינק 

 שביצעתם ו/או שנרשמתם אליהם. 

Credit Information- אחר כמות הקרדיט שצברתם ) בחלק זה תהיה לכם אפשרות לעקובOverall Credit 

Earnedו )( כמות הקרדיט שעליכם לצבורOverall Credits Requirements.) 
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 הנחיות נוספות:

 

 

  .הרשמה לניסוי מהווה התחייבות להופעה בזמן שנקבע והשלמתו 

 במידה ונרשמתם לניסוי ואינכם יכולים להגיע במועד הנקבע לכם,  -אי הגעה  \ביטול הרשמה לניסוי

 . שעות לפני מועד הניסוי 24עליכם לבטל את הרשמתכם במערכת 
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 :חוקריםמדריך ל

 

 

 

 שלב א': הרשמה למערכת וקבלת סיסמא
 

 הרצוי החוקר סטטוס, ת.ז, כתובת מייל ואת )בעברית ובאנגלית( שם :, כל חוקר יצרףלהירשם למערכתעל מנת 

(rResearche/  P.I)  .למייל התמיכה 

 

)אותה תוכלו  שתקבלו למיילראשונית ומסיסמה שלכם  מתעודת הזהות פרטי הכניסה הראשוניים יהיו מורכבים

 .לשנות באופן עצמאי(

 

 מנהלי מעבדה ונסיינים:

 במערכת קיימים שני סוגי חוקרים: 

 P.I (Principal Investigator) 

 Researcher 

 

)חוקרי ראשי(. באפשרותו של מנהל המעבדה לראות את כל הניסויים השייכים מעבדה מנהל  -ו לנסייןאלו מקבילים 

אפשרות נוספת הינה  לו, ולבצע כל פעולה נדרשת בניסויים אלו )למשל: שינוי גובה הקרדיט, ביטול הזמנות ועוד(.

 מתן הראשה לנסיינים לבצע פעולות שונות, ללא התערבותו.  

 

 ניתן להחליף בכל עת את פרטי מנהל המעבדה באמצעות פנייה למנהל המערכת. *
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 הוספת ניסוי למערכתשלב ב': 

 

  עת.  בכל חדשיםחוקרים ונסיינים יכולים להוסיף ניסויים לאחר יצירת החשבון, 

 

 .Add new study"" –לחצו על היכנסו לפרופיל המשתמש וניסוי למערכת, להוספת 

 תשלום / קרדיט(. –התמורה לנבדק אופן  בחירתו) :הרצוי סוג הניסויבחירה זו תעביר אתכם לבחירת 
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 (. ועודמשך זמן הניסוי תיאור, )שם,  פרטי הניסויכעת, תוכלו להכניס את 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 ", Advanced Settings"לק שני: ח

 בחלק זה ניתן לשלוט על ההגבלות של ההרשמה לניסוי.

 

 Requisites-Pre  אותם יש לציין(. בניסויים מסויימים שכבר השתתפומגביל את הנבדקים לכאלו( 

 Disqualifiers  בניסויים מסויימים )אותם יש לציין(. שלא השתתפומגביל את הנבדקים לכאלו 

 Course Restrictions  בקורסים מסויימים )אותם יש לציין(. שמשתתפיםמגביל את הנבדקים לכאלו 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

בחירת החוקר תתבצע 

מתוך רשימת החוקרים  

 במאגר.
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<–לסיום לחצו   

 

 

 

 

 :להוספת ניסוי חדששונים נהלים הנחיות ו

  על מנת לשמור על אחידות. באנגליתיהיה שם הניסוי 

 Detailed Description .יכול )ורצוי( להיכתב בעברית 

  החוקר מתוך הרשימהבעת הוספת הניסוי יש לבחור במעבדה הרלוונטית ובשמו של החוקר האחראי .

                             אחר התקדמותם.האחראי יוכל לראות את הניסויים השייכים למעבדה שלו ולעקוב 

( הוא זה שקובע מאיזה מעבדה הקרדיט יגרע. על כן, וודאו Principal Investigatorשם מנהל המעבדה )

 כי אכן רשמתם את שמו של ראש המעבדה שלכם, בכדי שהקרדיט לא יירד ממעבדה אחרת. 

באתר, ועל כן לראות אילו נסיינים השתמשו בקרדיט ראש המעבדה יכול לראות את רשימת הניסויים שלו 

 של המעבדה.

 Up Deadline-Participant Sign -  להירשםמגביל את הנבדקים למספר השעות אשר עד אליהם ניתן 

שעות לפני תחילת הניסוי בכדי שלא יהיו הרשמות של הרגע האחרון  24לניסוי. רצוי לקבוע את זמן זה על 

 שיפתיעו את הנסיין.

 articipant Cancellation DeadlineP -  מגביל את הנבדקים למספר השעות אשר עד אליהם ניתן

שעות לפני תחילת הניסוי בכדי שלא יהיו ביטולים  24את ההרשמה לניסוי. רצוי לקבוע את זמן זה על  לבטל

 של הרגע האחרון שיפתיעו את הנסיין.

 בעזרת ה- Should the Researcher receive an email notification when a participant 

signs up or cancels?  - .ניתן לקבוע את ההתראות במייל שהנסיין מקבל עבור ניסוי זה 

  מועדי ההרצה לאחר שהניסוי אושר תוכלו להוסיף את(Timeslots  )ואת מיקומם . 

 

 הוספת הזמנות לנבדקים במערכת:

. על מנת לאפשר לנבדקים להירשם לניסוי, על הנסיין להגדיר את Timeslot - כל הזמנה לנבדקים נקראת במערכת

 .My Studies -מועדי הזמן של הניסוי. ניתן לעשות זאת על ידי כניסה לפרופיל המשתמש ולחיצה על  

 View/Administer Time -לאחר מכן בחרו את הניסוי לו את מעוניינים לפתוח זמנים להרשמה. כעת לחצו על 

Slots ובחירת ,– Add a Timeslot / Add Multiple Timeslots . 

 Date  - .בחירת התאריך הרצוי 

 Start Time  -  .זמן התחלת הניסוי 

 Number of Participants –  .מספר הנבדקים 

 Location – ת כשאתם בוחרים את מיקום הניסוי, עדיף לבחור מרשימת המקומות המוצע) מיקום הניסוי

ולא להקליד את שם המקום בעצמכם. כאשר מתבצעת בחירה מתוך רשימת המקומות, באפשרותה של 

 

https://bgu-management.sona-systems.com/exp_admin_slots.aspx?experiment_id=14
https://bgu-management.sona-systems.com/exp_admin_slots.aspx?experiment_id=14
https://bgu-management.sona-systems.com/exp_admin_slots.aspx?experiment_id=14
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ניתן לחפש במסמך ההוראות לשימוש  יותר להוראות מפורטותהמערכת למנוע הרשמה כפולה לאותו החדר. 

 (. Working with Timeslotsבאנגלית: המערכת

  לסיום לחצו- .Add This Timeslot 

 

 (,Modifyמאפשרת לפתוח זמנים נוספים, לשנות זמנים קיימים ), View/Administer Time Slots - לחיצה על

יופיע פס   Timeslot -, תחת המסוימת. במידה ונרשם נבדק לשעה נפתחושכבר מועדי הזמן ולראות כמה נרשמו ל

 . (ומצב הקרדיט המגיע לו מהנסיין)לבן ובו שם הנבדק שנרשם 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://bgu-management.sona-systems.com/exp_admin_slots.aspx?experiment_id=14
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 בחירת המדגם 

 Eligibility Requirement –  ,המערכת מאפשרת להציג את דרישות הסף להשתתפות בניסוי )למשל

מגדר, גיל, נבדקים בעלי יד שמאל דומיננטית וכדומה(. הנבדקים יוכלו לראות דרישות אלו לפני שירשמו 

 לניסוי. 

 Prescreen Restrictions  –   ,על מספר שאלות כגון: נדרשים הנבדקים לענות בעת ההרשמה למערכת

שפת אם, גיל, מין וכו'. לאחר פתיחת ניסוי חדש תוכלו להגדיר את הניסוי כך שרק נבדקים העומדים 

על מנת להשתמש בפונקציה זו,  בקריטריונים מסוימים יוכלו לראות את הניסוי, מבלי שידעו מהן ההגבלות.

 .Prescreen Restrictionsמול הכותרת  View/Modify Restrictionsהקליקו על 

   - Pre-Requisites ניתן לקבוע שרק נבדקים אשר השתתפו בניסוי מסוים או מספר ניסויים יוכלו

 להירשם לניסוי.

 Disqualifiers  -  ניתן להגדיר שנבדקים שהשתתפו בניסוי מסוים או מספר ניסויים לא יוכלו להשתתף

 בניסוי.

 

 ניסוי עם מספר חלקים

  בעל שני חלקים במערכת. במקרה זה אתם יכולים לתגמל את הנבדקים בקרדיט רק לאחר ניתן לפתוח ניסוי

שסיימו את כל חלקי הניסוי או לתת רק חלק מהקרדיט על החלקים שכבר השתתפו, באופן יחסי לסך חלקי 

הניסוי. במידה והנבדקים מחליטים שלא להמשיך בניסוי עליכם לתת לנבדקים את הקרדיט המגיע להם על 

 לקים שבצעו.הח

  במידה ונבדק מחליט למחוק את עצמו מהחלק השני על מנת להירשם מחדש במועד אחר, המערכת תסרב

 לקבל את בקשתו. במצב זה החוקר יוכל לקבוע מועד חדש עבורו באופן ידני.

 וע במידה והניסוי שלכם בעל יותר משני חלקים, יש לפתוח ניסוי חדש עם החלקים הנוספים )זכרו, ניתן לקב

 השתתפו בניסוי מסוים, שלכם או של חוקר אחר יוכלו להירשם לניסוי(.ששרק נבדקים 

 

 ניהול קרדיט

  האחריות לבקר אחר הקצאת הקרדיטים מוטלת על מנהל המעבדה והחוקר עצמו בלבד )אין באפשרותה של

 המערכת לפקח אחר התנהלות זו(. 

  לה, ולבצע כל פעולה שהיא רוצה בניסויים האלו מנהלת המעבדה יכולה לראות את כל הניסויים השייכים

, תחת הכותרת my profile -כמה שעות ניסוי נותרו לה בולוודא  וכו'( )כולל לשנות קרדיט, לבטל הזמנות

Study Time Usage . 

הנסיינים יראו כמה שעות ניסוי נותרו למעבדה בכל פעם שהם יוסיפו הזמנה חדשה )יפורט שם כמה שעות 

  למעבדה שאליה שייך הניסוי(.נשארו 

  שעות מסיום הניסוי. במידה והניסוי מורכב ממספר חלקים,  24יש להוסיף לנבדק את הקרדיט המגיע לו עד

 יש ליידע את הנבדק בטופס ההסכמה כי יקבל את הקרדיט לאחר שיסיים את כל חלקי הניסוי.
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 ליין-ניסוי און

 למשל על ידי בניית ניסוי בתכנת   הרצוי קישורהידי הכנסת  ליין על-המערכת מאפשרת יצירת ניסוי און(

Qualtrics השאלון ויכולים לעשות זאת  נבדקים לא צריכים להגיע למעבדה על מנת למלא את(. במצב זה

 .ללא תלוי זמן ומקום

  על מנת לעשות זאת יש ללחוץ עלAdd New Study ולבחור באופצית ה- Online External Study . 

 יש להכניס אתStudy URL  -לאחר מכן יש למלא את הפרטים באופן הרגיל, ובנוסף בחלק השני תחת ה

 הלינק לניסוי. 

