RESEARCHER/P.I. DOCUMENTATION

Introduction

The Experiment Management System is used for the scheduling and management of
human subject pools and the studies they participate in. Participants, resgarcher
principal investigators, and instructors all use the system for their tegpparposes. As

a researcher, you can set up your studies in the system, schedule the g@srgisioss)
when participants may participate, and grant credit after the session B «f handled
through a simple web-based interface that you can access at any timenyramba
browser.

Logging In

The administrator will provide you with a username and password to login to the site, at
wagner.sona-systems.com. (Do not try to create an account for yourse#fitdRese
accounts can only be created by the administrator.)
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Figure 1 - Login Page

Once you login, you will be asked to review and acknowledge your organization’srhuma
subject policy. You will need to acknowledge this once every 6 months. You will see the
Main Menu after you acknowledge the policy.
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Figure 2 - Main Menu

Your login (also known as a session) will expire after a certain period of ing¢#0it
minutes). This is done for security purposes. If this happens, you can always login aga
When you are done using the system, it is better to explicitly log out, to prevent any
problems that may arise if someone uses your computer before the sessian expire

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

are now logged out. It is always a good security practice to close alatubrowser
windows as well, especially if you are using a computer that is shared by, others

Changing Your Password and Other Information

If you would like to change your password or other information about yourself, choose
My Profile from the top toolbar. If you would like to change your password, type you
new password (twice, for confirmation) in the provided boxes. If you waotitike to
change your password, simply leave these boxes empty.
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Figure 3 - Updating Your Profile

You may choose to receive a daily reminder (by email) with information aboutyalliof
study sessions scheduled for the following day.

Emaill

There are certain events in the system which will cause an email aiatifito be sent to
you. Most often, these are notifications that a participant has signed up or chtietle
sign-up for your studies, but there are a few other cases where it may bs usdid Ehe
email address is also displayed to the participant when they view informationfaoout t
study, in case they need to contact you with questions.

You are required to use your official Wagner College email address.

Working with Studies

Most of your time on the system will be spent, not surprisingly, using the stladge
features of the system. Be sure to read this section closely, in its et éhere are
special features and situations you should be aware of.

Two-Part Studies

You may create a two-part study in the system. Often, these are studiesngvolvi
memory research, where the participant must return a specified numbgs affiga the

first session. When creating a study, you may specify the day range $ecthed part of
the study (e.g. 7 to 10 days after the first part). Participants are requgigm wup 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 d@mhdura

You may specify that the second part of the study must be scheduled to take thlace a
exact same time as the first part (on a different date), or at any tirhe 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. Partigpaat cancel

either part of their sign-up if necessary. If they cancel the first ih@ second part is
automatically cancelled as well. If they cancel only the second part aftipart has
already occurred, and they would like to participate in the second parytaiexjll need

to manually sign them up for the second part, or ask the administrator to handle this.

If you grant a no-show for the first part of a two-part study, the second phstof t
participant’s sign-up wilhot 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 cancellatiodésinable.

Adding a Study
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Please enter information below about the study. The study name may not be the same as any other studies,
to avoid confusion. All fields are required unless otherwise marked. Only the administrator may make a new
study visible to participants.

If you are creating a simple study, you only need to complete the Basic Information section. More advanced

options, including online surveys, pre-requisites, email notification options, and 2-part studies are available in
the other sections of the form.

Study Information

Basic Information

Study Name lMV New Study

Brief Abstract l
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Detailed Description ‘:]
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Duration [357 e
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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 aseynat able
to change this later.

After you choose, the study type you’ll see a form asking for more infmmatou 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. not

Field Explanation

Study Name A short name for the study. This is how




the study is identified throughout the
system. The system is configured so
studies show in a random order to
participants. Study nhames must be
unique, and you will be prevented from
adding a study if there is already
another study in the system with the
same name.

Short Description

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.

Long Description

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. If you would like to add a
carriage-return (paragraph break),
simply type in “<p>" (without the
quotes).

Eligibility Requirements

If there are any restrictions on who may
participate (for instance, only those who
are registered Republicans), 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 enforg
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
and set pretest participation restrictions,
which you can do after you add the
study.

Pre-Requisites

If there are studies a participant must
participate in before participating in

your study, choose them here. You may

e



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 inall of the studies you
specify, orat least oneof the studies
specified.

Disqualifiers

If there are any studies a participant
must not have participated in, please
select them here. You may select
multiple studies.

Duration

The amount of time, in minutes, that
each study session will take. If you are
setting up a 2-part study, then this
setting applies to the first part of the
study.

Preparation

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.

