
SONA User Management

Adding Users

After login please chose
„Administrator“. 

Go to „User Management“ 
and select „View and Edit 
Users“.

You can also click the shortcut
„Add, edit or search for users“ 
at the bottom of the page.

Select „New Researcher“.

ATTENTION! Please add only
researcher accounts! Only main
admin (psystud@uni-bremen.de) 
or his representative is authorized
to create administrator accounts. 
Please add only new users who
are assigned to your research
group. You are responsible for
immediately deleting accounts
when users leave the research
group or complete their project!
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Please fill in all required 
fields. The user ID is the part 
that comes before @uni-
bremen.de. Please leave the 
password fields blank.
Under "Admin Comments," 
please enter the user's 
assigned workgroup.
Make sure the radio button 
next to "Email User with their 
login information" is set to 
YES so that the new user 
receives their login 
information.

Finally, click "Save Changes"

Delete Users

Select “Batch User Delete”

WARNING! PLEASE DELETE 
ONLY THE USERS WHO 
BELONG TO YOUR 
WORKGROUP!
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Click the "All Researchers" tab 
and filter by "Admin 
comments." Select all the 
users you want to delete from 
your workspace by checking 
the boxes on the right.

Then click the red "Delete 
selected users" button in the 
bottom right corner.
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