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Your user ID and password will be sent to you from EMS. Please note that these are
NOT your university username and password; they are generated by the EMS. If you
forget your username you can it in emails by searching your email account for
Experiment Management System uwtsd-uk-admin@sona-systems.net or emailing the

address at the bottom of the login screen. If you forget your password use the ‘Forgot
password’ function.



As a researcher you have two functions available to you with your login details: as a
participant and as a researcher. We suggest that when you first log in you should go
through the ‘Participant’ login first and complete the training and prescreen for that

role (see the ‘EMS as a Participant’ document for guidance).

Select Your User Role

Your account has more than one role associated with it. Please choose which role you would like to use for this session:

PARTICIPANT

RESEARCHER

When you are ready to go into the system as a researcher click on the Researcher

box.

Human Subject Privacy Notice

What follows is a very small description but this is one of the most important
agreements that you will make in your time with us, so you must ensure that you

understand it fully.

Human Subjects/Privacy Policy

Note: You must read this policy and acknowledge it to continue using the system.

Important Human Subject and Privacy Policy Notice

This website complies with various privacy and data protection rules and is governed by European Union regulations covering human subject research and data privacy. It complies
with the OECD Guidelines on the Protection of Privacy and the European Union Directive on Data Protection. Please read the information below carefully. and contact the person listed
in the Contact Information of this notice for more information.

As a person responsible for research studies, you should also review the manuals and guidelines provided to you by your institution or department.

Contact Information

If you have any further questions about these rules, or your rights and responsibilities, please contact:Paul.hutchings@smu.ac.uk
You must acknowledge and agree to these terms before you may use the system. If you have any guestions, you should contact the contact person listed above before you
acknowledge the agreement.

Have you read the policies above, and do you agree to the terms?

As a researcher you are going to collect data from participants, and you MUST treat

these data with the respect they deserve, with regard to your ethical considerations



and your compliance with GDPR and OECD guidelines. By clicking yes you are
agreeing to abide by these guidelines, which are available from your Moodle pages
and the university research pages. If you are in any doubt about any of these
guidelines you should consult them prior to agreeing, but you must agree to this in

order to gain access to the system.

Once inside the system you will want to change your password if you have not
already done so in the Participant function. Your new password needs to be a

minimum of eight characters.

EMS as a Researcher
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Adding a New Study:

e Select the ‘add new study’ in top tab

e Must first choose the type of study you are going to be running. Most will be

standard studies. However, a number of types of study are available, and so

this should be discussed with your supervisor beforehand.

e All studies should be ‘CREDIT’ studies. No dissertation studies running

through EMS should be paid unless previously agreed by the

Supervisor/Principal Investigator and Ethics Committee.

Select Study Type

To add a new study. you must first select the type of study you would like to add as well as the compensation type. You may not change the study type or the compensation type once
you have added it. 50 please be sure to select the correct options now.

@ 7 you are conducting your study over videoconference. like Zoom, Webex, or a similar tool, set it up as either a & Standard Study or a B[ Multi-Part Standard Study.

Standard Study

Multi-Part Standard
Study

Online External Study

Multi-Part Online
External Study

Online Internal Survey
Study

BB

i

A study that is scheduled to take place at a specific time. in a specific place or over videoconference. and where there is only one part to
the study that participants will participate in.

O Paid

@ Credit

A study that is scheduled to take place at a specific time, in a specific place or over videoconference, in multiple parts. The different parts
may be scheduled to take place a specified number of days apart. and a participant must sign up for all parts of the study at one time.

EE Two-Part: ) Paid
BEEBThree-Part ) paid

EEBB Four-Part: () Paid

(O Credit
(O Credit

O Credit

An online study located on ancther website like Qualtrics, SurveyMonkey, or any other website.

O Paid

(O Credit

An online study located on ancther website like Qualtrics, SurveyMonkey. or any other website, in multiple parts. The different parts
may be scheduled to take place a specified number of days apart. and a participant must sign up for all parts of the study at one time.

@ @ Two-Part: © Paid
m@mThree-Part: () Paid
Four-Part: () Paid

O Credit
(O Credit

O Credit

An online survey study where the questions are set up in the system.

o Paid

O Credit

Basic Study Information:

e The name of the study should be in the following format:
CAMPUS_credit RESARCHER INITIALS e.g., SWAN_credit KES

e Please note that the campus codes are SWAN (Swansea) and CARM

(Carmarthen). It is particularly important that the two campuses are

distinguished between for research taking place in a physical location and so

this must be clear. No study will be made available on EMS that does not

follow this naming format.