Sign-Up Password

If you would like to have a special sign-
up password for this study, enter it here.
This is a password just for this study.
Participants must know the password to
sign up. This is often used in cases wher
the researcher wants to personally selec
participants, so the researcher only
provides the password to the desired
participants.

If you do not need a sign-up password,
leave this field blank.

[

Credits

Enter the number of credits for the
study. 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.

Is this a 2-part study?

Select Yes or No if this is a 2-part study,
You can only decide this when creating 3
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, Part 2

Enter the number of credits for part 2 of
the study, if this is a two-part study (the
value is ignored otherwise).

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 seconc
part of the study to take place at exactly

the same 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. Mo
likely, this is you, and your name will
automatically be selected. If you are a
researcher, then you may not change
who the researcher is (the P.I. for the
study, as well as the administrator, can
change the researcher). You may specify
multiple researchers for a study. If you

U)

specify multiple researchers, each




researcher has full control over the
study.

The pulldown box lists only users who
are researchers.

Principal Investigator

Select the Principal Investigator for this
study. The person you select will have
full access to the study.

The pulldown box lists only users who
are principal investigators.

IRB Approval Code

Enter the IRB approval code here. This
field is displayed to the administrator to
help her keep track of studies.

IRB Approval Expiration Date

The date when IRB approval expires.
Only the administrator can change the
IRB approval expiration date, once it
has been entered.

Visible to Participants?

Contact the administrator when you are
ready to make the study visible to
participants. As a researcher, you can
always make a visible study invisible to
participants, but you may 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?

Select Yes if this study is in progress.
You must select Yes and the study must
be Visible if you want the study to show
up to participants so they can sign up for
it.

If a study is Not Visible butis 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. It will also show up on the study
information page (for an 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| If set to Yes, the researcher for this
notification when a participant signs up | study will receive an email notification
or cancels? whenever a participant signs up, or
cancels their sign-up, for this study.

If set to Yes, researchers will also receiv
a notification if a participant cancels a
study that was a pre-requisite for the
current study.

117

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 setto Yes, it will be possible (bnot
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 anc
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.

Can a patrticipant sign up for this study
more than once?

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.

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.

Participant Sign-Up Deadline

Enter the deadline before the studis to
occur that the participant may sign up,
in whole hours.

Participant Cancellation Deadline

Enter the deadline before thetudy 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. The
maximum length of the cancellation
deadline is 24 hours.

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 titsesl|
(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 pretest
responses, you can do so when you update the study (see Pretest 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.qg., if
participants have already signed up for it). The fields shown are all the savhemyou

added the study. See the Adding a Study section of this documentation for an explanation
of those fields.

The changes you make will be will be take effect immediately after tlieegeaed. If the
name, description, or eligibility requirements of the study are changedhtstuty will
require re-approval by the administrator before it is again visible to jpairnisi.

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. Youatemys

the credit value when a study is in this situation because there is no easyhaayle

past credits for the same study (e.g., should old credit grants for the samieestudy
adjusted to reflect the new credit value, or kept the same?). If the studyirgyrtbe end

of its run, and variable credit granting is enabled, then the easiest solution st tihvgra
new credit value to participants who sign up in the future. If you prefer that thie cre
value is changed for the entire study, contact the administrator, who canhmakange
for you under certain conditions.

Deleting a Study

You may delete a study only if participants have not signed up for it. If yaltoeklete

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 that 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 signuaijpsly if

the sign-ups are all without credit values (this usually occurs when stucypadion

history from a previous semester was retained).
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Study Information

System Message: Are you sure you want to delete this
study? Choose Yes or No at the bottom of the page.

Please enter information below about the study. The study name may not be the same as any other studies,
to avoid confusion. all fields are required unless otherwise marked.

If you are creating a simple study, you only need to complete the Basic Information section. More advanced
options, including online surveys, pre-requisites, email notification options, and 2-part studies are available in
the other sections of the form.

Study Information

Basic Information

Study Name IMV New Study

Brief Abstract |
(optional)

Detailed Description
(optional)

Eligibility Requirements |N0ne

Duzation [35 minutes

Figure 5- Deleting a Study

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 veryycarel
delete an online survey study, the survey will also be deleted.

Pretest Participation Restrictions

The system contains an online pretest that participants must complete. Y placey
participation restrictions on your study based on pretest responses. Réadianga

unaware that such restrictions are placed on the study. These restrictionseatistee

to them. If they do not qualify to participate in a study because they do not meet the
pretest participation restrictions, then the study will simply not be listdeto.tThis is
important to note — participants never know why a study was or was not listed to them,
because they are unaware of the pretest restrictions.

