SONA User Management

Adding Users

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!

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”.

Universitat
Bremen

Select Your User Role

Your

PARTICIPANT

RESEARCHER

INSTRUCTOR

ADMINISTRATOR

Universitat
Bremen

Overview Analyre prescreen Responses e

H: 2

Administrator Tip of the Day

To select specific users for deletion, use Batch User Delete
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Please fill in all required Universitét
fields. The user ID is the part LU) premen
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 e —
YES so that the new user

receives their login
information.

Add A New User : Researcher

You may aiso use the data impert option if you would fike to add many users atonce from an import file

All fields are required unless marked othenwise.

First Name John

Last Name Doe

Suni-oremen.de

University 1D Number (optional

Finally, click "Save Changes"

AG Kiinische Psychologie und Psychotherapie des Erwachsenenaiterns
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Email user with their login information? @Yes ONo

Delete Users

WARNING! PLEASE DELETE U
ONLY THE USERS WHO
B E Lo N G TO YO U R Nils-Henrik Stover (Administrator)
WORKGROUP! e ddNew ser

Name, User ID or Email New Participant (Student)

Select “Batch User Delete” et

New Instructor

Filter by User Status ® All Users User Type: Participant
New Administrator
Active Users @ Researcher
Inactive Users Instructor

Batch User impart
Administrator

ALL

Getall results

[




Click the "All Researchers" tab LUJ Unidersitat
and filter by "Admin

comments." Select all the
users you want to delete from
your workspace by checking Bitch User Deltion

t h e b oxes on th eri ht Listed below are all users of the chosen type. Choose the users you would like to delete. In some cases, the Delete option for that user may not be available, usually because that user
. has studies linked to their account. Users who have the administrator role are not listed.

Then click the red "Delete
selected users" button in the

2 user Account Creation

bottom ri g ht corner. # Name Type Date Last Login Date | Admin Comments Studies  Delete
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