Study Information

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 approve a new study so that it is visible to participants.

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

Basic Study Information
Study Name
(Participants see the list of studies in random order not alphabetical order.)

Brief Abstract
(Up to 255 characters, optional)

Detailed Description
(Up to 15,000 characters, optional)

Eligibility Requirements None

Duration (Minutes) 15

Credits

(Credits must be evenly divisible by 1)

Timeslot Usage Limit 100 Hours (only the administrator may change this value)

Abstract:

e All researchers MUST provide an abstract for their study outlining what

participants will be doing, i.e., a questionnaire and a computer based task.
Detailed Description:

e Gives the participants more information if it is necessary, e.g., completing
guestionnaires about suicide related issues would need to inform potential
participants that the study covers issues of suicide and state something along
the lines of ‘If you feel that this subject would upset or offend you please do
not sign up for this study.’

¢ You should always fill in this detailed description.

Eligibility Requirements:

e This is set to ‘None’ by default — try not to use this unless it is necessary



e Any eligibility requirements (e.g., ‘must be female’ or ‘must not have corrected
vision’) must be agreed by your supervisor prior to the start of the study and
must be for a scientifically valid reason, not just because it makes your life

easier as a researcher.

Duration and Credits:

e Researchers should be aware of exactly how long their study is going to take
(i.e., you should run a practice/pilot study with a few participants (or
friends/family/etc.) and record the length of time it takes on AVERAGE to
complete all aspects of the study.

e Currently 1 credit = 15 minutes and multiples thereof — DO NOT offer
additional credit that does not match the time required for your study; this
constitutes bribery and is a highly unethical practice. If a study takes 20
minutes then you should offer two credits but should set the timeslot for
between 20 — 30 minutes; any study found to be offering inappropriate

number of credits against timeslot allocations will be immediately suspended.

Preparation:

e Only use this if your participants are expected to do something before they

participate in your study. Otherwise, leave it set to ‘none’.

Researcher and Principal Investigator:

e Your name as a researcher should already be selected in the right hand box

— the Principle investigator will be your dissertation/academic supervisor.

SREC Approval Code:

e DO NOTFILL THIS IN
e This section is ONLY completed by your supervisor once your study has

been approved by them.



Approved?

e Your study will not be approved until your supervisor has sent a request to
Psych Labs. INDIVIDUAL STUDENTS SHOULD NOT REQUEST
APPROVAL.

e Once your supervisor has sent the approval request, and this has been
accepted by the system, the study is ready to go live and be available for

participants to sign up.

Please note that, when contacting Psych labs or your supervisor to gain extra
credits, have a study approved etc., it is possible that you will have to wait for up to
72 hours before your request is actioned. Therefore, you need to plan ahead

accordingly.

Once your study is approved you must make it active; participants will not be able to
see inactive studies. At Psychlabs the number one query we get from students is
why participants are not signing up to their study, and it is almost always because
they have forgotten to make their study active! Because some researchers may have
their study approved but not wish to make it active, Psychlabs will not make a study

active — this is the responsibility of the researcher alone.

Advanced Settings:

Most studies will not need many advanced setting but please review all of the

options in this section to ensure you have not missed anything



Advanced Settings

Pre-Requisites @ Participants must participate in ALL of these studies before they may sign up

(O Participants must participate in AT LEAST ONE of these studies before they may sign up

My Studies ~ All Studies

Available Selected

Participants must not have completed or have a pending sign-up for ANY of these studies:

My Studies ~ All Studies

Disqualifiers

Available Selected

Particinants must be in one of these courses:
Pre-requisites:

e There should not be any pre-requisites needed unless you are using multi-

part studies. Again, discuss this with your supervisor first.

Disqualifiers:

e If there is another study that is similar to yours or measuring the same things
you can choose to eliminate participants and not allow them to sign up to your
study if they have already signed up to the other one. For example, if you
know that a study is running on Facebook use and your study is on Facebook
use, you may not want participants to sign up to your study having already

been given a debrief for the other study.



Course restrictions:

e This must be applied to any study being carried out in a physical, campus
based location (e.g., researchers who are carrying out studies on the
Swansea campus should select ‘Level 4 Swansea’, ‘Level 5 Swansea’, and
‘Level 6 Swansea’ as their Course Restriction — each research study will only
appear to those participants in the selected courses).

e Researchers carrying out online studies can select all courses as any

participant can take part in these studies.

Invitation Code:

e An invitation code is needed if you are going to use pre-screen results to
select specific participants (Read on to find out how to use the pre-screen

results).