You may restrict a study on any question or questions on the pretest that alloaed for
multiple-choice answer where only one choice could be selected. You mast testrne
choice or many choices for any question. If you restrict on multiple questiathe
same as a logical “AND.” For example, if you setup the pretest testiscso that
participants must have answered “Yes” to a “Do you wear glasses? ajquast “Blue”

or “Grey” to “What color are your eyes?”, then they must rbeét requirements to
participate. In other words, only participants who wear glasses and Hasebdite or

grey eyes are eligible. There is no support for a logical “OR”icéstn across multiple
guestions.
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Participation restrictions may be placed on an experiment based on 3 student's pretest responses. Students
will be unaware that the experiment has such restrictions placed on it. They will see only the experiments for
which they qualify, and none of the experiments for which they do not qualify.

Pretest questions that may be used as part of an experniment restriction must be multiple-choice questions, so
only eligible questions are listed below. In addition, the pretest may have been configured such that a sum or
average score was computed for an entire section (for each student). Those will also be listed if there are any.

If 2 student signs up for this experiment, there will be an option to view that student’s entire set of responses
to the pretest. Listed below are all questions that are eligible for participation restrictions. Check the items
that you would like to based the experiment's restrictions upon, and on the subsequent page there will be the
option to define these restrictions down to specific responses for each question.

Section 1
¥ Computed Sum Score for Section 1
We would like to ask some basic informatoin about you.

™ How many times a week do you visit the library? (This question is used as part of the section sum
computation.)

¥ Do you know anyone with a history of alcoholism in their family? (This question is used as part of the
section sum computation.)

Section 2
T Computed Sum Score for Section 2
SUM, all may be opted out.

I 1-3, opt-outable. (This question is used as part of the section sum computation.)
™ 10, opt out (This question is used as part of the section sum computation.)

Section 3
I Computed Sum Score for Section 3
SUM. None can opt out.
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Figure 6 - Pretest 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 yay mse for
your restrictions. If the study already has some restrictions, thtideewshecked, and

you will see how many participants currently meet the restrictions. Chiv®sgiestions
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 Restrictioors. lart

the subsequent page, you can select each value that is acceptable for eamhyquesti
have chosen. Once you have selected all the acceptable values, save your adanges a
they will take effect immediately. It is important to note that if youngesthe

restrictions, it willnot 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.



Figure 7 - Pretest Response Restrictions

While viewing the list of pretest restrictions currently set for aystadd the number of
participants who meet those restrictions, you may see the option to InvitGeguali
Participants. Using this option, you may craft an email to be sent to all gdalifi
participants. You may choose to exclude those who have already signed up for or
participated in any studies you specify. The system will pre-fill thelemitai useful
information like the name of the study and how many timeslots are currently open.

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 ste,
grouped by studies that are active, then inactive studies.

Figure 9 - Your Studies

Viewing Other Studies

To view all studies that are visible to participants, choose the All Studies otondp
toolbar.

You will see a list first of all Active studies. These studies will show up ticgeants on

the list of available studies. The next group of studies (if there are dngris/e studies.
These willnot 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/énsiudy listed

as a pre-requisite or disqualifier.

Working with Timeslots (Sessions)

Timeslots (also referred to as Sessions) are the available times whénipgra may
participate in the study.

Timeslots allow you to specify a date, time, location, maximum number ofipartis,
and researcher for a session.



Timeslots Linked to Specific Researchers

If your study has multiple researchers, you will have an option to link timeslats t
specific researcher. This is done primarily for organization purposes, and haschoeff
who can view and modify the study, or any timeslots for that study.

This feature is useful when there are a number of researchers runnidyg,aastl
researchers are responsible for running specific timeslots. If altini@as a specific
researcher linked to it, then only that researcher will be listed as the quoits#oivhen a
participant receives any emails related to their participation in thaskot. Finally, only
the researcher connected to that timeslot receives related natifieatiails, such as
participant cancellation notification, and reminder emails.

It is also possible to have some timeslots where a specific researchiegdstd it, and
others where all researchers (who are assigned to the studyg@resible for the
timeslot.

If a researcher is removed from a study, then any timeslots that were brtkexirt for
that study will be changed so all researchers (for the study) are nowsispdor those
timeslots.

To use this feature, the study must be configured to allow researcherskeldgd
specific timeslots and the study must have more than one researcher connected to it

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 ttenbot
of the page. Click on Add A Timeslot.



Figure 10 - Adding a Timeslot

The following table lists the information you may enter about a timeslot, aldhgwi
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.

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.

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.

You will see a list of pre-configured
locations. For the Psychology Lab in
Parker Hall B5, you my click on View
Schedule to see the schedule for the lab
The system will automatically warn you
about adding a timeslot in part of the lab
that is already in 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.

