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This guide is primarily aimed at Stage 4 project students though it covers setting up
a simple study on the participation system and so is useful to all new researchers. If
you have any questions regarding the contents, or setting up a more complex study,
then please contact the pool administrator through pooladmin@psy.plymouth.ac.uk
or visit the technical office – Link 109.
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PROCEDURE FOR PROJECTS
1. Complete the project plan with your Supervisor (See diagram on Page 17)
2. Complete the Online Ethics form. On the “Technical Page” if you click to say you
will use the Participation System a researcher role will be added to your account.
Please contact the technical office to ask for an account if you are not a Stage 4
student or are a direct entry student without a pre-existing account.
3. Visit the Technical Office if you are going to use any specialised equipment such
as virtual reality or eye tracking.
4. You can set up your study on the system before you have ethical clearance,
though your study will not be activated until you do have clearance.
6 If you are using room(s) in the Link building - do not setup any time slots until you
have booked the room using the online booking system at
https://orb.plymouth.ac.uk/psy/
You must ensure your last timeslot of the morning will not overrun past the 12.30
deadline for the key card to be returned. This deadline is 4.30 for the afternoon
session on Mondays to Thursdays, 4pm on Fridays. Please note the Link building
closes at 5pm and you are not permitted to run studies when the building is closed.
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LOGGING IN

You can find the link to the Participation system on our home page -

www.psy.plymouth.ac.uk/home
The first time you login as a researcher you will be asked to read and agree to the
Human Subjects/Privacy Policy.

Click on “Yes” to
signify your
agreement and
move to the next
screen.
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Note the System message box. This box will be used to give you messages about
the status of your studies.
At any point you can click on FAQ to get further help

This is the screen that will normally appear once you have logged in to the system.
The first time you login, it is recommended that you go to “My Profile” ( ) and
change your password to something that you are likely to remember easily.
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You must also put your telephone
number here for participants to
contact you.

There is also a brief summary of the
time you have used/scheduled.

You can also allow the system to
email you the next day’s participants.
This is usually sent in the early
evening of the day before.
What the participant sees
Participants who log in will only see studies that are:
a) Active (you can set this)
b) Approved (the administrator has to do this)
c) For which they meet any eligibility criteria (eg not having done an
associated study, or only Stage 1 participants)
d) Which have available timeslots after the current day (bookings have to
be made by 10pm of the day before)

The list that the participants see is presented in random order each login, so there is
no advantage to calling your study “A1 Aardvark Study” in an attempt to get it to the
top of the list.
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SET UP NEW STUDY
A. Study Information
Click on “Add New Study” on your account page.
The next screen will ask you to decide which type of study you want to setup. Make
the appropriate selection and click continue.

The next screen allows you to enter the details of the study. Please make sure you
read the instructions carefully. Please note the rate of points is half a point for every
15 minutes of study time. One point to be given for every half hour of the
participant’s time.
You must not put anything in the title or description that indicates that the study may
take less than a multiple of quarter of an hour, participants are not allowed to ‘cherry
pick’ studies that give easy points.
You may not offer extra incentives to encourage participants to sign up to points
studies, such as entry in a raffle, chance to win money or vouchers, or other things
such as chocolate or alcohol.
You may not email any of the stage lists to try and encourage sign ups to points
studies.
If you have finance to pay participants, and you have already set up a points study
you MUST create a second study for the paid version. You cannot change the points
version to accommodate paid participants. The system works differently in the
background!
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Please disregard this line, once you have put in the basic information you must go
on down the page and select participant groups under “Advanced Options”

Please
make sure
you select
your
supervisor
from the
list,
contact the
technical
office if
they do not
appear in
the list.

In the “SoP Ethics Cttee Approval Code” box, please enter “4” if you are Stage 4, “3”
if you are a placement student, “P” for PostGraduate or PostDoc or “S” if you are a
member of academic staff.
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If no studies
appear in this
box
Click on “All
Studies” to see
them.
Clicking on a
title will put
them in the
right hand box,
and then only
participants
who have done
the selected
study will see the one you are now setting up.
The same method works for “Disqualifiers”, though in this case if you want to stop
participants signing up if they have done a particular study, here is where you set it.