 כעת יש להיכנס ל- Add A Timeslot  , ולבחור בתאריך והשעה האחרונים שעד אליהם ניתן למלא את

 חשוב. בסוף הניסוי נעשה כרגיל / תשלום הניסוי, ואת מספר המשתתפים המקסימלי שרוצים. מתן הקרדיט

 . )בהתאם לכך גובה הקרדיט/ תשלום(ים למלא את השאלון מהנבדקים סילשים לב מי 

 :האחריות לוודא מי מהנבדקים שנרשם לניסוי והשלים אותו עד סופו ומגיע לו הקרדיט היא של  חשוב

בקשו מהנבדקים למלא את תעודת הזהות שלהם, בעזרתה הנבדקים  עצמועל כן, בניסוי . חוקר\הנסיין

. בצורה זו כאשר ליין במערכת-ןנרשמים למערכת ולכן קל למצוא את הנבדקים שסיימו את השאלון או

. להם קרדיט/ תשלום שסיימו את הניסוי ומגיעתנתחו את נתוני התוצאות תוכלו לראות את ת.ז של אלה 

 . לסטודנטים אלה רק אפשרו מתן תשלום / קרדיט הניסויים ומכן חזרו אל מערכת  לאחר

 

 "לא פעיל" -הפיכת ניסוי שהסתיים ל

"לא פעיל", על מנת שניסוי זה לא יופיע ברשימת  -בסיום הרצת הניסוי, על החוקר / נסיין להפוך את סטטוס הניסוי ל

. כעת ניתן לבחור את הניסוי הרצוי My Studiesהניסויים. פעולה זו נעשית על ידי כניסה לפרופיל ולחיצה על 

 .Change Study Information (Active Stud – NO) -להופכו ללא פעיל ו

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://bgu-management.sona-systems.com/exp_add_start.aspx
https://bgu-management.sona-systems.com/add_slot.aspx?experiment_id=14
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RESEARCHER/P.I. DOCUMENTATION 
 

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

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

studies and available timeslots. You grant or revoke credit to participants after the session 

occurs. 

Principal Investigator Special Note 
This documentation applies to both researchers and principal investigators (P.I.s). A P.I. can 

perform all the same functions on a study as a researcher. This allows a P.I. to operate in an 

oversight role and monitor the progress of their studies, and step in on behalf of the researcher 

when necessary. All studies must have a P.I. specified. The credit limit applies to a P.I. That is, 

each P.I has a limited number of credits. Researchers will not be able to schedule new timeslots 

after the P.I. used all his/her credits. 

Getting Started 
 

Logging In 
Your administrator will provide you with a username and password to login to the site, 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 form is only for participants. Do not use this form to 

request an account, as participant accounts have an entirely different set of privileges, and the 

privileges are not appropriate for a researcher. 

 

 

Figure 1 - Login Page 
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Figure 2 - Main Menu 

Your login (also known as a session) will expire after a certain period of inactivity, usually 20 

minutes. If this happens, you can always log in again.  

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 main 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. If 

you requested that the system email a password to you, and it has not arrived after 30 minutes, 

then check in your email program’s junk mail folder in case the email was delivered there. 

Logging Out 
When you are done using the system, choose Logout from the top toolbar to log out. You are 

now logged out.  

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. 

 

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. 
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Figure 3 - Updating Your Profile 

It is recommended you provide your phone number. If you are a researcher, this contact 

information will be displayed to participants when they view information about the study. If 

you are a principal investigator, this contact information will be displayed if a participant 

explicitly chooses to view it (since the researcher is the primary point of contact for a study). 

 

Researchers may also choose to receive a daily reminder (by email) with information about all 

of their study sessions scheduled for the following day. 

Working with Studies 
Most of your time on the system will be spent, not surprisingly, using the study-related features 

of the system. Be sure to read this section closely, in its entirety, as there are special features 

and situations you should be aware of. 

Adding a Study 

 

Figure 4 - Adding a New Study 

To add a study, choose the Add New Study option from the top toolbar. You will need to pick 

from four possible types of studies. Please choose this carefully as you are not able to change 

this later. 
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After you choose, the study type you’ll see a form asking for more information. You will need 

to fill out a number of fields, which are explained in the following table. Some of the fields 

listed below may not appear, depending on how your system is configured and the type of 

study you selected. All fields must be filled out unless otherwise noted. 

 

Field Explanation 

Study Name A short name for the study. Although the 

system allows typing the name in Hebrew, 

always use a name in English. The reason: 

Hebrew text is converted to numbers in 

email messages. So, if you or a participant 

receive an email about the study, you will 

not know what is the name of the study. 

You cannot add a study if there is already 

another study in the system with the same 

name. A study name may be up to 100 

characters in length. 

Brief Abstract (this feature might be 

disabled on your system) 
Can be entered in Hebrew (but must be 

short). This is a short one or two line 

description of the study. This short 

description will be displayed to participants 

when they view the entire list of studies, so 

you may want to list the most pertinent 

details here. Studies configured for 

payment usually have the compensation 

information included here, particular if the 

payment varies based certain outcomes.  

Detailed Description (this feature might be 

disabled on your system) 
Can be entered in Hebrew (but must be 

short). This can be a rather lengthy 

description about the study, and it will 

show if a participants clicks on the study to 

get more information, before they sign up. 

You may include basic HTML in this area, 

but please be sure you know what you are 

doing (ask your IT department for help if 

you are unsure). If you would like to add a 

carriage-return (paragraph break), simply 

type in “<p>” (without the quotes).This 

field may be optional. The maximum 

length of this field is 15,000 characters. 

Eligibility Requirements Can be entered in Hebrew (but must be 

short). If there are any restrictions on who 

may participate (for instance, only those 

who are left-handed), list them here. 

Otherwise, leave the field as-is. If you list 

any restrictions, these will be displayed on 

the list of studies, when participants view a 

list of all available studies. Note the system 

does not enforce these restrictions, but it is 

expected a participant will only sign up for 

a study in which they are qualified, since 

they would otherwise fail to receive credit. 

In most cases, you will leave this field as-is 
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and set prescreen participation restrictions, 

which you can do after you add the study. 

This field may be up to 245 characters in 

length, and you better write it in 

HEBREW. 

Pre-Requisites  If there are studies a participant must 

participate in before participating in your 

study, choose them here. You may select 

multiple studies, and on most systems, you 

hold down the Ctrl key and click the 

desired studies. 

 

You may specify that participants must 

have participated in all of the studies you 

specify, or at least one of the studies 

specified. 

 

The participant must only be scheduled to 

participate in the pre-requisite studies (it is 

assumed they will go on to complete the 

pre-requisite studies). If a participant 

cancels a necessary pre-requisite for you 

study (they are warned of this situation), 

and you have configured your study so that 

the researcher will receive notifications of 

cancellations or sign-ups, then the 

researcher will receive notification of the 

pre-requisite problem and can contact the 

participant if necessary. 

 

If there is a long list of studies for this 

setting, an Enlarge List button will appear. 

You can click this to make the list of 

studies larger and thus easier to click on. 

 

Disqualifiers  If there are any studies a participant must 

not have participated in, please select them 

here. You may select multiple studies. The 

system will handle enforcements of the 

restriction, during the sign-up process. 

 

If a study has some other study listed as a 

disqualifier, and a participant signs up for 

this study, then they will be prevented from 

signing up for the disqualifier study. 

 

If there is a long list of studies for this 

setting, an Enlarge List button will appear. 

You can click this to make the list of 

studies larger and thus easier to click on. 

Course Restrictions If you would only like participants enrolled 

in certain courses to participate in your 

study, select the eligible courses here. 
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Participants who are not in at least one of 

the courses you selected will not see the 

study when they go to view the list of 

available studies. You may choose No 

Restrictions if you would like to make the 

study available to participants in all 

courses. 

 

If there is a long list of courses for this 

setting, an Enlarge List button will appear. 

You can click this to make the list of 

courses larger and thus easier to click on. 

There is a limit to how many courses can 

be listed as course restrictions for a study, 

and the limit is somewhere between 60 and 

80 courses. The limit is variable depending 

on a few factors, and the system will 

simply not save the course restrictions for 

any courses which would take it over the 

limit. 

Duration The amount of time, in minutes, that each 

study session will take.  

 

For studies for-pay, use whatever duration 

you desire. 

 

For studies for-credit use units of 20 

minutes (i.e., 40 minutes, 60 minutes, 80 

minutes, and so on).  

 

 

If you are setting up a 2-part study for 

credit, then this setting applies to the first 

part of the study. In that case, you can 

specify any number of minutes, as long as 

the total number of minutes, of all studies 

is divisible by 20.  

 

For online studies, this should be an 

estimate of how long participants can 

expect the study to take, but it should be 

divisible by 20.  

Preparation Can be entered in Hebrew (but must be 

short). Enter any advanced preparation a 

participant must do here (e.g. “do not eat 2 

hours before session”). If there are no 

preparation requirements, leave this field 

as-is. 

Invitation Code (this feature might be 

disabled on your system) 

If you would like to have a special sign-up 

password for this study, enter it here. This 

is known as an invitation code, and applies 

just for this study. Participants must know 

the invitation code to sign up for this study. 
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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 are not case 

sensitive. 

 

If you do not need an invitation code, leave 

this field blank. 

Is this a web-based study? (this feature 

might be disabled on your system) 

If this is a web-based (online) study, 

choose the type of online study it is. If you 

have set up the study on another website, 

you should note the study is administered 

outside the system. If you want to set up an 

online survey study to be administered by 

the system, select the appropriate option. 

Should survey participants be identified 

only by a random, unique ID code? 

This only applies to web-based studies 

administered by the system, and only if 

participant anonymous ID codes are not 

already turned on system-wide. If set to 

Yes, participants are only identified by a 

unique system-assigned ID code, to protect 

their privacy. Participants are also notified 

of this when they start the survey. Once 

enabled, this setting cannot be changed 

after participants have taken the survey, as 

a matter of privacy protection. 

Study URL The URL (web address, usually starting 

with http://) for your study. This is only 

required for web-based studies 

administered outside the system. 

 

If you are setting up a web-based study 

outside the system, and would like the 

system to pass a unique identifier in the 

URL so you may easily identify 

participants, add the text 

%SURVEY_CODE% in the URL where you 

would like the identifier to be placed. This 

is discussed in further detail in the Web-

Based (Online) Studies section of this 

documentation. 

Credits/Pay Enter the number of credits or 

compensation for the study. A value of 0 is 

acceptable, and may be desired in cases 

where the study is part of a set of studies, 

where only the final study is credit-earning.  

 

If the study has a credit value, the credit 

value specified must be evenly divisible by 

2 (20 minutes). For instance, you cannot 

use 3 for 30 minutes study. If you have a 
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30-minutes study, you should enter 4 

credits and 40 minutes. 

 

If you are setting up a 2-part study, this is 

the value for the first part of the study. 

 

After a study has sign-ups, you may not 

change the credit value of the study. 

However, the administrator can change the 

credit value, in certain situations. 

 

A study may not be changed between a 

study for credit and for payment, after it 

has been created. 

 

See the Studies for Pay section of this 

documentation for more information on 

how to fill out this field in the case of for-

pay studies.  

 

 

Is this a 2-part study? Select Yes or No if this is a 2-part study. 

You can only decide this when creating a 

study (not when editing it), and this setting 

may not be changed after the study is 

created. See “Two-Part Studies” for more 

information. 

Credits/Pay, Part 2 Enter the number of credits or 

compensation for part 2 of the study, if this 

is a two-part study (the value is ignored 

otherwise). A value of 0 is acceptable, and 

may be desired in cases where the study is 

part of a set of studies, where only the final 

study is credit-earning.  

 

Please see the Studies for Pay section of 

this documentation for more information 

on how to fill out this field in the case of 

for-pay studies. If the study has a credit 

value, the credit value specified must be 

evenly divisible by 1.  

Part 2 Duration The amount of time, in minutes, that part 2 

of the study will take. 

Part 2 Scheduling Range Specify the number of days (as a range) 

after part 1 is scheduled, that part 2 should 

be scheduled. This setting only applies to 

two-part studies. The range may be the 

same value (e.g. “between 7 and 7 days”) if 

desired, but must be a whole number. See 

“Two-Part Studies” for more information. 