Participant Sign-Up Deadline:

e This is automatically set to 24 hours — so participants would not be able to
sign up to you study in the 24 hour period before the time/date of your study.

e You may want to change this to as long or short as you wish, but be careful
when doing this. If a participant signs up at short notice and you are not
keeping an eye on things or are not available, then you will have to credit the

participant and lose out on the opportunity to collect that participants data.

Email notification:

e |tis a good idea to set this to ‘yes — for sign-ups and cancellations’ to ensure

you will be informed of any changes regarding your studies and participants.

Finally you can add your study to save your progress this far. Please remember,

your study will not be active and appear to participants until it has been approved.
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At this point you need to contact your supervisor to approve the study if you are

confident you have correctly completed your study setup.

Online Studies:

Setting Up an Internal Online Study:

Select Study Type

To add a new study, you must first select the type of study you would like to add as well as the compensation type. You may not change the study type or the compensation type once
you have added it, so please be sure to select the correct options now.

I1 If you are conducting your study over videoconference, like Zoom, Webex, or a similar tool, set it up as either a & Standard Study or a B B Multi-Part Standard Study.

Standard Study

Multi-Part Standard
Study

Online External Study

5

Multi-Part Online
External Study

A study that is scheduled to take place at a specific time, in a specific place or over videoconference, and where there is cnly cne part to
the study that participants will participate in.

O Paid
@ Credit

A study that is scheduled to take place at a specific time, in a specific place or over videoconference, in multiple parts. The different parts
may be scheduled to take place a specified number of days apart, and a participant must sign up for all parts of the study at one time.

EE Two-Part: O Paid (O Credit
EEBThree-Part: () Paid () Credit
BEEEFour-Part () Paid () Credit

An online study located on another website like Qualtrics, SurveyMonkey, or any other website.
O Paid

(O Credit

An online study located on another website like Qualtrics, SurveyMonkey, or any other website, in multiple parts. The different parts

QOnline Internal Survey
Study

O]

may be scheduled to take place a specified number of days apart, and a participant must sign up for all parts of the study at one time.
& @ Two-Part: (O Paid (O Credit
B @@Three-Partt () Paid (O Credit
Four-Part: () Paid (O Credit

An online survey study where the guestions are set up in the system.
O Paid

O Credit

e This is where your Questionnaires will be completed by participants through

the EMS system. This is ideal for simple likert-type questionnaires that do not

require branching, skip logics etc. Questionnaires created through the internal

survey function are only available to participants in the EMS panel (no-one

without access to EMS can complete them).

e This is initially set up in the same way as a lab based study, however you

need to select ‘Online Internal Survey Study’ on the first page and then follow

the above steps to complete the study setup.

e Once you have completed all steps you can add your survey by selecting

‘Update Online Survey’ on the Study Information page.
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e You must add Introductory and Closing Text (which will act as your Debrief),
and your specific Questionnaire questions.

e Each question can either be single choice, multiple choice or a free text box

e Review all sections and questions to ensure no errors.

e Once complete, consult your supervisor for approval.

Setting Up an External Online Study:

Select Study Type

To add a new study. you must first select the type of study you would like to add as well as the compensation type. You may not change the study type or the compensation type once
you have added it, so please be sure to select the correct options now.

I1 If you are conducting your study over videoconference, like Zoom, Webex, or a similar tool, set it up as either a & Standard Study or a £l Multi-Part Standard Study.

A study that is scheduled to take place at a specific time, in a specific place or over videoconference, and where there is only one part to

Standard Study the study that participants will participate in.

O Paid

@ Credit

A study that is scheduled to take place at a specific time, in a specific place or over videoconference, in multiple parts. The different parts

Multi-Part Standard
may be scheduled to take place a specified number of days apart, and a participant must sign up for all parts of the study at one time.

Study

EE Two-Part: O Paid O Credit
BEBThree-Part: () Paid (O Credit

EEHBHEFour-Part ) Paid___ (O Credit

An online study located on another website like Qualtrics, SurveyMonkey, or any other website.

@

O Paid

(O Credit

An online study located on another website like Qualtrics, SurveyMonkey, or any other website, in multiple parts. The different parts

Multi-Part Online
may be scheduled to take place a specified number of days apart, and a participant must sign up for all parts of the study at one time.

External Study

E

@ & Two-Part: (O Paid (O Credit
mEmThreePartt ) Paid (O Credit

Four-Part: () Paid (O Credit

Online Internal Survey An online survey study where the guestions are set up in the system.
StUd D
Y ) Paid
——— -
O Credit

e This is where your Questionnaires will be completed by participants through
an external source, such as Qualtrics. This is preferable for more complex
guestionnaires requiring multiple parts, or those that require branching and/or
skip logic as part of their structure, or any questionnaire that is designed to go

beyond the participant panel.

e This is initially set up in the same way as a lab based study, however you
need to select ‘Online External Study’ on the first page and then follow the

above steps to complete the study setup.

