INSTRUCTIONS FOR USING SONA
AS A RESEARCH PARTICIPANT

How do I log in to the system?

Follow this URL: https://bsu-miller.sona-systems.com

Can I access Sona through my smartphone?

Yes! You can download the mobile app. It is called “Sona Mobile” and it is free.

How do I set up an account?

After entering the Sona login page with the URL above, you will click “Request Account”
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RESEARCH EXPERIENCE PROGRAM (REP) -
User ID Forgot Password?

@bsu.edu

Password

On the Request an Account page, you will enter your user information and select your courses. Be
sure your User ID matches your Ball State email account.



https://bsu-miller.sona-systems.com/Default.aspx?ReturnUrl=%2f

ACCOUNT INFORMATION

First Mame
Last Mame

User ID

DEsu.edu

User ID (re-enter for verification)

DBsu.edu

Student ID Number (optional)
Telephone (optional)

Course(s)

MGT 300, Sec 11; Fall'18

MGT 300, Sec 1; Fall'18
MGT 300, Sec 2; Fall'18
MGT 300, Sec 2H; Fall'18
MGT 300, Sec 3; Fall'18
MGT 300, Sec 4; Fall'18
MGT 300, Sec 6; Fall'18
MGT 300, Sec 7; Fall'18
MGT 300, Sec 800; Fall'18
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Available Courses Selected Courses

Request Account

After entering this information, you will receive an email from SONA that includes your username,
password, and link to the SONA website. If you have not received this email, you can click the
“Lost your password?” link on the login screen at https://bsu-miller.sona-systems.com and follow
the email instructions. For security reasons, you should not use your BSU password for the Sona
system.

How do I change my email address/password?
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These changes can be made in the “My Profile” tab
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@« Studies My Schedule/Credits My Profile m

How do I complete the prescreen?

When you log in to Sona for the first time, you will see the following message (or a similar one):

|\/' BQILVLEggﬁ'T;E Miller College of Business Research Experience Program (REP)

¢
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There is an online prescreen that you must participate in before you sign up for studies. The prescreen consists of a number of multiple-choice and/or free-answer questions, and may

be divided into a number of sections. You must complete all sections in one sitting, as you are not allowed to resume at another time from where you left off. While you are

participating, your responses will be stored in a temporary holding area as you move through the sections, but they will not be permanently saved until you complete all sections and
you are given a chance to review your responses.

[

Please note the prescreen is not required, but in order to be eligible for many studies, you must have
completed the prescreen. You must click “Start Prescreen” even if you wish to skip it.

Here is a sample prescreen survey:

(Section 1/1)

Section Questions

Listed below are questions for this section of the prescreen. Please provide a response for every question. If you are given the option to decline to
answer a guestion, then declining to answer is considered a response.

Your gender

Male
Female
Transgender
Other

Check this box if you do not want to provide an answer for this question

Age

Ch ck this box if you do not want to provide an answer for this question




Note you can check the box if you’d prefer not to respond, but this may make you ineligible for
studies.

How do I sign up for studies?

Click “Study Sign-Up” on the home page to view a list of available studies.

Currently Viewing: All Studies

View studies with available timeslots on : Wednesday, August 19, 2015

Available? Study Information Eligibility

Sample Study

(1 Credits) (Online Study)

Sample study 2

(1 Credits) (Online Study)

From this screen, you can click on the study title to learn more about it (see below).

Study Information

S Sample Study 2

Study Type Web Study
D This is an online study. To participate, sign up, then go to the website listed
———

below to participate.

Credits 1 Credits
Duration 60 minutes
Description Participants will complete an enline survey.

Website Y¥ou may not view the website until you sign up for this study.

Researcher Brandon Smit

To sign up for study, click “View Time Slots for This Study”. Please note for online studies, you do

not have to complete the study at the time listed, you only need to complete the online survey
before the deadline.




Timeslots for Study

NOTE: This is an online study. Sign up below, and then participate on the study website at any time before the participation deadline that is listed.

Participation Deadline Course to Credit Sign Up?

Saturday, August 22, 2015 9:00 AM MGT 300, Sec 10: Fall'18

How can I check how many credits I have completed this semester?

Click the “My Schedule/Credits” tab on the homepage. Please note that the researcher will assign
your credit, and you do not need to give anything to your instructor. It may take a day or two for
your credit to be posted in the system, so please be patient.

E .3 Studies My Schedule/Credits FAQ My Profile Logout B

Study Sign-Up Credits Overview

H Earned

end
My Schedule & Credits Pending

View or cancel my study appointments E Requirecl
Ar View studies I've participated in, and see if credit has been granted

% View other Credits I've earned
Upcoming Appeintments

My Profile 4 No Upcoming Appeintments
& Change passwor
& Modify contact information

= Provide an alternate email address

FAQ

¢ Find answers to common questions

How do I cancel an appointment I’ve made?

First, be sure the cancellation deadline has not passed. Oftentimes, you cannot cancel with less than
24 hours notice. If you are eligible to cancel, you can click the “My Schedule/Credits” tab on the
homepage. From there, you can click “Cancel?” for the appropriate study. If it is too late to cancel,
this message will appear instead.

**IMPORTANT**

There is a “three strikes” policy for research participation. If you accumulate three unexcused
absences for research appointments, you will be permanently unable to participate in research in the
future. Avoid this by scheduling appointments conscientiously, and notifying researchers if you are
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unable to make an appointment. Even if the cancellation deadline has passed, and you know that
you cannot make the appointment, contact the researcher anyway. It will be at his/her discretion to
assign your absence as either excused or unexcused.

Credits

Overall Credits Earned; n Overall Credits Pending; Overall Credits Reguirements: m

Study Signups

Study Time Location  Credit Status Course Comments  Cancel?

Not a real study July 27, 2014 9:00 AM - 9:30 AM 117 NQ 1 Credits granted on July 30, 2014. MNone

Credits: 1 Credits

Sample Study 2 August 22, 2015 9:00 AM Online Awaiting action from researchar MGT 300, Sec 10; Fall'18

Study Type: Online Study
Credits: 1 Credits

Non-study credit assessed by Brandon Smit. 2 Credits granted on August 13, 2014, Mone alternative

What if I am taking more than one class that requires research participation? How do 1
assign credits to specific classes?

Once you have selected a study to participate in, you can assign the credit to a specific class when
you select an appointment through the drop-down menu below:

Credits

Overall Credits Earnad n Overall Credits Pending: Overall Credits Reguirements a

Study Signups

Study Time Location Credit Status Comments Cancel?

Not a real study July 27, 2014 3:00 AM - 9:20 AM 117 NQ 1 Credits granted on July 30, 2014.

Credits: 1 Credits

Non-study credit assessed by Brandon Smit. 2 Credits granted on August 13, 2014 L alternative

Credit Reassignment

You may reassign this credit to a different course. Please choose the course below.

Course for Credit Assignment MGT 300, Sec 10; Fall'18