Part 2 Scheduling Leniency In some cases, you may want to ensure that 

the participant schedules the second part of 

the study to take place at exactly the same 
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time (on a different date) as the first part. If 

so, choose Yes for this option. If there is 

some flexibility so they can sign up for any 

time within the Part 2 Scheduling range, 

choose No for this option. 

Researcher(s) Select the researcher for this study. You 

may specify multiple researchers for a 

study. If you specify multiple researchers, 

each researcher has full control over the 

study. 

Principal Investigator (this feature might be 

disabled on your system) 

Select the Principal Investigator for this 

study. The person you select will have full 

access to the study. If you see this option, 

then you must select a P.I. 

 

It is very important to select the correct P.I. 

 

Note that a researcher can add studies for 

any P.I. So, if a researcher works with two 

P.I’s she can add different studies with 

each P.I. 

IRB Approval Code This field is not required. 

IRB Approval Expiration Date This field is not required. 

Approved? Only the administrator can approve a study. 

If that is the case, you should contact the 

administrator when you are ready to make 

the study visible to participants.  

 

As a researcher, you can always make a 

approved study invisible to participants (by 

making it not approved), but you will need 

the administrator to make it visible again, if 

so desired.  

 

In addition, if you change key items about 

the study, specifically the name or 

descriptions, the study will automatically 

be made invisible to participants, until the 

administrator reapproves it.  

Active Study? You must select Yes and the study must be 

Approved if you want the study to show up 

to participants so they can sign up for it. 

 

If a study is Not Approved but is Active, 

then it does not show up (to participants) 

on the listing of studies, but it is accessible 

through other links if the participant has 

participated in it before and they are 

viewing their participation history (in case 

the participant has follow-up questions 

about the study). It will also show up on 

the study information page (for an 
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individual study) when it is listed as a pre-

requisite or disqualifier for a study. 

 

The reason to select No is if the study is 

being kept for historical purposes, but 

should not show up to participants on the 

list of studies they may sign up for. Often, 

this is done so the system can enforce pre-

requisites, where the inactive study is a pre-

requisite for an active study. 

Should the Researcher receive an email 

notification when a participant signs up or 

cancels? 

If set to Yes, the researcher for this study 

will receive an email notification whenever 

a participant signs up, or cancels their sign-

up, for this study. The email notification 

will be sent to an email address based on 

the information the researcher has 

provided.  

Emails will contain the first 50 characters 

of the study name as part of the subject 

line, to make it easy to sort the emails with 

an email program that supports filtering 

based on subject line. 

 

If set to Yes, researchers will also receive a 

notification if a participant cancels a study 

that was a pre-requisite for the current 

study. Read the section on Pre-Requisites 

in this table for more information about this 

situation. 

 

Emails are sent to all researchers specified 

for the study, unless a specific researcher is 

assigned to the timeslot that the email 

notification is being sent about. See 

Timeslots Linked to Specific Researchers 

for more information. 

Researchers at Timeslot-Level If set to Yes, it will be possible (but not 

required) to assign a specific researcher 

(from the list of researchers for the study) 

to a timeslot. If set to No, then it is 

assumed that all researchers (assigned to 

the study) are responsible for all timeslots. 

See Timeslots Linked to a Specific 

Researcher for more information.  

Automatic Credit Granting If set to Yes, timeslots that are more than a 

specified number of hours old and still in 

the Awaiting Action state will be changed 

to a credit grant. The check for timeslots in 

this situation is made only once per day. If 

an automatic credit grant is done, you may 

still change it later if necessary. 
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For online external web studies, the credit 

grant will take place the specified number 

of hours after the timeslot (participation 

deadline) has occurred, so this feature is 

generally not useful in this situation. This 

option will not appear for online survey 

studies (within the system) because credit 

granting generally occurs automatically, 

immediately after the participant completes 

the survey. 

Can a participant sign up for this study 

more than once? (this feature might be 

disabled on your system) 

If you would like to allow participant to 

sign up (and receive credit) for your study 

more than once (at different times), choose 

Yes. Otherwise, choose No. 

 

If No is chosen, participants may only sign 

up for the study more than once if they 

previously failed to show up for the study 

(a no-show). 

Private Comments This is an optional area where you may 

enter any comments or notes about the 

study, which are only visible to the 

researchers for this study, and not to 

participants. The maximum length of this 

field is 3,000 characters. 

Research Alternative? Select No. 

Participant Sign-Up Deadline Enter the deadline before the study is to 

occur that the participant may sign up, in 

whole hours. 

Participant Cancellation Deadline  Enter the deadline before the study is to 

occur that the participant may cancel their 

existing sign up, in whole hours. Generally 

the cancellation deadline should be shorter 

than the sign-up deadline, so participants 

can easily cancel an accidental sign-up. 

 

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

immediately with the information. Your next step is likely to add timeslots (sessions). See the 

Working with Timeslots section of this documentation for more information. 

 

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

documentation. If you would like to add participation restrictions based on prescreen responses, 

you can do so when you update the study (see Prescreen Participation Restrictions). 

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

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

Change Study Information link. 

 

You will see a form remarkably similar to the one you used to add the study. A few options 

may no longer be changeable depending on the status of the study (e.g., if participants have 

already signed up for it). The fields shown are all the same as when you added the study. See 

the Adding a Study section of this documentation for an explanation of those fields. 
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The changes you make will be will be take effect immediately after the administrator re-

approves them. You should contact the administrator to request re-approval once you have 

made all your changes. Changing the following fields may require a re-approval: study name, 

brief abstract, detailed description, eligibility requirements (the text field, not specific 

restrictions like prescreen restrictions, study pre-requisites/disqualifiers, or course restrictions), 

duration, preparation, credit value (for credit studies only). There will be a notice on the 

Change Study Information to warn if re-approval may be required, and they system will also 

notify you, after making changes, if the study is now in need of re-approvl. 

 

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

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

value when a study is in this situation because there is no easy way to handle past credits for 

the same study (e.g. should old credit grants for the same study be adjusted to reflect the new 

credit value, or kept the same?). If the study is nearing the end of its run, and variable credit 

granting is enabled, then the easiest solution is to grant the new credit value to participants who 

sign up in the future. If you prefer that the credit value is changed for the entire study, contact 

the administrator, who can make the change for you under certain conditions (which depend on 

the credit status of existing sign-ups for the study). 

Deleting a Study 
You may delete a study only if participants have not signed up for it. If you need to delete a 

study which already has sign-ups, you should make it Inactive instead, if you do not want it to 

be visible to participants. You may not delete a study which has sign-ups, so the option will not 

be presented.  

 

If you want to delete a study that has sign-ups, please contact the administrator. The 

administrator can delete a study with sign-ups, but only if the sign-ups are all without credit 

values (this usually occurs when study participation history from a previous semester was 

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

zero) credit values linked to them, then the administrator cannot delete the study until all those 

credit grants are changed to a 0 value (or the participants for the sign-ups are deleted). The 

reason for this restriction is to ensure that the credit count for participants where they have 

earned credits is accurate, which means that the studies which contributed to their credit 

earnings must be kept intact. 

 

 

Figure 5- Deleting a Study 
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To delete a study, choose My Studies from top toolbar, click on the desired study, then choose 

the Delete Study option. You will see a confirmation page. Choose Yes (at the bottom of the 

page) to delete the study. 

 

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

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

Timeslot Usage Summary 
The timeslot usage summary is available when viewing your study. This gives some basic 

information about timeslot utilization in the past and in the future, as well as some basic no-

show information. It also gives information on timeslots for the study by location (if the study 

is not an online survey study or external web study), and by researcher (if the study is 

configured to allow researchers to be assigned to specific timeslots). 

 

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

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

Variable Credit Granting is enabled in System Settings), where some participants may have 

received credit in a different amount than the study’s listed credit value. 

 

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 two-part study, it will estimate based on allocating all 

the limit to the first part or the second part (both estimates are provided), however in practice 

it’s more likely a researcher will want to add timeslots to both parts of the study, so this should 

be taken into account when viewing these estimates, especially if the first part and second part 

of a study have a different duration. 

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

includes inviting participants based on the study’s prescreen participation restriction analysis, 

or contacting those who have already signed up for the study. This information is kept for 6 

months, and it is tracked to ensure that all users follow generally accepted Internet practices for 

responsible use of email. The administrator also has access to this information. 

Prescreen Participation Restrictions 
The will contain an online prescreen that participants must complete. You may place 

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

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

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

restrictions, then the study will simply not be listed to them. This is important to note – 

participants never know why a study was or was not listed to them, because they are unaware 

of the prescreen restrictions.  

 

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

multiple-choice answer where only one choice could be selected. You may also restrict a study 

based on a computed section sum or average score for a participant, if the prescreen was set up 

in such a manner. You may restrict to one choice or many choices for any question. If you 

restrict on multiple questions, it is the same as a logical “AND.” For example, if you setup the 

prescreen restrictions so that participants must have answered “Yes” to a “Do you wear 

glasses?” question and “Blue” or “Grey” to “What color are your eyes?”, then they must meet 

both requirements to participate. In other words, only participants who wear glasses and have 

either blue or grey eyes are eligible. There is no support for a logical “OR” restriction across 

multiple questions. The restrictions are inclusive, which means that if you select a choice as a 

restriction, then participants must have answered at least one of the choices selected for each 
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question that is part of the restriction in order to see and participate in the study, as opposed to 

exclusive where checking the choice as a restriction would exclude them from participation. 

 

 

 

Figure 6 - Prescreen Restrictions Question Selection 

 

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

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

the study already has some restrictions, those will be checked, and you will see how many 

participants currently meet the restrictions. Choose the questions you would like to restrict 

upon (and keep the existing checked restrictions checked, unless you want to remove that 

restriction), and click on the Set Restrictions button. On the subsequent page, you can select 

each value that is acceptable for each question you have chosen. Once you have selected all the 

acceptable values, save your changes and they will take effect immediately. It is important to 

note that if you change the restrictions, it will not remove the study sign-ups for participants 

who qualified under the previous set of restrictions. For this reason, you should probably decide 

on your restrictions before making the study available to participants. 

 

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

percentage of the population (for instance, the responses that were chosen by the top 25% of 

people), but you are not sure which responses meet this requirement, you can use the prescreen 

response analysis feature to determine the valid responses. See Prescreen Response Analysis 

for more information. You may also use Analyzing Prescreen Responses to get an idea of how 

many participants are potential candidates for participation in your study, based on a specified 

set of restrictions. 
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Figure 7 - Prescreen Response Restrictions 

Inviting Qualified Participants to a Study 
 

Notice that this feature will not work if you write an invitation in Hebrew (the system 

does not send emails with Hebrew text). While viewing the list of prescreen restrictions 

currently set for a study, and the number of participants who meet those restrictions, you may 

see the option to Invite Qualified Participants. Using this option, you may craft an email to be 

sent to all qualified participants. You may choose to exclude those who have already signed up 

for or participated in any studies you specify. The system will automatically exclude all 

participants who have participated or are signed up for the current study (no-shows are not 

excluded though, since they may sign up again). If the study is not a research alternative study, 

the system will also automatically exclude participants with Limited accounts, as they are 

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

 

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

how many timeslots are currently open. You cannot include attachments in the email, so if you 

have a document you would like to include, you should post it on a university webserver and 

provide a link to the document in the email you send. 

 

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

restrictions will be taken into consideration (i.e. abided by) when determining which 

participants receive the email. 

 

There is also an option to choose a random percentage from the overall list of matching 

participants to email. It is important to understand that the system does not keep track of which 

random percentage of the group of matching participants is sent to each time, so that if you 

send to a random 30% now, and a random 30% an hour later, it could very well be the case that 

many participants receive the email on both those occasions. 

 

The From (sender) address on the email will be the administrator email address, which is done 

to prevent the email from being blocked by junk email filters. The “Reply To” address of the 

email will be that of the user who is actually sending the email, so when a user chooses to reply 

to the email, the reply will be sent to that (the reply to) address. 