You may NOT set any age restriction for a points study
UNLESS you have gained specific permission to do so
from the academic staff member with responsibility for the system
currently: Jon May.
You must select your participant groups. Approval is not given unless these groups
have been set appropriately. You may not use the “All Courses” option.
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For points studies ensure you select any combination of Stage 1, 2, 4, MPsych
Stage 1, 2 and 4.
Please make sure you
select both types of any
one Stage group,
otherwise your request
for approval will be
denied.
Once you have finished
the settings for your
study, click the “Add
This Study” button and
you will be taken to the
next screen. Note the
system message
confirming your study
has been added and
that, at this point, your study is not visible to participants.
Although you can prepare details of your study before you have received ethical
approval, it will not be approved (made visible to participants), if you are a Stage 4
student until you have both received ethical clearance and your supervisor has
checked the details you have entered.
You can set restrictions based on gender, first language, handedness, dyslexia
status and colour blindness by clicking here -
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Select the
parameter you
want to restrict on
and you will be
given another
screen to select
the criteria you
want. So if you
only want female
participants,
select gender,

then select female on the next screen and click on save changes.

B. Getting Approval
Once you have received
ethical clearance (and not
before) you should email or
visit your project supervisor
to ask her/him to request
approval. They have to do
this by logging in
themselves, to their
Principal Investigator
account, and clicking on the
“Send Request” link – this
sends an automated
message to the
administrator to ask them to
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make the study visible. At busy times this may take a day or so to action, but will be
done once the researcher has ethical clearance.
Stage 4/5 students note – if you click the “Send Request” link yourself it will not be
actioned and it may delay the approval of your study – ONLY PROJECT
SUPERVISORS (PRINCIPAL INVESTIGATORS) SHOULD USE THIS LINK.
MSc/PhD students/Research staff may request their own approval.

C. Setting up Timeslots
Once your study has been approved you can set up timeslots for participants to sign
up, and it will then finally become visible to participants.
If your study is being conducted online then there is a slightly different procedure for
setting up timeslots – see below after the next section.
The points you earned in Stage 2, will be translated into ‘Study Usage Time’ at the
rate of half an hour per point. If you wish to earn additional time you can do this by
using your participant account and signing up for studies to earn points. Points
earned in this way can be transferred to your researcher account by email request to
pointsadmin@psy.plymouth.ac.uk. Note that only even numbers of points (ie whole
hours) can be transferred.
You can create timeslots up to your study time usage limit. If you create a single
timeslot of half an hour for five simultaneous participants that will count as 5 * 0.5 =
2.5 hours of study time. The system will not let you create more timeslots than you
have time available.
BEFORE you set up the time slots, if you have special requirements, remember to
visit the Technical Office to discuss your room requirements. You can book a room
by logging in to https://orb.plymouth.ac.uk/psy/ The Participation System and Room
Bookings are separate systems and rooms must be booked before you set up times
on the Participation System. If you are using the rooms in the Link building, if you are
conducting your study elsewhere you can type the location into the text box under
the list. If you fail to book the room and the participant turns up you will still have to
award them their point and you will not be able to get it back.
Click on “View/Administer Time Slots” on the “Study Menu” button at the top of the
information page, or the menu is also shown at the bottom of the page.
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You can add a single timeslot OR multiple time slots.

You can select a date by clicking into the box, and then selecting the date on the
calendar that appears
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Once you have set the date you can fill in the other details. Remember to select the
room that you have booked, from the drop down list. If you are not using the Link
building you can put a location in the empty box under the list.
Allow a few minutes between slots for your own organising of several participants.
Remember room keys have to be back in the technical office by 12.30 for the end of
the morning session and 4.30 (4.00 on Fridays) after the afternoon session. Do not
book slots that will cause you to over run your time, give yourself plenty of time,
especially the first session.
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Remember to click on the green “Add this Timeslot” button or your settings will not
be saved.
You can book as many timeslots multiplied by the number of participants per session
as you have points for. So if you have 30 points, you can book 10 slots with 3
participants per slot, or 5 slots with 6 participants in each slot. If participants don’t
turn up, once you have “managed” the points (see Page 12) the system will release
the time back to you and you can set up more timeslots at a later date.

You will then get a
summary of what you
have set up, this is the
timeslot view, please
note the “Modify” button
for giving points and
acknowledging
participation.

Setting up Multipart studies
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The Participation system allows you to create studies where each participant returns
to take part in two, three or four sessions. They will receive credit (or payment) for
each part, regardless of whether all are completed, so you have to take special care
to set these up properly.
In the past, many participants have been frustrated because the timeslots have
not been set up correctly. Experimenters have been frustrated because lots of
people did Part 1, but few booked for Part 2.
Multipart studies must be defined at the point you create them – you cannot ‘add’ a
part to an existing study. The option looks like this:

In the Study Information section, this additional section appears:

The Scheduling range section defines when the second timeslot can be booked by
the participant. All it does is LIMIT the timeslots that the participant can select – you
still have to create the appropriate timeslots.
In this case, you might define five timeslots for Part 1 on a Monday, and then five
slots on Thursday for Part 2 – so no participant would be able to book Part 2 (as
there are no available timeslots between 1 and 2 days after Part 1). The system will
not check this for you, and everyone will be disappointed.