Contact the administrator to schedule
any space on campus outside the
Psychology Lab.

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, tindelogation based
on the ending time of the last timeslot for this study. A convenient calendar idgmovi
next to the form, and you can click on any date and that date will be transfetred to t
form.

If you add a timeslot such that there is another timeslot (for any study) thas ac the
same time, at the same location, you will receive a warning (but theomdditi be
allowed). If you add a timeslot that will take place outside of normal hours @onpEz,
at 1:00am), they system will provide a warning but it will allow it to be schddule

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 coppéhe ti



location, and number of participants for the specified week to the desired weegclor e
day of that week (starting with Monday).

If you choose to create a specified number of timeslots, you can choose the aimbe
timeslots you would like to add, the start time and date, and the amount of timerbetwee
each timeslot (to allow for breaks). You also may specify that timeslote/thed occur
outside normal business hours be shifted to the next business day. On the subsequent
page, you may change any of it to deal with special cases. Timesloteurattempt to

add that have errors will not be added.

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 studyothatould

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. Youevall se
list of all recent timeslots. Recent timeslots in the past with no partisigagrted 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. Sehectitmeslot 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 buttarmay
not delete a timeslot that has participants signed up for it. If you would like te tiede
timeslot, click the Delete button, and you will see a confirmation page. Choose Delet
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 notbe 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 warnddghat



was changed in case the change was unintended. If you change the maximumohumber
participants to a lower number than it was before, the systematitncel the sign-ups

for any participants who are over the new limit of participants. Generalyarehers

only update timeslots with sign-ups to update the location, if it was not available when
the timeslot was originally created.

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. ©p do s
select the desired experiment and choose Timeslots. At the bottom of the Tipagts
you will see a Delete Multiple Timeslots option. The option may not appearnaicer
cases where such an option is not available because of a lack of availaltgitoes
delete.

After going to that page, you will see a list of timeslots eligibledfgdetion. Choose the
timeslots you would like to delete, and choose Delete Selected Timeslotsdedroc

Figure 12 - Delete Multiple Timeslots

Manual Sign-Up

Under appropriate circumstances, you may manually sign up participagtaifastudy.

There are a number of situations where this is desirable. If the partibgggpens to

show up for a timeslot they were not signed up for, and you elect to let them peaticipa
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 theestuqy¢-
requisites), though you will be warned if you are overriding any restmiti

The participant will receive an email when you sign them up for a study. You are give
the option to enter comments to be included in this email that may better explain to the
participant why they were signed up. You may only sign up participants for your own
study.

To sign up a participant for a timeslot, you must first find the desired studynaesidi.
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 tovidlesand
click the Modify button.

At the bottom of the page, you will see a Manual Sign-Up option. Type in the
participant’s User ID (you may have to ask them for this) and click Sign Up. Ypu ma
also have the choice to enter their last name and choose from a list of particiftents. A
submitting the form, you will see a confirmation page that also lists atmctiess on

the study. Choose Sign Up to complete the sign-up.

Figure 13 - Manual Sign-Up Confirmation

If you are doing a manual sign-up for a two-part study, you must do a manual sigmn-up f
each part separately. The system will overlook the scheduling rangeticestras well.

Manual Cancellation

When appropriate, you may cancel a participant’s sign-up. You may only ceymcabs
that are in a No Action Taken state. To cancel a sign-up, find the desired tiameslot
participant, and click Cancel next to their name. The participant will be emaikthail
about the cancellation, along with a confirmation code, and their sign-up will be
immediately cancelled.



Figure 14 - Manual Cancellation

Viewing the Participant List

To view the list of participants who have signed up for your study, you must first sele
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.

Figure 15 - Modifying a Timeslot / Participant List



Viewing Pretest Responses

You will see a Pretest link next to each participant’'s name when you view the
information for a timeslot. Click on that link to view the participant’s pretegau

would like to download the pretest data for all participants in your study, choose the
Download Pretest Responses option after clicking on your study. That will\alowo
download all the data at once, in CSV (comma-separated) format, for furthesiana

If you would like to analyze responses in aggregate (across all participanéssystem),
see Analyzing Pretest Responses in this documentation.

Figure 16 - Viewing a Pretest

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 &ésw ot
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 studjnassidt.
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 tinyesletould
like to see, and click the Modify button.

You will see a list of participants, identified by name. If the participarigrip
participated in the study, click the Credit Granted button next to their nathe. If
participant did not appear for the timeslot, choose the Participant No-Show? button.