 

Finally, there is an option to specify a delay in sending the email, based on the number of hours 

from when the emailing option is used. This is useful if you want to target a certain time of day 
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(e.g., during the evenings) when the email will be sent. The emails are generated at the time 

you use the emailing facility, but are stored on the server until the specified sending time. They 

cannot be removed from the queue once this emailing facility is used. 

 

In some cases, the administrator may have imposed a limit on how many participants may be 

emailed. This is often done to prevent abuse of the system, such as cases where researchers 

invite too large a number of participants and this is not in accordance with generally accepted 

Internet principles for sending email. If there is such a limit, the system will look at the number 

of participants the researcher plans to email, and if that number is greater than the limit, it will 

block the sending entirely, as opposed to sending only enough emails up to the limit. To get 

around this limitation, the researcher can further restrict who they plan to send to (perhaps 

choosing a smaller random percentage of users, or more closely defined prescreen participation 

restrictions), or ask the administrator to send the email for them. The administrator is not 

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

that information will be kept for approximately 6 months. The administrator can easily pull up 

a report of how many emails a specific researcher has sent, so is good to be careful about not 

abusing this feature. In addition, Sona Systems reserves the right to temporarily remove the 

right to login from a researcher if there are verifiable reports of abuse of this feature. Typically 

before doing so, the administrator will be notified by Sona Systems as it is preferred to have the 

administrator deal with such problems. 

 

 

Figure 8 - Contacting Qualified Participants 

Viewing Your Studies 
To view your studies (and not the studies of others), choose the My Studies option on the top 

toolbar. The system will list all your studies in alphabetical order by study name, grouped by 

studies that are active, then inactive studies. 

 



36 

 

 

Figure 9 - Your Studies 

Participant Study View 
If you would like to see how your study appears when participants view it, find your study and 

choose the Participant Study View option. This will show exactly how the study appears to 

participants, with the exception that when a participant views a study, next to each pre-requisite 

and disqualifier study (for a study) is listed a status indicator about whether they have met that 

requirement. In Participant Study View, the pre-requisite and disqualifier studies are listed, but 

there is no status indicator next to each study in the list. 

 

If for some reason you think your study is not visible to participants, it may be due to various 

restrictions you have set on the study, like prescreen participation restrictions, such that few (or 

none) of the participants in the pool qualify. You can ask the administrator to use the Check 

Study Configuration tool (available to them when they view your study) to provide advice on 

why your study may or may not be visible to participants. Administrators there also have an 

option to type in a specific participant to see if that participant would qualify for your study. 

Viewing Other Studies 
To view all studies that are visible to participants, choose the All Studies option from the top 

toolbar. 

 

You will see a list first of all Active studies. These studies will show up to participants on the 

list of available studies. The next group of studies (if there are any) is Inactive studies. These 

will not show up on the list of available studies (to participants), but participants can access 

information about these individual studies on links from the page with their progress (if they 

participated in the study) or if another study has the Inactive study listed as a pre-requisite or 

disqualifier. 

Working with Timeslots (Sessions) 
Timeslots (also referred to as Sessions) are the available times when a participant may 

participate in the study. If you are setting up timeslots for a web-based study, please read the 

section in this documentation on Web-Based (Online) Studies for some special information. 

 

Timeslots allow you to specify a date, time, location, maximum number of participants, and 

researcher for a session. 
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Timeslot Usage Restrictions 
Each P.I. has a limited amount of time available for scheduling timeslots for studies for credit. 

This usage is computed by adding up all the past timeslots where credit was granted, and then 

adding all timeslots in the future, regardless of credit status. The usage and limit is listed 

whenever you add a timeslot. A P.I. can see the number of hours left in their profile. 

If the P.I. account was created for studies for pay, you will have a very large number of hours. 

If those run out, contact the administrator, and s/he will add more hours for you. 

Timeslots Linked to Specific Researchers 
You also have an option to link timeslots to a specific researcher. This is done primarily for 

organization purposes, and has no effect on who can view and modify the study, or any 

timeslots for that study. 

 

This feature is useful when there are a number of researchers running a study, and researchers 

are responsible for running specific timeslots. If a timeslot has a specific researchers linked to 

it, then only that researcher will be listed as the contact point when a participant receives any 

emails related to their participation in that timeslot. Finally, only the researcher connected to 

that timeslot receives related notification emails, such as participant cancellation notification, 

and reminder emails (assuming such emails are enabled). 

 

It is also possible to have some timeslots where a specific researcher is linked to them, and 

others where all researchers (who are assigned to the study) are responsible for the timeslot. It 

is not possible to link more than one, but not all of the researchers (for the study), to a specific 

timeslot. The options are to either link one researcher to the timeslot, or all of them. 

 

If a researcher is removed from a study, then any timeslots that were linked to them for that 

study will be changed so all researchers (for the study) are now responsible for those timeslots. 

 

To use this feature, the study itself must be configured to allow researchers to be linked to 

specific timeslots, and the study must have more than one researcher connected to it (Those 

features are set when you create the study). 

Creating Timeslots 
To add a timeslot for a study, you must first choose the study that you would like to add a 

timeslot for. To view your studies, choose the My Studies option on the top toolbar. Click on 

the desired study, and choose the Timeslots choice. 

 

You will see a list of any existing timeslots, and the Add A Timeslot option at the bottom of the 

page. Click on Add A Timeslot. 
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Figure 10 - Adding a Timeslot 

The following table lists the information you may enter about a timeslot, along with an 

explanation. All fields are required. 

 

Field Explanation 

Date The date for the timeslot.  

Start Time The time for the timeslot. A sample time 

will be provided. If you want to change the 

time, please use the same format as the 

time you see presented. Note in particular 

how “a.m.” and “p.m.” are handled (if such 

a format is enabled on your system). 

End Time The time when the timeslot will end. This 

is computed automatically based on the 

duration you entered when you set up the 

study. 

# of Participants The number of participants for this 

timeslot. This limit is not visible to 

participants. They will only see whether the 

timeslot is full or not. The maximum 

number is 999. 

Location The physical location where the study will 

take place, for this timeslot. It will be 

automatically filled with the location of the 

previous timeslot, when available, to ease 

in data entry.  

 

Please choose for the list of pre-configured 

locations. You may choose any of those 

locations and click on View Schedule to 

see the schedule for a location. The system 

will automatically prevent you from adding 

a timeslot using a location that is already in 
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use at the time you try to schedule the 

timeslot.  

 

If you do not see the location in the list that 

you plan to use, you can simply type in the 

location in the text field below it. When 

you enter a new location, please email the 

administrator and s/he will add this 

location to the list.  

 

The location field does not apply for web-

based studies. 

Researcher The researcher assigned to this specific 

timeslot. The list will contain a list of all 

researchers for the study. Choose ALL if 

all researchers (for the study) should be 

assigned to this timeslot. See Timeslots 

Linked to Specific Researchers for more 

information. 

 

To ease data entry, the system will automatically fill in the date, time, and location based on the 

ending time of the last timeslot for this study. If applicable, your current timeslot usage will be 

listed, and you will be prevented from adding a timeslot that would exceed your timeslot usage 

time limit. A convenient calendar is provided next to the form, and you can click on any date 

and that date will be transferred to the form. 

 

If you add a timeslot such that there is another timeslot (for any study) that occurs in the same 

time, at the same location, you will receive a warning (but the addition will be allowed). If you 

add a timeslot that will take place outside of normal hours (for example, at 1:00am), the system 

will provide a warning but will allow it to be scheduled. The system allows adding timeslots to 

a study that is not available to participants (not active or not approved), but it will give a 

warning because participants are not able to sign up for the timeslot. 

 

If you are running a web-based (online study), you should create a single timeslot with the 

participation deadline equal to the last day you would like to run the study. For number of 

participants, specify the maximum number of participants who may participate. If you are 

running a web-based study and you plan to collect data from more than 999 participants (999 is 

the maximum allowed in one timeslot), then once that timeslot is close to filling up, create a 

second timeslot as a slightly different time and/or date as the first timeslot. 

Creating Multiple Timeslots 
If you would like to add multiple timeslots at once, choose the Add Multiple Timeslots link. 

You may choose to add a specified number of timeslots, or copy the timeslots from another 

week to a specified week. If you choose to copy, the system will copy the time, location, and 

number of participants for the specified week to the desired week, for each day of that week 

(starting with Monday). 

 

If you choose to create a specified number of timeslots, you can choose the number of timeslots 

you would like to add, the start time and date, and the amount of time between each timeslot (to 

allow for breaks). You also may specify that timeslots that would occur outside normal 

business hours be shifted to the next business day, and specify when business hours occur. The 

system considers Monday-Friday to be business days. 
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On the subsequent page, you may change any of it to deal with special cases. Timeslots that 

you attempt to add, that either have errors or would result in exceeding the timeslot time usage 

limit, will not be added. This feature is not available for web-based (online) studies, as web-

based studies rarely have more than one timeslot. 

 

If you would do not want to add a specific timeslot that is listed, choose No in the Add This 

Timeslot? Column. 

 

 

Figure 11 - Creating Multiple Timeslots 

Modifying and Deleting Timeslots 
To modify or delete a timeslot for a study, you must first choose the study that you would like 

to deal with. To view your studies, choose the My Studies link from the top toolbar. Choose the 

Timeslots option in the timeslots column for the desired study. You will see a list of all recent 

timeslots. Recent timeslots in the past with no participants signed up will not be displayed. To 

work with timeslots more than a few days old and to see all timeslots, you will see a link to 

view all timeslots for the study. Select the timeslot you would like to deal with, and click the 

Modify button.  

 

If the timeslot has no participants signed up for it, you will see a Delete button. You may not 

delete a timeslot that has participants signed up for it. If you would like to delete the timeslot, 

click the Delete button, and you will see a confirmation page. Choose Delete again to delete the 

timeslot. 

 

If you would like to modify the timeslot, modify the desired information and click the Update 

button just below the timeslot information. It should be noted that participants will not be 

notified (by email) of any changes you make to the timeslot, so you should contact them if 

information needs to be passed on to them (a link is provided on the same page to do so). If you 

change the date or time of the timeslot, you will be warned that this was changed in case the 

change was unintended. You may not update the size of the timeslot (number of participants) to 

a value lower than the current number of participants signed up for the timeslot. Generally, 

researchers only update timeslots with sign-ups to update the location, if it was not available 

when the timeslot was originally created. 

 

If the study (or researcher) is subject to timeslot time usage restrictions, the system will enforce 

them and prevent you from increasing the number of participants in a timeslot if that would 

result in exceeding the timeslot usage limit. 

Timeslot Change Tracking 
The system automatically tracks certain changes that occur with a timeslot, including any time 

key information about the timeslot (date, time, etc.) is changed, as well as any time a manual 
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sign-up or cancellation is performed (i.e., not a sign-up or cancellation done by the participant). 

This information is tracked for the last 3 months of changes for each timeslot. 

 

To view this information, choose the View Timeslot Modification Log when viewing a 

timeslot, and you will see this information. 

Deleting Multiple Timeslots 
If you would like to delete multiple timeslots at once, you may do that as well. Such a feature is 

only available for timeslots which have no participants signed up. To do so, select the desired 

experiment and choose Timeslots. At the bottom of the Timeslots page, you will see a Delete 

Multiple Timeslots option. The option may not appear in certain cases where such an option is 

not available because of a lack of available timeslots to delete. 

 

After going to that page, you will see a list of timeslots eligible for deletion. Choose the 

timeslots you would like to delete, and choose Delete Selected Timeslots to proceed. If you 

would like to delete all empty timeslots, there is a Select All option at the bottom of this page 

that will automatically select all timeslots listed on the page for deletion. Click the Reset button 

to revert the effect of choosing the Select All option. 

 

The system routinely deletes all empty timeslots more than 3 months old to preserve database 

space. 

 

 

Figure 12 - Delete Multiple Timeslots 

Manual Sign-Up 
You may manually sign up participants for your study. To sign-up a participant manually, go 

the list of timeslots, and press Modify on the specific timeslot. If you scroll down, you will see 

the Manual Sign-Up option.  
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In order to add the participant, you need to know his/her user-id. The user-id is usually the 

personal id. 