The Scheduling Leniency section should only be set to Yes if you want a participant
who is tested at (say) 1.30pm for Part 1 to be tested at 1.30pm for Part 2. While this
might make it easier for you to keep track of sessions, people who are free at 1.30
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on Monday might not be free at 1.30 on Wednesday, so be unable to do your study
at all.
We recommend that you create MORE Part 2 timeslots than you need, and leave
Leniency set to No.
The best way to avoid making it impossible for people to book is to create timeslots a
little at a time in a rolling fashion, instead of trying to do it all at once at the start of
the study.
Here is an example, for a study where Part 2 had to be 1 to 2 days after Part 1. The
bold slots are booked, the others are available:

Part 1 Slots
Monday 10.00
Monday 10.30
Monday 11.00
Monday 11.30
Monday 12.00
Monday 12.30
Monday 13.00
Monday 13.30
Monday 14.00

Part 2 Slots
Tuesday 11.00
Tuesday 11.30
Tuesday 12.00
Tuesday 12.30
Tuesday 13.00
Tuesday 13.30
Wednesday 10.00
Wednesday 10.30
Wednesday 11.00
Wednesday 11.30
Wednesday 12.00
Wednesday 12.30

Defining more slots than you need for Part 2 may seem wasteful, but it gives
participants flexibility and you can recycle the points for slots that are not used.
On Monday morning, the Experimenter checks the system, and discovers that only
six people have booked slots. Four of them have booked part 2 for Tuesday, and two
for Wednesday. As it is now less than 24 hours before the Part 1 slots take place,
no-one else can book in.
The Experimenter can delete the three unused Part 1 slots from Monday, and the
two unused Part 2 slots from Tuesday, giving them five new slots that they can add
for Part 1 on Tuesday – also remembering to add several new part 2 slots on
Thursday. New participants can now book in for Part 1 on Tuesday, and have four
slots on Wednesday and five on Thursday to choose from for Part 2.

This is just an example, and you could of course set up more ‘Part 1’ days at once
and use a different time interval. The key is to make sure there are always MORE
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Part 2 options available than you need in each conceivable time-window, and this
can become complicated, especially if you have a limited number of points to play
with.
It is best to keep it simple at first until you are happy you understand how the system
works.

ONLINE STUDIES
If you are conducting an online study there is no need to book any rooms. In order to
allow your participants to get their points if you create a single time slot with as many
participants as you have points for, but on a day that is in the future, eg 2-3 weeks
away. Once this day arrives the study will no longer be visible on the system.
Participants can do the study right away when they sign up so be sure your study is
ready to go before setting up the study on the system. When you are setting this up
you will need the URL or the web address of the study, the programmer will give this
to you as well as information about how to manage the points for your participants.

GIVING POINTS
By clicking on View/Administer timeslots on the Study Information page, once
experiment times have passed, you must now click on “Modify” to give points or
refuse them if the participant did not turn up. Here you see the slot before you have
done anything, and the participants are “awaiting action”. Click on “Modify”.

At the bottom of the new window you will see you can now click on “Participated”
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Or if they did not turn
up you can mark
then as “excused”
if they have been in
touch and you
accept their excuse,
or mark them as
“unexcused” if you
have not heard from
them. This will
impose a penalty of
double the study
points.
You MUST click on
the green “Update
Sign Ups” button to
save your changes.

The timeslot page will now look similar to the following -

MANUAL SIGN-UP OF PARTICIPANTS
Sometimes you get participants to take part in your study without them having signed
up on the system. In order to register their participation and award points please sign
them up yourself – you can do this in an out of date timeslot, or create one
specifically for this participant and sign them up in the following manner. However if
you have set any restrictions these will not be applied by signing them up this way.
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On the timeslot, click on modify and then at the bottom of the page you can type their
surname in and click “Sign Up”, I typed in “James” in the “Last Name” box and got a
list of participants with the surname “James” -

A list of people with that surname will be shown, select the correct one and click the
“Sign Up” button again.
You will then be shown a text box to be included in the email, so just say something
like “This sign up is so that we can give you your point. You do not have to do
anything.” And click again and they are signed up and the email sent.
Then go to the timeslot again and mark them as having participated in the usual way.
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Undergraduate Ethics Submission Procedure

Fill in online Ethics form
www.psy.plymouth.ac.uk/sopethics/

Submit to Supervisor (form locked for editing)
Supervisor emailed by system.
Supervisor Approves?