12



In the Advanced Settings you simply need to insert the link to your online

survey into the ‘Study URL’ box.

When participants click on the link they are taken directly to your external

guestionnaire.

You should follow the instructions provided by EMS and Qualtrics for how to
allocate credits directly upon completion of the study. If you do not do this
then it is your responsibility as a researcher to individually award credit to

participants.

Booking Time in a Lab (Swansea Campus):

For lab-based studies in Swansea, once your study has been approved and you are

ready to start running your study you can add time slots for participants to sign up to.

However, before you do this, you must book yourself into your assigned lab using

the Lab Booking link displayed on the Dissertation Moodle page.

Booking into a Lab:

To book a lab you must first email Psychlabs@uwtsd.ac.uk with your study

requirements e.g., if you need SuperLab, or space for an interview, a voice
recorder etc. Psychlabs will then allocate a lab to you, and you must ensure
that you only book this allocated lab when making your lab bookings.

On the Dissertation Moodle page you will find the lab booking link. Choose the
lab allocated to you and the available times will be displayed — you can select
the times that you need for the week. Please make sure that you turn up to all
sessions that you book; researchers who book lab space and then do not use
it without good reason will have their ability to book lab space suspended.

o If you book lab space and then find that you will be unable to use it
please email Psychlabs as soon as possible to cancel the booking so
that the lab availability can be opened up to other students.

For each week, the lab booking system opens on the Monday morning the

week before, and closes on the Sunday, i.e., for lab bookings during the week
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of Monday 14" — Friday 18" November, the booking system will be open from
Monday 7" — Sunday 13™ November.

Booking Time in a Lab (Carmarthen Campus):

Please consult your supervisor directly regarding lab availability on the Carmarthen
campus. For students on the Carmarthen campus who wish to use the facilities in

Swansea, please contact Psychlabs@uwtsd.ac.uk via email, copying in your

supervisor, with details of your query or request.

Adding Timeslots (All campuses):

Once you have booked your time in the lab through the Qualtrics Lab Booking

System, you can add your time slots for participants on the EMS.

e On the ‘My Studies’ tab you need to select ‘View/Administer Time Slots’.

e Here you can either add a single time slot or multiple time slots:

Adding a Single Timeslot:

e Select the date and the start time of your time slot — the end time will
automatically generate depending upon your study duration. Please be aware
the EMS uses a 24 hour clock, so adding a time in for 01:00 will be for
lam!

e You also need to select the location of your study — your lab allocation and
access key will be provided to you at the beginning of the year (Swansea). It
is important to only book into the lab you have access to. Please note, any
timeslots added to Labs that you are not authorised to use will be
deleted.

Adding Multiple Time Slots:

Again, you need to select the date and start time.
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e Here you need to add your required number of time slots for that session
(e.g., if you are adding timeslots for a block of 2 hours, and your study is
30 minutes in duration, you need to add 3 timeslots with appropriate
cleaning and preparation time allowed for between timeslots).

e If you tick ‘Yes’ to ‘Move timeslots to business hours?’ then you will only

be able to add timeslots between the lab opening times (9am-5pm).

e With standard Lab based or Interview studies you will only require one
Participant at a time — this can be changed if you are carrying out a study
that requires multiple participants (e.g., a Focus Group). Please note that
research involving groups of more than four participants cannot take
place in the lab environment and so room booking for this type of

research should be discussed with the supervisor.

e You should add time between each slot in order to clean and set up the
lab for the next participant. Please factor this into your allotted lab time

—anything beyond your allotted time will be deleted.
e Again, select your location.

e You can copy the added timeslots to specific weeks in the future —
however, be aware you may not have access to the Labs at the same
times each week.

e |[tis important to remember that there will possibly someone in the same
lab before or after you will be using it — please consider this when adding
your timeslots as you need to build in time to set up and shut down your

study.

It is important to note, you must NOT add timeslots onto the EMS without first

booking into your lab via the Qualtrics link.
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Important COVID-19 notice

Due to the ongoing COVID-19 situation it will be necessary this year for strict
guidelines to be issued regarding lab safety, opening times, availability etc.,
and this may change at short notice. A document of up-to-date notices will be
kept in the EMS tile on Programme Moodle pages and researchers should refer
to this document frequently to ensure that they keep up to date with any

changes required to the functioning of the labs.
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