 

There are a number of situations where this is desirable. If the participant happens to show up 

for a timeslot they were not signed up for, and you elect to let them participate, you can sign 

them up on the spot for the timeslot. The participant in many cases cannot sign up on their own 

in this situation, because the sign-up deadline has passed. You may also sign up a participant 

for a study that has already occurred, if necessary. 

 

Also, a manual sign-up overrides any restrictions you have placed on the study (e.g. pre-

requisites), though you will be warned if you are overriding any restrictions. You may not sign 

up a participant for the same timeslot that they are already signed up for. You are allowed to 

sign them up for a study even if they are already signed up for a different timeslot for that same 

study, though you will receive a warning in this case.  

 

You may not sign up a participant whose account is Limited. 

 

 

The participant will receive a confirmation email when you sign them up for a study. In that 

case, you are also given the option to enter comments (in English) to be included in this email 

that may better explain to the participant why they were signed up. If you are signing up a 

participant for a timeslot more than one year old, a confirmation will not be sent despite the 

system configuration. This is to make it easier when transitioning from an existing system, as 

you may sign up old participants for the purposes of preventing them from signing up for the 

same study again in Sona. You may only sign up participants for your own study. 

 

 

To sign up a participant for a timeslot, you must first find the desired study and timeslot. To 

view your studies, choose the My Studies option from the top toolbar. Click on Timeslots for 

the desired study, then select the timeslot you would like to deal with, and click the Modify 

button. 

 

At the bottom of the page, you will see a Manual Sign-Up option, if it is enabled. Type in the 

participant’s User ID (you may have to ask them for this) and click Sign Up. If enabled, you 

may also choose to sign up a participant using their unique ID code. You may also have the 

choice to enter their last name and choose from a list of participants. In all cases, after 

submitting the form, you will see a confirmation page that also lists any restrictions on the 

study. Choose Sign Up to complete the sign-up. 
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Figure 13 - Manual Sign-Up Confirmation 

If you are subject to timeslot time usage restrictions, the system will enforce them and prevent 

you from signing up a participant in the timeslot if that would result in exceeding your timeslot 

usage limit. 

 

If you are doing a manual sign-up for a two-part study, you must do a manual sign-up for each 

part separately. The system will overlook the scheduling range restrictions as well. 

 

You cannot use the manual sign-up feature for online survey studies, because the sign-up for 

the study is integrated with the administration of the survey. 

 

The manual sign-up feature will not appear for a researcher if the study requires approval by 

the administrator and it has not yet been approved. This is to ensure sign-ups cannot occur for a 

study that has not yet been approved, since research should not take place prior to approval. 

Manual Cancellation 
If enabled on your system, you may have the opportunity to cancel a participant’s sign-up. You 

may only cancel sign-ups that are in a No Action Taken state. To cancel a sign-up, find the 

desired timeslot and participant, and click Cancel next to their name. The participant will be 

sent an email about the cancellation (and who performed it), along with a confirmation code, 

and their sign-up will be immediately cancelled. The administrator may also receive a copy of 

this cancellation email, depending on how the system is configured. 

 

You may cancel all participants for the same timeslot at one time, when applicable. The option 

will appear below the list of signups, in cases where there are two or more participants signed 

up for the timeslot who are eligible for cancellation (No Action Taken state). 
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Figure 14 - Manual Cancellation 

Viewing the Participant List 
To view the list of participants who have signed up for your study, you must first select the 

study and timeslot you wish to see. To view your studies, choose the My Studies option from 

the top toolbar. Click on the Edit link in the timeslots column for the desired study, then select 

the timeslot you would like to see, and click the Modify button. 

 

The list of participants, along with their email addresses, will be listed. If ID codes are enabled, 

you will only see an ID code and no name or email address for each participant, and the list will 

be sorted by ID code. 

 

 

Figure 15 - Modifying a Timeslot / Participant List 

Viewing Prescreen Responses 
If online prescreens are enabled on your system, and you are also allowed to view an individual 

participant’s prescreen responses, then you will see a Prescreen link next to each participant’s 

name (or ID code) when you view the information for a timeslot. Click on that link to view the 

participant’s prescreen responses.  

 



45 

 

If you would like to download the prescreen data for all participants in your study, choose the 

Download Prescreen Responses option after clicking on your study. That will allow you to 

download all the data at once, in CSV (comma-separated) format, for further analysis. The 

download will not contain data for participants marked as a no-show. 

 

If you would like to analyze responses in aggregate (across all participants in the system), see 

Analyzing Prescreen Responses in this documentation. 

 

 

Figure 16 - Viewing a Prescreen 

Granting or Revoking Credit 
At the completion of a session, you should promptly deal with the participants, in the system, to 

ensure proper credit grants. The reason for the prompt handling of this situation is in the event 

your study is a pre-requisite for another study, and a few other situations. You do not want to 

hold up other studies that are waiting on your response to the study you just ran. 

 

To grant or revoke credit for a timeslot, you must first find the desired study and timeslot. To 

view your studies, choose the My Studies option from the top toolbar. Click on the Edit link in 

the timeslots column for the desired study, then select the timeslot you would like to see, and 

click the Modify button. 

 

You will see a list of participants, identified either by name or ID code. If the participant 

properly participated in the study, click the Credit Granted button next to their name (this text 

may appear as Participated if the study is set up for payment).  

 

If the participant did not appear for the timeslot, you may choose to mark their no-show as 

excused or unexcused. An unexcused no-show will result in a penalty being assessed for the 

participant (the system will compute this automatically). Generally, excused no-shows are 

granted for extenuating circumstances, like if the participant was involved in a car accident on 

their way to the appointment. An unexcused no-show is generally used when the participant did 

not show up and had no reasonable excuse.  

 

You have an option to grant a credit value that is different from the standard credit grant. This 

is useful when you want to grant a participant a lower credit value because they left the study 

early (if they deserve a lower credit grant), or a higher credit value if the study ran longer than 

expected. The default value that is selected is the study’s standard credit value. You may also 

grant 0 credits. This is useful if you do not want to grant credits to the participant, but you also 
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want to prevent them from participating in the study again. If a participant is granted 0 credits, 

and the study is set to prevent duplicate sign-ups, then the participant will not be able to sign up 

for that study again.  

 

If desired, enter any comments about the session in the Comments section (generally, this is 

used to indicate the reason for denying credit). Participants will see anything you enter in the 

Comments section for their sign-up, and these comments will be included in the email sent to 

participants when a credit grant/revocation occurs. 

 

Click on the Update Sign-Ups button at the bottom of the list of sign-ups to save your changes. 

Credit will be granted or a penalty assessed as necessary. The participant(s) will be emailed 

about this if the system is configured in such a manner. 

 

It is not recommended to leave any sign-up for a timeslot that has occurred in the “No Action 

Taken” stage. This is a credit “limbo” and the system will warn you upon your next login about 

the offending timeslot that has not been dealt with properly. Note that if Manual Cancellation is 

enabled and you would like to cancel a participant’s sign-up, the sign-up must be in No Action 

Taken state. 

 

The system may automatically grant credit to participants for timeslots that are more than 72 

hours old, and where the researcher has taken no action. You can always change the automatic 

credit grant later if it was in error. The automatic credit grant takes place once a day, usually 

overnight.  

 

If you need to do a simple credit grant across many timeslots, see the Uncredited Timeslots 

section which offers such a feature. 

Batch Credit Granting 
In some cases, you may wish to automatically sign up and immediately credit a group of 

participants. This is often useful if you administered a study on an ad-hoc basis, and you want 

to credit participants after the fact. 

 

To do so, go to the appropriate timeslot (you may want to create a timeslot specifically for this 

purpose), and click on Modify Timeslot. In the Manual Sign-Up section (if enabled), you will 

see a Batch Credit Grant link. Click that and you can provide the list of User IDs of users you 

would like to sign up and credit. Users will be signed up and credited immediately. This feature 

overrides any sign-up restrictions on the study, just as a normal manual sign-up does. 

 

 

Figure 17 - Batch Credit Grant 
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The batch credit grant feature will not appear for a researcher if the study requires approval by 

the administrator and it has not yet been approved. This is to ensure sign-ups cannot occur for a 

study that has not yet been approved. 

 

If you are signing up a participant for a timeslot more than one year old, a sign-up confirmation 

will not be sent despite the system configuration. This is to make it easier when transitioning 

from an existing system, as you may sign up old participants for the purposes of preventing 

them from signing up for the same study again in Sona. 

Emailing Participants 
If you wish to contact participants in a particular timeslot for any reason, you may click on the 

Contact link that will appear next to each participant’s name (or ID code) to contact an 

individual participant. To email the group of participants for a particular timeslot, click the 

Contact All Participants choice at the bottom of the Modify Timeslot page for that timeslot.  

 

You will be taken to a page where you can fill out a message that the system will send to the 

selected participants. The message is auto-filled with some basic information about the study, 

so participants are aware of which study you are referring to. You may remove this information 

if desired. You may choose to receive a copy of the email that you send. 

 

You cannot use Hebrew in this option. Therefore, you might prefer to email participants 

outside this system. Simply copy their email addresses from the system, and email from your 

own email account.  

participants  

Figure 18 - Contacting Participants 

In some cases, you may find it useful to contact all participants for the study, across all 

timeslots. This feature may be particularly useful if you are sending debriefing information 

when a study has concluded. To do so, go to My Studies, click Study Info. next to the desired 

study, and choose the Contact Participants option. You will then be able to select which group 

of participants to send to, and a message to send. Messages will be sent in groups of 300 to 

avoid overloading email servers. You cannot include attachments in the email, so if you have a 

document you would like to include, you should post it on a university webserver and provide a 

link to the document in the email you send. 
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Figure 19 - Contact Participants 

The From (sender) address on the email will be the administrator email address, which is done 

to prevent the email from being blocked by junk email filters. The “Reply To” address of the 

email will be that of the user who is actually sending the email, so when a user chooses to reply 

to the email, the reply will be sent to that (the reply to) address. 

 

There is also the option to restrict the emails so they only go to participants who signed up for 

timeslots in a specified date range. The date range is based on the date of the timeslot, not when 

the participant signed up for, completed, or received credit for the study. 

 

Finally, there is an option to specify a delay in sending the email, based on the number of hours 

from when the emailing option is used. This is useful if you want to target a certain time of day 

(e.g., during the evenings) when the email will be sent. The emails are generated at the time 

you use the emailing facility, but are stored on the server until the specified sending time. They 

cannot be removed from the queue once this emailing facility is used. 

 

In most cases, summary information about the email you sent, and in particular to how many 

recipients it was sent to, will be logged and made available to the administrator. This is done to 

ensure there is no abuse of the email facility in the system, in compliance with generally 

accepted Internet practices for sending emails. 

Viewing Uncredited Timeslots 
When you login to the system, you will receive a warning if you have any timeslots that are 

more than 2 days old and haven’t been dealt with. You may view a list of all timeslots that have 

not been dealt with by choosing the View Uncredited Timeslots option from the My Studies 

page. The default view will show in-person studies with timeslots in the past, as well as all 

uncredited timeslots for online studies. Timeslots for online studies, including those in the 

future, are always considered in need of a response. See the Web-Based (Online) Studies 

section of this documentation for more information. 

 

If you would like to do a simple credit grant (standard credit grant, no comments), you may do 

so directly from this page. Select the desired sign-ups/timeslots, and then choose Grant Credits. 

The action may take a short time to complete, so please be patient while the credit grants are 

processed. 

 

If you need to do something more complex, like mark a no-show, add comments, or perform a 

special credit grant with a non-standard credit amount, you can easily click on the timeslot’s 

date and time, and go directly to that timeslot. 
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In cases where a study has timeslots linked to specific researchers, you will see the warning 

only for timeslots that are specifically linked to you, or to everyone in the study (i.e., not 

timeslots linked to someone else in the study). However, when you view uncredited timeslots, 

you will see all uncredited timeslots for your studies, even if someone else is linked to one of 

the timeslots for your study. This is done to make it easier to give your fellow researchers (for 

your studies) assistance in dealing with uncredited timeslots. 

