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SONA RESEARCHER GUIDE 

INTRODUCTION 

Sona is a psychology experiment management system, which provides an easy method for 

you, the researcher, to create and advertise studies. Each study may have a number of time 

slots which are the time(s) when you plan to run the study. Participants can then sign up for 

a study and pick a convenient timeslot. You can then grant/revoke credits after the session 

has occurred. Everything is done through the software’s web- based interface, so you can 

access the system at any time, from any computer, with a standard web browser and 

internet connection.  

This documentation assumes you have a basic knowledge of how to use the internet. On 

this system, it is not necessary to use the Back button. You can always use the red menu bar 

at the top of every screen to navigate anywhere on the site.  

There are two main methods that you can use to create a study and recruit participants 

using SONA and some of the other resources the Department has made available to 

students 

1. Standard Study: This is a study that will be undertaken face to face in the Psychology 

Labs in the Health Sciences Building 

2. Online External Study: These will be completed by participants online using 

PsychoPy Builder and Pavlovia, or using Qualtrics 

GETTING STARTED 

All undergraduate students are allocated a SONA account at the beginning of Level C, and 

when you reach Level H, your account is upgraded to a Researcher account. Your account is 

part of the single sign on system, which means that you always log in with your Hope 

credentials. 

At the beginning of Level C  you will receive an email with your log on information and you 

can now login to the system. Type the following into the address bar of your browser and 

press enter.  

http://liverpoolhope.sona-systems.com/  

This will take you to the Sona Login screen. Type your Hope User ID and password in their 

respective fields and click Log In (see Figure 1) 

The first time you log in as a researcher you will be asked to acknowledge the ethics policies. 

 

http://liverpoolhope.sona-systems.com/
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ADDING A STANDARD STUDY 

1. To add a new lab-based study, you should click Add New Study. You will then see a 

screen with multiple options available. Most lab-based studies will be under the 

heading Standard Study and using this option you can also conduct research via 

Zoom conferencing. (Figure 2 & 3) 

 

 

Figure 1 

Figure 2 
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2. On the following screen you need to edit a number of settings carefully to ensure 

that the study is set up correctly (Figure 5) 

a. Study name – keep it short and representative of the research being 

undertaken 

b. Brief Abstract – Max 255 characters  

c. Detailed information – copy and paste the Participant Information from your 

approved ethics form to this space 

d. Eligibility Requirements – any necessary characteristics (e.g. females only 

etc.) 

e. Duration – specify the number of minutes that your study will take  

f. Credits – the number of credits you will award for the. study. The strict rule is 

that each 15mins you can award 1 credit.  Therefore, is a study is 45mins long 

you may award 3 credits. Do not overestimate the time that the study will 

take as an administrator will change the number of credits as this is unfair on 

other researchers 

g. Preparation – anything a participant needs to do prior to the study 

h. Researcher – select your own name from the list and move it across to the 

box on the right side 

i. Principal Investigator – This should be your dissertation supervisor, move 

their name across 

j. Approved – Only select Yes when you have your ethical approval  

Figure 3 
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k. Active Study - keep this value set to No until, you have completed all of the 

preparations for your study. Only when ready to test participants should you 

select Yes 

 

 

 

 

 

 

Your Name 

 

 

 

 

 

 

Figure 4 

Your Name 
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DO NOT CLICK ADD STUDY YET, THERE ARE ADVANCED SETTINGS THAT NEED 

TO BE COMPLETED 

3. In the Advanced Settings there are some key elements that must be completed 

a. Prerequisites - In the Advanced settings (Figure 3), under prerequisites you 

should ONLY select studies if students must take part in another study before 

completing your study 

b. Disqualifiers – your supervisor will inform you if you need to complete this 

box 

c. Course Restrictions - THIS IS IMPORTANT – IF YOU ARE A PSYCHOLOGY 

STUDENT, ONLY SELECT THE PSYCHOLOGY COURSES.  DO NOT LEAVE THIS 

BLANK OR ADD THE SPORTS COURSES AS COURSE CREDITS WILL NOT BE 

ALLOCATED PROPERLY 

d. You may now click Add Study 

 



Dr Glen Pennington 
 

7 

 

  

Figure 5 
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ADDING TIMESLOTS FOR A STANDARD STUDY 

4. In order that you can advertise for participants you must add timeslots (Figure 6) 

Click on View/Administer Time Slots and choose an appropriate date and a time for the 

final participation date for your study. You should leave adequate time for as many people 

as possible to take part but remember that you will need plenty of time to analyse your data 

for your dissertation write up.  

 

5. You can book a maximum of 20 timeslots for each location on any given day using the 

Multiple Timeslots button (Figure 7). However, you should be mindful that other students 

will be completing their studies too and you should only book what you need. Once you 

have your requisite number of participants you should make sure that you delete any 

remaining timeslots that have been booked so that other students can use those rooms 

Figure 6 
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6. The options are reasonably straightforward to select the number of slots and the 

room that you wish to use. It is sensible to allow time between participants to avoid 

a backlog. Note you can also include a Zoom link if your study is to be conducted 

over Zoom 

Figure 7 

Figure 8 
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GRANTING CREDITS, NO-SHOWS AND EXCUSING PARTICIPANTS 

It is important to reward your Level C participants for their participation in your study.  They 

must collect 25 credits as part of their RDA portfolio of work.   