No

N
o

Student Emailed by system.
Form unlocked for editing
Resubmit to Supervisor

Yes

Student Emailed by system.
Form now goes to Ethics Committee
Researcher account created if requested

Ethics Committee Approves?

No

Form unlocked for editing
Student Emailed
Edit and Resubmit to Supervisor

Yes
Faculty Office Check
Is DBS required?

No

Ethical clearance confirmed
Student & Supervisor emailed

Yes
Faculty Office Check
Once DBS arrived -

Yes
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FREQUENTLY ASKED QUESTIONS
0. What is the URL for the points system? http://uopsop.sona-systems.com/
1. What is my user ID and password? I forgot.
On the Sona-systems page (FAQ #0 above), click "Forgot Password?"
2. How many points do I get to use in my Stage 4 project?
You get the number of points you accumulated in Stage 2. If you accumulated 22,
you get 22. If you accumulated 28, you get 28.
3. Can I use the points I accumulated in Stage 1 for my project?
No. Just the points you accumulated in Stage 2.
4. My friend (or supervisor) doesn't need her points. Can she transfer them over to
my account?
No. You can only use the points you earned in Stage 2.
5. I need more points to complete my 4th year project. Is there any way I can get
more?
If you need to have more lab time you can request a participant account, if you don’t
already have one and sign up to take part in other studies yourself. When you have
earned the points you need you request them to be transferred to your researcher
account.
NB1 - only even numbers of points can be transferred.
To request a participant account or a transfer of points please email
pointsadmin@psy.plymouth.ac.uk
6. My participant missed an experiment - what happens?
You enter that on the system, and he/she will be penalised double points. If the
participant has a good excuse (e.g. he/she was sick) and brings documentation (e.g.
doctor's note), you should undo the penalty and give the participant the chance to
sign up again, or mark as 'no penalty'.
7. A student has participated in my experiment but I haven't credited him/her the
points.
The participant will contact you and you will credit the points to the participant. The
participant can prove that he/she did the experiment by showing you the signed
consent form.
8. A student showed up for my experiment but I wasn't there - what happens?
The student will be granted the participation points and you will be docked one point.
The researcher is the one who tells the computer system about points after an
experiment. So the participant will contact you to make sure you grant the points
due.
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9. What do I do if I need to cancel a study slot at short notice?
First of all, you can only do this by 4pm on the previous day, this is Friday for
Monday timeslots. After that, and you can't cancel.
Follow the following procedure, for after the 4pm deadline.
DO NOT simply cancel the timeslots – this deletes the records and causes
massive confusion for participants and administration.
FOR POINTS STUDIES:
1. Mark all of your participants for the affected time slots as having attended. This
will grant them their points.
2. Email all of the participants to explain that you have had to cancel and that they
have been granted their point. Say that if they would still like to do your experiment
then they should get in touch with you and you will arrange an alternative time for
them.
If a participant gets back to you to say he/she would still like to do your experiment
then you should go back into the system and mark him/her as “No action taken”.
Then you click on modify again and you will find that you can cancel their signup.
This will allow him/her to sign up again for a fresh timeslot – you can also manually
sign him/her up for a particular slot if you have spoken with him/her. NB this will also
remove the point you have given the participants for your failure to turn up – if they
complain about this then contact points admin and we will restore it.
3. Email pointsadmin@psy.plymouth.ac.uk to explain what you have done, and
why you have had to cancel. Include a list of the affected participants if possible. We
will ensure that a notice is placed on the door of your lab informing participants who
may not have checked their email and who turn up anyway, and if your excuse is
reasonable we will credit you back the points you have lost.
FOR PAID STUDIES:
Email all of the participants to explain that you have had to cancel, . Say that if they
would still like to do your experiment then they should get in touch with you and you
will arrange an alternative time for them.
Cancelling late causes inconvenience to our participants and so the penalty is the
researcher’s, therefore you owe them the money they would have received for taking
part. You should make arrangements with the participant to hand them the money
they should have received for their participation.
Email pointsadmin@psy.plymouth.ac.uk to explain what you have done, and why
you have had to cancel. Include a list of the affected participants if possible. We will
ensure that a notice is placed on the door of your lab informing participants who may
not have checked their email and who turn up anyway.
Page 22 of 22