 

 

Figure 20 - Uncredited Timeslots 

Analyzing Prescreen Responses 
If online prescreening is enabled on your system, then you might also have the opportunity to 

analyze prescreen responses in aggregate or as raw data. Choose the Prescreen Results option 

from the top menu bar. You can then select which question you would like to analyze, and 

whether you would like to see summary data or raw data (in CSV format) for the selected 

question. The raw data will identify each participant only by a unique ID code, not by their 

name, for privacy reasons. If for some reason you need the participants’ real names, ask the 

Administrator to run the same analysis, as they can also pull the real names with their report. 

This gives you access to all prescreen data across all participants in the system.  

 

If you would like to analyze the prescreen data for just those who participated in your study, 

select the Download Prescreen Responses after clicking on your study. See Viewing Prescreen 

Responses in this documentation for further information. 
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Figure 21 - Prescreen Response Analysis 

Prescreen Qualification Analysis 
If you would like to get an idea of how many participants meet a set of requirements (for help 

in setting prescreen restrictions on your study), use the Prescreen Qualification Analysis link 

from the Prescreen Responses page. Using this feature, you can select multiple questions (only 

questions that qualify for study participation restrictions are listed), and then the desired 

responses for those questions, and you will see how many participants meet that criteria. 

 

If enabled, you may also contact participants and invite them to participate in any of your 

studies. See the Invite Qualified Participants to a Study section in this documentation for more 

information on how this works. The functionality is the same as the functionality described in 

that section, though a few options may be unavailable when not inviting directly from a study, 

because those options do not apply. Be sure to include information about how to sign up for the 

study in your communication to them, as a direct link to the study is not provided in the email. 

Frequently Asked Questions (FAQ) 
 

 

I want a participant to participate in an upcoming session, but the system says it is too late for 

them to sign up. What do I do? 

 

If enabled, you can perform a manual sign-up. See the Manual Sign-Up section of this 

documentation. If not enabled, your administrator can still perform a manual sign-up. 

 

Where are email notifications to me sent? 

 

Email notifications (e.g. sign-up notices) are sent to either an address derived from your user 

ID or your alternate email address. See the Email Address Options section of this 

documentation for more information. 

 

How do I deal with dyads? 

 

A dyad is a study which requires a pair of people to participate, but often the second participant 

is not a “real” participant, but rather a colleague of the researcher who is “colluding” with the 

researcher as part of the study itself. 
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You do not need to deal with dyads in the system itself. Participants cannot see how many 

people have signed up for a timeslot, nor how many spaces are available for a timeslot. So, 

your “fake” participant can just act like a real participant and the real participant will be 

unaware of this. 

 

I have finished running my study. What should I do? 

 

So it does not clutter the list of studies for participants, you should make the study Inactive. See 

the Updating a Study section of this documentation for more information. 

 

Who has access to my studies? 

 

All users can see the information about your studies and the available timeslots. 

Administrators, the principal investigator (if applicable) and the researchers for the study are 

the only people who can see who has signed up, and modify the study. 

Studies for Pay 
You may have a situation where participants are compensated for their participation in the 

study. They may or may not also receive credit for the study. If the study is not for credit, you 

may set it up as a pay-only study and specify the compensation amount. If participants are 

compensated and they receive credit, you should set it up as a credit study and indicate 

additional compensation in the study’s information section. 

 

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

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

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

enforce certain restrictions on the participant and their studies, like pre-requisite and 

disqualifier study restrictions. 

Two-Part Studies 
You may create a two-part study in the system. Often, these are studies involving memory 

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

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

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

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

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

either both parts are for credit or both parts are for compensation. Online studies may not be 

two-part studies. 

 

You may specify that the second part of the study must be scheduled to take place at the exact 

same time as the first part (on a different date), or at any time on the dates that are the specified 

number of days after the first part. 

 

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

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

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

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

and they would like to participate in the second part later, you will need to manually sign them 

up for the second part (if you are allowed to do so), or ask the administrator to handle this. 

 

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

sign-up will not be cancelled automatically, but you will be reminded of the situation in case 

you would like to cancel the second part. The cancellation is not automatic as there are some 

situations where automatic cancellation is not desirable. 
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Web-Based (Online) Studies 
If enabled, you may set up studies that are web-based (online), and these studies may be set up 

internally in the system (as a survey) or outside the system. You will probably use the external 

option because this system is not very good in presenting surveys in Hebrew. 

 

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

 

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

change it so that it is no longer web-based (but you can deactivate or delete the study). 

So, make this choice carefully 

 Web-based studies are typically setup so there is one timeslot, and that timeslot contains 

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

time when they can participate (often, this is the end of the term). It is not recommended 

that you set up multiple timeslots for a web-based studies (it confuses participants), 

though the system will support it. It is acceptable to have multiple timeslots where more 

than one is not active at a time. For example, one could have had a deadline date of the 

end of the previous semester (and thus is currently in the past), while the current 

timeslot has a deadline date of the end of the current semester (i.e., in the future). 

 It is generally assumed that participants will participate in an online study shortly after 

they sign up. Because of this, the system will expect you to grant credit to them soon 

after they sign up.  

 

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

 

If the study is not administered by the system, then participants are not given the URL for the 

website until they have signed up, to ensure they do complete a sign-up in the system for the 

study. They can see the URL after sign-up, and up until the timeslot they signed up for is still in 

the future. Once the timeslot they have signed up for is in the past, they no longer have access 

to the study URL. This is done to prevent participants from accidentally clicking on the URL in 

a subsequent semester and participating in the study twice. This restriction regarding viewing 

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

the system. 

 

For web-based studies administered outside the system, you will want to develop some method 

of linking the participant’s sign-up in the system to your online study, so you know who to 

grant credit to.  One way to do this is to ask the participant’s personal ID (תעודת זהות), or some 

other identifying information that will make it easy to locate their sign-up within the system 

and grant them credit once they have completed your online study.  

 

Another method of tracking, which offers more anonymity, is to use the Survey Code feature 

described below. Note that in all cases, for web-based studies administered outside the system, 

the system will not automatically grant credit once the participant has finished the study, and 

the reason is that the system does not know when something occurred on a website outside the 

system. For this reason, researchers should routinely login and grant credit as necessary. 

Using the SURVEY CODE Feature 
For web-based studies which are administered outside the system, there is a special facility 

available for advanced users to track sign-ups in their web-based study while still preserving 

confidentiality. This feature applies only to web-based studies administered outside the system. 

 

Before going further, it is important to note that this is an advanced feature and may require 

some programming skills. Sona Systems will not provide technical support for any 

programming questions. 
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The way this feature works is that if the text %SURVEY_CODE% is placed anywhere within the 

Study URL field, the system will automatically replace this text with a unique number for the 

participant. This unique number will also be displayed next to their sign-up within the system, 

so it’s easy to match sign-ups by this number. The number can be anywhere from 4-7 

characters in length. 

 

The external study will then need to be set up to process this code and log it appropriately. 

Sona Systems will not provide technical support or code samples on how to program an 

external study, as that is code that is external to our software. 

 

Here is an example of how this works. Let’s say the study URL is: 
http://www.myschool.edu/mysurvey.html 

 

If the Study URL is entered in the system as: 
http://www.myschool.edu/mysurvey.html?id=%SURVEY_CODE% 

then when a participant clicks on that URL, the system will replace %SURVEY_CODE% with a 

unique numeric value to identify the participant. For example, the URL may be changed to: 
http://www.myschool.edu/mysurvey.html?id=30039 

 

If that is the case, then on the page in the system listing sign-ups for this study (i.e., in the 

timeslot), the code 30039 will appear next to that participant’s sign-up. 

 

If this code is parsed and handled by the external study, then the researcher can easily link up 

the sign-ups in the system with who they have collected data from within their external study, 

so they know who to credit. Note that the crediting still will not occur automatically. The 

purpose of this feature is to provide a way to identify participants without compromising 

privacy, since the system can then be configured so that names are not displayed next to sign-

ups. 

 

To help with setting this up, if a participant is not viewing the URL (for example, the 

researcher is viewing the URL), this special survey code text will simply be removed. Note this 

special text must be in all capital letters, and surrounded by percent signs. You may confirm it 

was entered correctly because a sample URL will be displayed when you go to view (not edit) 

the study, below the normal study website link. 

 

If you provide a Survey Monkey URL, the system will provide guidance (after saving your 

changes) about how to use the survey code feature. In short, by adding the text 

?c=%SURVEY_CODE% to the end of the Survey Monkey URL, that should allow Survey 

Monkey to keep track of the unique survey code for each participant. You may read more about 

this on Survey Monkey’s site, by searching for help on “web link collector.” 

Online Survey Studies 

Introduction 
The system includes a rather extensive online survey feature (if enabled on your system). It 

allows you to set up an online survey as a study within the system, and participants who sign up 

for the study will be asked to immediately complete the survey. Upon their completion of the 

survey, they will be granted credit automatically by the system. You may then analyze their 

survey responses on an individual basis, or download the raw data across all participants who 

completed the survey, for further analysis. There is a slight chance that you may notice a 

discrepancy in the number of responses when analyzing a single question compared to 

downloading the entire set of responses. This can occur if a participant is currently taking the 
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survey, but has not completed it. Their data is included in the single-question analysis (when 

available) but not in the full download of responses, as there is not a full set of data for an in-

progress participant. The system will prevent participants from completing the survey more 

than once, so there is no risk of duplicate entries for the same participant. 

 

To comply with research ethics guidelines, the participant is given the opportunity to withdraw 

from the survey at any time. If they withdraw, they are taken to a form where they can submit 

any comments (this is optional), and their withdrawal is then noted and all their responses are 

deleted. The researcher receives an email when this occurs, with some other information, 

including how much time was spent on the survey, and how many questions were answered. 

You should then grant credit to the participant as appropriate. 

 

There is a space to provide closing text for the survey, which is displayed to participants after 

they successfully complete the survey (after they have saved all their responses and cannot go 

back). This is an ideal place to include any relevant debriefing information. 

 

The online survey feature is rather complex due to the many features it contains. In addition, 

your ability to modify the survey after participants have started to take the survey is quite 

limited. Because of this, you should plan out your survey well in advance, to make sure it is 

finalized before you make it available to participants. Do not hesitate to contact the 

administrator if you have any questions. You may find it helpful to plan out the survey on paper 

before entering it into the system. 

 

A survey may have an unlimited number of sections and an unlimited number of questions per 

section, though we recommend limiting surveys to fewer than 300 total questions and 15 

sections, to reduce participant fatigue. This can be an issue since they must complete the survey 

all at once. The system will make participants aware that their session may time out because of 

inactivity, in cases where the survey contains many sections that have more than 15 questions 

(since participants are likely to spend a lot of time on those sections and thus risk being logged 

out for inactivity). 

 

Questions may be free-entry (requiring the participant to type in an answer) or multiple-choice 

(pick only one or pick many from the list of choices). You may also specify that the system 

computes a participant’s results for an entire section, as either a section sum or average score. 

This computed sum or average can be computed only for numeric, multiple-choice (pick only 

one) questions in the section. Such a computation is often useful when a participant’s aggregate 

score is more important, such as with a depression battery. 

 

For free-entry questions where the participant is asked to enter a free-form text answer, the size 

of the entry field (as it is displayed) cannot be resized in terms of dimensions (only by length). 

Participants may enter up to 255 characters in their response. 