7. Click View/Administer Timeslots (Figure 6) and on the next screen click Modify 

(Figure 9) 

 

8. If the participant took part, you should award the credits, if they failed to show you 

can mark them as Unexcused (their account will be locked after 2 no shows) or if 

they contacted you to explain why they could not attend you may Excuse them 

(Figure 10 

 

 

  

Figure 9 

Figure 10 
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SETTING UP AN ONLINE EXTERNAL STUDY (QUALTRICS OR PAVLOVIA)  

9. Follow Step 1 to Add a New Study, then select Online External Study 

 

22.  Follow Step 2 & Step 3 to complete the study information until you reach the section 

indicated in (Figure 13) 

23.  Before you continue to the specific information related to Qualtrics or Pavlovia you 

must add a timeslot. Follow the steps in Step 4, but you need only add one timeslot, 

with an end date when the study will close and the number of participants you hope 

to achieve 

 

 

  

Figure 11 

Figure 12 
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QUALTRICS 

 

 

10. Change (a) to Yes 

11. On your Sona Systems site, change the Study URL so it includes 

?id=%SURVEY_CODE% in the URL. So if the Qualtrics URL (Anonymous Survey Link) 

is: https://liverpoolhope.fra1.qualtrics.com/jfe/form/SV_dm9oidb7sdPGVme 

then change it to 

https://liverpoolhope.fra1.qualtrics.com/jfe/form/SV_dm9oidb7sdPGVme?id=%SUR

VEY_CODE% (Note: "id" must be in lower-case) 

At this point you need to log in to your Qualtrics Survey 

12. Create an embedded field named "id" in Qualtrics, by clicking on your 

project to open the Survey tab in the Qualtrics Survey Builder (Figure 

14) 

13. Click on the Survey Flow icon in the left-hand navigation bar.  

14. Click Add a New Element Here to add a new Block to the Survey Flow 

(Figure 15) 

 

 

 

Figure 13 

 

Figure 14 

https://liverpoolhope.fra1.qualtrics.com/jfe/form/SV_dm9oidb7sdPGVme
https://liverpoolhope.fra1.qualtrics.com/jfe/form/SV_dm9oidb7sdPGVme?id=%25SURVEY_CODE%25
https://liverpoolhope.fra1.qualtrics.com/jfe/form/SV_dm9oidb7sdPGVme?id=%25SURVEY_CODE%25
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15. Select the Embedded Data option to add this element to your Survey Flow 

  

16. Click Create New Field and type "id" to create a new embedded field with this name 

(make sure "id" is typed in lower-case) 

17. Drag the cursor to the bottom right corner and click Apply to save 

your changes 

18. Now you must edit End of Survey to Redirect to Sona URL. In 

Qualtrics, select the Builder icon to return to the Survey Builder 

19. Scroll to the bottom of the Survey Builder and click the End of 

Survey. On the left under Messaging, open the dropdown menu and select the 

Redirect to URL option 

 

Figure 15 

Figure 18 

Figure 17 

Figure 16 
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20. Enter the Qualtrics Redirect to a URL value from the Study 

Information page on your Sona Systems site (you may simply 

copy and paste the unaltered value from Sona into Qualtrics - 

Figure 20) 

 

 

21. The End of Survey element in the Question Block display should now reflect the 

Qualtrics Redirect to a URL value. 

 

FURTHER INFORMATION 

These instructions are for the typical case of a single Qualtrics survey. If you are chaining 

together multiple Qualtrics surveys as part of a single Sona study, review the Qualtrics 

Chaining Help Page. 

The Integration Testing Instructions can be found here 

These features are described on Qualtrics’ site at the following URL: 

("Passing Information Through Query Strings") 

https://www.qualtrics.com/support/integrations/api-integration/passing-information-

through-query-strings/  

Figure 19 

Figure 20 

Figure 21 

https://www.sona-systems.com/help/qualtrics_chaining.aspx
https://www.sona-systems.com/help/qualtrics_chaining.aspx
https://www.sona-systems.com/help/integration_test.aspx
https://www.qualtrics.com/support/integrations/api-integration/passing-information-through-query-strings
https://www.qualtrics.com/support/integrations/api-integration/passing-information-through-query-strings
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PAVLOVIA 

22. On your Sona Systems site, change the Study URL so it includes 

?participant=%SURVEY_CODE% in the URL. So, if the PsychoPy URL is: 

https://run.pavlovia.org/yoda/myStudy/index.html 

then change it to 

https://run.pavlovia.org/yoda/myStudy/index.html?participant=%SURVEY_CODE

% (Note: "participant" must be in lower-case) 

23. Having completed the above step, the Study Information on your Sona Systems site 

now displays a Completion URL. Note the client-side URL (the first of the Completion 

URLs), as you will use it in the next step (Figure 22) 

24. In PsychoPy, go to Experiment Settings and for the Completed URL field, copy the 

Completion URL from Sona (from Step 23) but you will need to modify it slightly, by 

adding $" to the front of that URL, removing the XXXX and adding " + 

expInfo['participant'] to the end of it. So, if the Competion URL from Sona is: 

 

https://yourschool.sona-

systems.com/webstudy_credit.aspx?experiment_id=123&credit_token=abcd&surv

ey_code=XXXX 

 

change it to: 

 

$"https://yourschool.sona-

systems.com/webstudy_credit.aspx?experiment_id=123&credit_token=abcd&surv

ey_code=" + expInfo['participant']  (Figure 23) 

Figure 22 
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FURTHER INFORMATION 

The Integration Testing Instructions can be found here 

These features are described on PsychoPy's site at the following URL: 

("Recruiting with Sona Systems") https://www.psychopy.org/online/sonaIntegration.html 

Figure 23 

https://www.sona-systems.com/help/integration_test.aspx
https://www.psychopy.org/online/sonaIntegration.html
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