You may see an option to grant a credit value that is different from the standhtd cre
grant. This is useful when you want to grant a participant a lower credit value because



he/she left the study early (if he/she deserves a lower credit,graathigher credit

value if the study ran longer than expected. The default value that is setettted i

study’s standard credit value. You may also grant O credits. This is useful if you do not
want to grant credits to the participant, but you also want to prevent them from
participating in the study again. If a participant is granted O credits, anththyeis 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 sectical{geisr

is used to indicate the reason for denying credit). Participants will steranyou 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.idipargé) 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 occurredothe *
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.

The system will automatically grant credit to participants for tioteghat are more than
24 hours old, and where the researcher has taken no action. You can change the
automatic credit grant later if it was in error. The automatic credittgakes place once
a day, usually overnight.

If you need to do a simple credit grant across many timeslots, see theslitbttr
Timeslots section which offers such a feature.

Emailing Participants

If you wish to contact participants in a particular timeslot for any reasonmgay click
on the Contact link that will appear next to each participant’'s name to contact an
individual participant. To email the group of participants for a particular timesti, c
the Contact All Participants choice at the bottom of the Modify Timeslot pageator th
timeslot.

You will be taken to a page where you can fill out a message that the systsandito
the selected participants. The message is auto-filled with some basiatibn about
the study, so participants are aware of which study you are referring to. Yoemave
this information if desired. You may choose to receive a copy of the email thagrydu s

Participants will automatically receive a reminder about upcoming stiietay before
they are scheduled to participate.



Figure 17 - Contacting Participants

In some cases, you may find it useful to contact all participants for the stualys at
timeslots. This feature may be particularly useful if you are sendingetier

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 (or less) to avoid overloading email servers.

Figure 18 - Contact Participants

Viewing Uncredited Timeslots

When you login to the system, you will receive a warning if you have aregskbts that

are more than 2 days old and haven't been dealt with. You may view a list of albtsnesl
that have not been dealt with by choosing the View Uncredited Timeslots optiorhrom t
My Studies page.

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, amntidose



Grant Credits. The action may take a short time to complete, so please bewate
the credit grants are processed.

If you need to do something more complex, like mark a no-show, add comments, or do a
special credit grant, you can easily click on the timeslot’'s date and timeo alckctly
to that timeslot.

In cases where a study has timeslots linked to specific researahersillysee the
warning only for timeslots that are specifically linked to you, or to everyotieeistudy
(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 stuelen 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) assesta dealing with
uncredited timeslots.

Figure 19 - Uncredited Timeslots

Analyzing Pretest Responses

You will have the opportunity to analyze pretest responses in aggregate or asataw dat
Choose the Pretest Results option from the top menu bar. You can then select which
guestion 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 willfleath

participant only by a unique ID code, not by their name, for privacy reasonsstifa
reason you need the participants’ real names, ask the Administrator to run the same
analysis, as she can also pull the real names with the report. This givecgssi @ all
pretest data across all participants in the system.



If you would like to analyze the pretest data for just those who participateth your
study, select the Download Pretest Responses after clicking on your study.eSaegVi
Pretest Responses in this documentation for further information.

Figure 20 - Pretest Response Analysis

Pretest Qualification Analysis

If you would like to get an idea of how many participants meet a set of requise(fant
help in setting pretest restrictions on your study), use the Pretest €atalifiAnalysis

link from the Pretest Responses page. Using this feature, you can setgdemul
guestions (only questions that qualify for study participation restrictionsaee)j and

then the desired responses for those questions, and you will see how many participant
meet that criteria.

If enabled, you may also contact participants and invite them to participate afi your
studies. 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. The
email is sent in a fashion that protects the participants’ identities fremesearcher. You
may also choose to email only a random subset of those who meet your chosenieriteria
the event that you are worried about inviting too many participants. The adatorist

might also receive a copy of your email, for review purposes.

Frequently Asked Questions (FAQ)

Why do | have to acknowledge the Human Subjects Policy?

Certain regulations and research guidelines either require or recomméod dnly
need to do it once every 6 months, so it should not be too intrusive.

| want a participant to participate in an upcoming session, but the system says it is too
late for them to sign up. What do | do?



You can perform a manual sign-up. See the Manual Sign-Up section of this
documentation.

How do | 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 okszarho is
“colluding” with the researcher as part of the study itself.

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
timeslot. So, your “fake” participant can just act like a real participadtthe real
participant will be unaware of this.

| have finished running my study. What should | 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 inéormat

Who has access to my studies?
All users can see the information about your studies and the available taneslot

Administrators, the principal investigator (if applicable) and the creatibrecstudy are
the only people who can see who has signed up, and modify the study.