 

Sections can be displayed in a specified order or random order, or a combination of both. Every 

section may contain introductory text introducing the section, and the survey itself may also 

have introductory text introducing the survey, as well as closing text that is displayed upon 

completion of the survey. You may specify that questions within a section are displayed in 

random order. If you do not specify random ordering for questions in a section, then the 

questions will be displayed (in each section) in the order they were entered and cannot be 

reordered later. Multiple choice questions can have their choices displayed in the entered order 

or random order (this is specified on a per-question basis). Multiple choice question choices 

can be displayed horizontally (across the page) or vertically (down the page). 
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Note that there is a bug in Internet Explorer 5 on the Macintosh platform that may result in a 

slow response for participants when they are using this specific web browser/computer 

combination and completing survey sections with many questions and many choices. Microsoft 

has discontinued support for Internet Explorer on the Mac, so this bug will not be fixed. The 

other browsers on the Macintosh platform (Firefox, Safari, and Mozilla) all work perfectly, and 

there are no problems for Windows users with any browser. The specific problem occurs only 

rarely, but can occur. In general, any popular web browser released since 2005 should not have 

any problems. 

 

It is important to realize that while the survey feature is quite extensive, there are some things it 

does not support. It cannot do timings, where the speed of a participant’s response (typically in 

milliseconds) to each question needs to be measured. It also cannot do branching, where the 

questions being presented to a participant will vary depending on their answer to other 

questions within that same survey (an example being asking a question like “Do you smoke 

cigarettes?” and then presenting a different set of questions based on their response). The 

reason advanced features like this are not currently supported is that our software is primarily a 

subject pool software product that happens to have an online survey feature within it. We asked 

our customers which features in an online survey were most important to them, and those 

features exist within the product. There are numerous products on the market specifically for 

doing online surveys (with no subject pool component), which contain more advanced features, 

and can easily be linked to from the Sona Systems product by setting up your study as an online 

study conducted outside the system. 

 

Creating or Modifying a Survey 
To create a survey, first create an online survey study. After you create it, you will see the 

option Update Online Survey when you view the study information. You may not create 2-part 

online survey studies. 

 

It is important to note that while you are making changes to a survey, it is deactivated so 

participants may not participate in it. When you go to the Finalize Survey option after you have 

finished your work with the survey, you will have the opportunity to save your changes and 

make the survey active (available to participants) or inactive (not available to participants). You 

should always choose the Finalize Survey option when you finish your work with the survey, as 

the system saves all changes and computes some other important data when you finalize the 

survey. If you would like to continue work on the survey at a later date, you should still choose 

the Finalize Survey option to ensure your changes during the current session are properly saved 

(most likely you would choose to keep the survey inactive in this situation). 

General Survey Information 
Choose the General Information option (if creating a new survey, this is the first page you will 

see) to provide some basic information about the survey. The fields are explained below: 

 

Field Description 

Introductory Text Optional, maximum 10,000 characters. 

Provide a set of text that will be displayed 

when a participant starts the survey. You 

may include HTML in this area, but please 

be sure you know what you are doing. If 

you would like to add a carriage-return 

(paragraph break), simply type in “<p>” 

(without the quotes). When you first create 

the online survey, the system will 

automatically insert some basic default text 
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in this area. You may change any of this 

text as much as you like – the system will 

not change it back later as long as you save 

your changes. 

 

This is a good place to place any text for 

informed consent purposes. You may view 

how this text is displayed to participants by 

saving it, then going to Preview 

Introductory Text, which is available from 

the Section List page. 

Closing Text Optional, maximum 7,000 characters. 

Provide a set of text that will be displayed 

after a participant completes the survey and 

saves their responses. This is an ideal place 

for debriefing information. You may 

include HTML in this area, but please be 

sure you know what you are doing. If you 

would like to add a carriage-return 

(paragraph break), simply type in “<p>” 

(without the quotes). 

 

You may view how this text is displayed to 

participants by saving it, then going to 

Preview Closing Text, which is available 

from the Section List page. 

Display sections in random order? You may specify a specific ordering for 

sections, have the system randomize the 

order for all sections, or specify the order 

of some sections, and a random order for 

other sections. If you specify the order for 

only some sections, you may also specify, 

for each section, whether it should be 

displayed before or after the random-

ordered sections. The system does not keep 

track of the random ordering for sections 

for each participant. 

Participant response review/change If set to Yes, then participants may review 

and change their responses just before they 

complete the online survey. They are given 

this opportunity after they complete the last 

section of the survey, and before any 

closing text is shown. At this point, they 

can see all their responses and go back to 

any section to change their responses. Once 

they complete the online survey, they 

cannot go back at a later date and change 

any responses. 

 

It may be useful to set this option to No (so 

that they are not allowed to review or 

change their responses at the end of the 

survey) if sections are somehow dependent 
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on one another, such that allowing 

participants to change their responses may 

affect the integrity of data collection. 

 

 

Figure 22 - Survey General Information 

Section List 
Depending on if you are adding or editing the survey, you will be taken to the list of sections 

for the survey. Here, you can change the order that sections will be displayed (if you have not 

enabled full random section ordering for the survey), and see a quick review of each question. 

From here, you can add a question to any section and edit any question. To add a new section, 

choose the Add a New Section choice at the bottom of the page. 

 

If you have enabled partial random section ordering, then you can specify a section order for 

the sections you would like to be displayed in a specified order. For the sections you would like 

to be displayed in random order, leave the Section Order area blank. When you specify a 

section order, use each number once, and use the numbers 1-98 if you would like the section to 

be displayed before the random-ordered sections, and the numbers 100-199 if you would like 

the section to be displayed after the random-ordered sections. Be sure to use each number only 

once, or leave the number blank to make the section part of the random-ordered section. 

Sometimes it is useful to use partial random ordering if you want to ask basic (e.g. 

demographic) information in the first few sections, while asking more analytical questions in 

the random-ordered sections. Likewise, you may want to ask about the previous random-

ordered sections after they are completed. It is not possible to intersperse ordered sections 

within the set of random sections, like having 2 ordered sections, then 3 random sections, the 1 

ordered section, then 2 random sections, etc. The random sections are treated as an entire block 

of sections, and other sections cannot be placed at specific places within that block. 

 

There is also a Preview Section option so you may preview the survey as participants will see 

it. 
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Figure 23 - Survey Section List 

Adding or Modifying a Section 
To add a new section, choose the Add New Section link at the bottom of the Section List page. 

To modify an existing section, choose the Edit Section Information link next to the section you 

would like to modify, from the Section List page. 

 

There are three pieces of information you may provide for each section. First, you may specify 

some introductory text to be displayed at the beginning of the section. When participants take 

the survey, they view one section at a time, and all the questions in that section. The 

introductory text may be helpful in explaining the purpose or topic of the questions in that 

section. You may include HTML in this area, but please be sure you know what you are doing. 

If you would like to add a carriage-return (paragraph break), simply type in “<p>” (without the 

quotes). The introductory text is limited to 15,000 characters. 

 

You may choose if the questions for that section are displayed in random order or the order in 

which they are entered. 

 

You may also choose to have the system compute a section sum or average (for each 

participant) for the section. These scores are computed only for all the multiple-choice, numeric 

questions in a section. Think carefully about setting this value, because you are very limited in 

your ability to change it after participants have started to take the survey. 

 

Computed section sums or means are often useful when all the questions are using a 

unidimensional scale (1-5, for example), but a participant’s average score response to the 

section is more useful to account for their outlier responses. 

 

Depending on if you are editing or adding a section, after you save your changes, you will be 

taken to a page to add a new question or to the section list. 
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Figure 24 - Add New Section 

Adding or Editing a Question 
To add or edit a question, choose the appropriate choice from the Section List, next to the 

desired section. Questions will be displayed in the order they are added to a section, or in a 

random order, depending on the section settings. Questions cannot be reordered after they are 

added, so this should be planned carefully. Depending on the state of the section and if 

participants have taken the survey, some options will be automatically set for you, and not 

changeable. All fields must be filled out. 

 

Field Description 

Question Text The text for the question. This will be 

displayed above each question’s choices. 

Maximum 15,000 characters. 

Abbreviated Question Name A 15-character label for the question. This 

is not displayed to participants and is used 

to name the columns that appear when the 

data is exported in CSV format. Many 

statistical analysis programs limit column 

names to 15 characters.   

Question Type Multiple Choice (select one), Multiple 

Choice (select many) or Free Entry. If the 

section has a computed average or sum, 

you may be limited in your ability to add 

Multiple Choice (select one) non-numeric 

questions.  Free entry choices may contain 

a response up to 255 characters in length.  

Display length of Free-Entry field Specifies the length (size) of a free-entry 

field when it is displayed. Acceptable 

values for this setting are 5-85, and the 

field will always allow participants to type 

in up to 255 characters. The height of the 

field cannot be adjusted, and this setting 

only applies to Free Entry questions. 
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Display choices in random order? If set to Yes, the choices for this question 

will be displayed to participants in a 

random order. This option only applies to 

multiple choice questions. 

How should the choices be displayed? Horizontal (across the page) or vertical 

(down the page) are the two options for 

how the choices for a multiple-choice 

question should be displayed. Often, the 

horizontal display is effective when the 

question involves a scale. This setting 

applies only to multiple-choice questions. 

Can participants decline to provide an 

answer for this question? 

If set to Yes, participants will see a choice 

below this question that allows them to opt 

out of answering the question. If set to No, 

they must answer the question. The default 

when adding a new question (not copying 

an existing question or section) is set to 

Yes for ethical compliance. 

Are all choices numeric? If set to Yes, all choices must be numeric 

whole numbers (e.g. 1, -2, 10). This only 

applies to multiple choice questions. 

Sections with a computed section sum or 

average may not contain non-numeric 

multiple choice (select many) questions. 

Display numeric value? If set to No, the numeric value of the 

choice is not displayed to participants. This 

only applies to numeric, multiple-choice 

questions where each choice includes both 

a numeric value and associated text (e.g. “5 

Strongly Agree”). This is useful when 

running a reverse scale. 

 

If the question is a multiple choice question, you must also fill out the choices section that is 

part of the same form. A minimum of 1 choice must be provided for the question. Each choice 

may be up to 255 characters in length. If the question is specified as numeric, you must provide 

a numeric choice, and that choice must be a whole number (e.g. -5, 1, 0, 349). If you would like 

to provide descriptive text to accompany each numeric choice, you may do so by typing in the 

numeric choice and leaving one blank space after it, then typing in the descriptive text, for 

example: “5 Strongly Agree”. If you provide descriptive text along with the numeric choice, 

then you have the option of hiding the numeric value from participants, by choosing No to the 

“Display numeric value?” setting for the question. This is useful in reverse scale or other 

situations where the numeric value for the choices is not important. 

 

If the choices you specify when adding a question do not conform to the conform to the 

configuration of the question (e.g. specify a non-numeric choice for a numeric question), the 

system may change the question configuration to ensure that the choices are then valid. 
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Figure 25 - Edit a Question 

Copying a Section 
You may copy a section from any of your own surveys into your current survey, by choosing 

Copy From an Existing Section in the Section List. You will see a list of eligible surveys to 

copy from. After you choose which survey to copy from, you will see a list of eligible sections 

in that survey. Once you choose a section, it will be copied into the survey you are currently 

editing. You may copy only one section at a time, because of the system performance impact 

when copying sections. 

 

The administrator also has the ability to copy to or from the prescreen, so ask the administrator 

to do this for you, if you need it done. 

Copying a Question 
For multiple-choice questions, it is often the case that many questions have the same measures 

(choices). To make entry of similar questions easier, you may use the Copy Question feature to 

copy a question. Such an option is only available for multiple choice questions. To copy a 

question, select the question you would like to copy (when viewing the Section List). You will 

then be taken to a list of sections where you may copy this question to (the default is set to the 

section the question came from). After you decide which section you would like to copy the 

question to, you will be taken to a page where you can make any final changes to the copy of 

the question before saving it. 

Saving Your Changes 
When you are done, you should go to the Final Review and save your changes. Even if you 

plan to do further editing of the survey later, it is imperative that you go to the Final Review 

step, as the system needs to save certain special changes and make some computations. If you 

do not want participants to participate in the survey yet, you can save changes but keep the 

survey inactive. When you save your changes, it may take a moment to save all the changes, as 

the system is performing a number of computations on the survey. Please be patient, as these 

computations are done to make performance for participants as fast as possible. The system 

tracks which user last made the survey active or inactive and when they did this, and this is 

displayed on the setup page. 
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Figure 26 - Saving Survey Changes 

Viewing a Survey as a Participant 
If you would like to see how the survey will be displayed to participants, that can easily be 

done while setting up the survey. Next to each section (in the section list), there will be a 

Preview Section link so you can view the section exactly as participants would see it. You may 

also view how the introductory and closing text will appear to participants, by choosing the 

Preview Introductory Text and Preview Closing Text options which appear on the Section List 

page. 

 

Participants will see a basic progress display on the top right corner of each page, listing the 

section they are on (ordinal counting), and how many sections total are in the survey. When 

using Preview Section, you will see this progress display as well, except the current section 

number will appear as “X” in preview mode since it is not an actual participant taking the 

survey (and randomization of section order may be involved). 

 

If you find it necessary to go through the entire process as a real participant, you can do so by 

creating a test participant account. Set the online survey study so it has an invitation code, so no 

other participants can sign up (since they will not know this invitation code). Then, sign up 

with your test participant account and take the survey. You can remove the invitation code later 

if necessary. 

Participant Withdrawal from a Survey 
At any time while participating in the survey, participants have the option to withdraw from the 

survey. A Withdraw button will appear in the top right corner of each page. 

 

When a participant withdraws, they have the option to withdraw without the option to receive 

credit, or with the option to receive credit. 

 

If they choose to withdraw without the option to receive credit, all their survey responses as 

well as the record of their sign-up will be deleted. Participants are told that this option should 

be used if they want to later participate in the survey. In other words, it would likely be used 

when a participant starts a survey but realizes they won’t be able to complete it at the moment, 

but would like the opportunity to participate later. No notification to researchers is sent in this 

scenario. 

 

If they choose to withdraw with the option to receive credit, then all their survey responses will 

be deleted, but a record of their sign-up will be kept and it will be in awaiting action state. The 
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researcher will receive an email about the withdrawal, as well as some basic information about 

how far along the participant was when they chose to withdraw (both in time and number of 

questions). This information is provided as some schools have a policy of granting credit for 

early withdrawals based on time spent or percentage completion. Participants also have the 

option of including a message that will be sent to the researcher to explain their withdrawal, but 

such a message is not mandatory. The researcher should then grant credit to the participant if 

necessary, by going to the timeslot and finding that sign-up. 

 

Participants are informed that if they are unsure which of the withdrawal options to choose, that 

they should choose the withdraw option that retains their ability to receive credit. 

 

The withdrawal option cannot be removed, as it is there to ensure compliance with research 

ethics guidelines. 

Viewing Survey Data Usage and Deleting Survey Data 
The system has a limited amount of storage space, and you are expected to download the 

survey data you have collected on a routine basis, and then delete it from the system. By going 

to View Survey Data Usage, you can see how much database space is being used. You can then 

download the survey data (a link is provided), and delete it from the system. 

 

When you delete the data from the system, all survey data collected within the last 5 minutes 

will not be deleted, as a safety feature. This is to ensure you have had adequate time to 

download the survey data before deleting it. 

 

If you choose to delete the survey data in this manner, the record of participant sign-ups will be 

retained, so you can ensure they do not complete the same online survey again. 

Deleting a Single Participant’s Survey Responses 
On rare occasions, you may want to delete a participant’s survey responses, usually so they can 

participate again. To do this, cancel their sign-up and that will delete their responses. Note this 

will also remove any credit they earned. See Manual Cancellation for more information. 

Analyzing Survey Responses 
You may analyze a specific survey question on-screen by selecting the survey and choosing the 

Analyze Survey Responses option. From there, you may choose a specific question and view or 

download the response data. This will include data from participants who are still in the process 

of completing the survey, but have not yet completed it. The Download Survey Responses 

option, which provides the entire set of survey responses for all participants, includes only data 

from participants who have completed the survey, to ensure easier data analysis.  

 

In rare cases, you may notice that a few responses for certain questions appear (or disappear 

from) the Analyze Survey Responses while never showing up in Download Survey Responses. 

What happens in this situation is that a participant started an online survey but never fully 

completed it or withdrew from it (they probably just closed their web browser). The system 

goes through all “orphaned” responses in this situation and clears them out once they are more 

than 2 days old. 

 

More likely, you will want to analyze the survey data across all questions. In this case, you 

should choose the Download Survey Responses option. 

 

To successfully analyze the data, you will need to download 2 sets of data. The first is the 

question key, which lists a unique numeric identifier for each question, along with the question 

text and abbreviated question name. It also includes the section number each question was in. 

Note the section number listed is merely a unique identifier for each section, and has no 
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correspondence to the order in which sections were presented. Also note that section mean and 

sum values, if calculated, will normally be at the end of the list of questions. This data is in 

CSV format, and is available by clicking the Download Question Key link on the Download 

Survey Responses Page. 

 

After you download the question key, you can download the survey data. The system may 

require that you download the data in sections if there is too much data to be downloaded as 

one file. 

 

There are three options for downloading and viewing the data (both the question key and 

responses): 

1. Download as CSV File. This is the most popular option, and allows you to save the data 

on your computer and load it in your preferred data analysis tool. 

2. View On-Screen (CSV Format). This option lets you view the data on-screen instead of 

downloading it. The data is still displayed in CSV format, and it’s a good way to view 

the format of the data and ensure all the data you expect is there. Often with larger 

datasets, downloading and viewing the data with some tools (like Excel) may make it 

appear as if not all the data is there, when in reality it’s a limitation of the tool and not a 

problem with the data download. The on-screen option is also useful if data was 

collected in a language that uses Unicode character sets, like Hebrew. 

3. View On-Screen (Table Format). This option provides an easy way to view the data on-

screen (to visually analyze the data) but is not very useful for purposes of loading the 

data into an analysis tool. 

 

The data is presented as one row per respondent, with each of their responses in a different 

column. The first row includes the column headings, and the column heading maps to the 

abbreviated question name. Since there is no facility to specify an abbreviated question name 

for the computed section sum/mean item, the system automatically assigns a unique name to 

those columns. The naming convention is SECXXX where XXX maps to the system’s internal 

section identifier for that section (section_id). You can use the question key to determine which 

question maps to which column. The data also includes the exact time the participant started 

and completed the online survey. You can use any common data analysis tool to compute how 

long it took the participant to complete the survey, using this information. There is also a 

column listing how many minutes it took the participant to complete the survey, rounded to the 

nearest minute. 

 

There will be an option to include only the numeric response portion of questions that are 

multiple-choice with numeric choices. This is useful if the numeric question was set up with 

associated text, but that text should not be included in the analysis file. One example would be 

where the response selected was “5 Strongly Agree” but only the number 5 (and not the 

associated text) is useful during analysis. If you choose this option and download data and find 

that the associated text is included with the numeric response, then have a closer look at the 

survey – most likely the question was not actually set up as a numeric question. The easiest 

way to deal with this downloaded data is to use a data analysis tool to do a search and replace 

to change the response in your downloaded data into a numeric format. Your IT department can 

provide assistance with such tools. 

 

If your survey has a lot of questions (and thus columns in the output file), you may have trouble 

loading the data with some spreadsheet programs, which are not equipped to handle such large 

datasets. Your best option is to use a full-feature statistical analysis packages, like SPSS or 

SAS. Those packages handle large CSV-format data imports with ease. Your IT department 

can help you to select the best tools. In particular, Excel has trouble dealing with datasets with 

more than 250 questions (columns). 
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Frequently Asked Questions about Online Surveys 
 

Is it possible to have multiple versions of an online survey, with participants being  

randomly assigned to one version of the survey at the start of the survey? 

 

The best way to do this is to create multiple online surveys (you can easily copy questions 

between them with the Copy Section Feature, to save time), and use a prescreen participation 

restriction that is unrelated to your research. For example if there is a  prescreen question 

asking for the last digit of the participant’s university ID number (assuming this is randomly 

distributed), then you can use that to easily break up the pool into random tenths by using that 

as a prescreen participation restriction for each version of the study. 

 

Is there a way to post images, graphics, or videos in the online survey, so that participants can 

respond to questions referring to the image or video? 

 

Yes. You will need to have the ability to post images on a webserver (most likely at your 

school), and know a small bit of HTML. Let's say your graphic is located at 
http://www.yourschool.edu/myimage.gif 

 

Put this in the place where you want the image to be displayed:  
<IMG SRC="http://www.yourschool.edu/myimage.gif">  

 

If you're unfamiliar with HTML, you may want to ask someone in your IT department for 

assistance with this.  

 

You can use a similar process to post videos, but you'll need to ask the person in charge of the 

webserver where you post the video for the best method (in HTML) for linking to it, as there 

are a few different methods to link to videos. 

 

You cannot upload images or videos directly onto the Sona Systems server, but every 

university provides a facility to post content on webservers at the school, and this method is 

better for participants also as the data (images and videos are usually quite large) will be stored 

on the high-speed network within the university. 

 

Can certain sections be presented for a specified period of time (e.g. 60 seconds)? 

 

No. There are technical limitations and inaccuracies in how web browsers interact with web 

servers, as well as internet latency, that make this difficult to do, so this feature is not offered. 

 

Can I make an online study a two-part study? 

 

Online studies cannot be two-part studies, and the reason has to do with what two-part studies 

are intended for. They are used when the researcher needs to ensure a fairly strict separation 

between each part. For example, in memory research, a researcher may want to set up the two 

parts exactly 14 days apart.  

 

The issue with online studies is they are not scheduled to take place at a certain date and time, 

so it's impossible to enforce any kind of strict separation between each part.  

 

If the goal is just a follow-up to a study, then the time separation probably isn't very important. 

In that case, the solution is to set up two studies, and set the first study as a pre-requisite for 

participation in the second study. 
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Is there a method to upload a survey into the system (from Word, Excel, etc.)? 

 

For online survey studies, there is no method to upload the data. We considered this, but there 

is no standard format for survey data representation, so there was no format we could really 

support for uploading.  

 

In the online survey feature, there is the ability to copy questions and sections, which may 

make it easier to set up the survey if many questions have the same sets of choices, for 

example. 

 

When a participant is taking an online survey study, when is their sign-up actually recorded in 

the system? 

 

The system will not record completion (or even sign-up) of an online survey study until it is 

actually completed (or if the participant chooses to withdraw early). Participants are shown the 

closing text as the last step of the online survey study -- just after their responses have been 

saved and their sign-up is recorded.  

 

When they start the online survey study, it is noted to participants that their responses are not 

fully saved until they complete the study, and only then will they be properly recorded. This is 

for both technical and IRB reasons. 

 

I have created my online survey and participants cannot see it. I have ensured that all the 

prescreen restrictions, course restrictions, and pre-requisite/disqualifier restrictions are set 

correctly. Why is it not showing up? 

 

You need to set up at least one timeslot (and the standard method for an online survey is to set 

up only one timeslot) for the survey, to specify the participation deadline. If you still have 

problems, contact the administrator and ask them to run Check Study Configuration on your 

study, and that will explain why a study is or is not showing up. 

 

My online survey had 5 spaces in a timeslot, and somehow 6 people signed up and received 

credit. How did this happen? 

 

This is a rare situation that occurs, usually with online surveys that take a long time to 

complete. What happens is that all 6 people (or at least the last 2 people) started the online 

survey at around the same time, and before any of them could finish it. The system checks at 

the point of sign-up to see if there are open spaces for the online survey, but does not consider 

someone who has started the online survey but not finished it as taking up one of those places 

(in case that person abandoned early without properly withdrawing). So, in this rare situation, 

there is no choice but to credit all participants who successfully completed the survey, as it is 

the only fair outcome for participants. Note that this situation is quite rare, and most likely 

occurs when the survey is lengthy, and there are many participants vying for a limited number 

of available timeslots in the system. 

 

 


