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This guide is a compilation of knowledge created with the assistance of many students from the 

psychology department and its upkeep falls on the current graduate advisors. 

Graduate Advisors in charge of current revisions: Thomas Taylor and Rosa Kesner 

With assistance from Hunter Klevgard, Kathryn Schrantz, Evelyn Stratmoen, Loranda Green, 

Elizabeth Achemire, and many others. 

All information contained is subject to change at any time. Anyone wishing to utilize any 

equipment, space, or resources from the lab are expected to abide by the usage rules and 

regulations contained within.  

 

 

 

In memory of Bonnie Hansen 

April 10, 2014 
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Note to Students:  

Psychology, like other forms of scientific research and study, requires a strong work 

ethic, which means spending much time and effort reading and working in the lab or at 

the computer.  As you proceed through your career, you will find that most good 

researchers are diligent workers with obstinacy, determination, curiosity, and common 

sense.  This lab is provided to encourage development in these areas and to assist in 

developing relationships that may transcend beyond the time spent at University of 

Central Oklahoma (UCO).  

    

You would not be here if you did not have success in your field as your personal goal. 

Because it is this department’s goal, and the overall goal of  UCO, to produce high 

quality researchers who can make significant contributions to their fields as well as 

humanity, it is expected that students training in this lab show considerable progress in 

attaining any targets set before them. The pages following are some expectations and 

guidelines for day-to-day research conduct that will help you achieve all desired goals. 

 

Failure to adhere to the guidelines may result in being verbally reprimanded.  If the 

behavior continues, written notification of revocation of lab privileges will result. Failure 

to make corrections to inappropriate behavior or technique may also result in academic 

consequences including, but not limited to, suspension from the program. 
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Welcome 

The Dynamics and Cognition Lab is located on the 3rd floor in the education building in room 

309. The use of this laboratory is a privilege granted to the members of the psychology 

department for experimental and/or educational services. In order to allow as many people as 

possible to utilize the lab in an environmentally controlled manor there are some rules that must 

be observed. 

1. The bulletin board outside the lab has information containing important dates and times 

on it.  It is a good first stop for resources pertaining to psychology programs, Psyence 

Friday schedules, job openings, and any other information the GS’s or professors wish to 

pass on. It is good practice to check this board once a week for any updates. 

 

2. The Lab is a controlled 

access area. This is to 

ensure quality data 

extraction and provide a 

good environment for 

study.  To obtain access 

please follow the 

following steps. 
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a. Entering the lab should always be performed in a quiet and respectful manor so as 

not to interrupt work in progress. There are 3 levels of access to the lab as 

follows. 

 

i. If the lab door is open you may enter and leave freely. 

 

ii. If the lab door is closed but the light is on and the gate is not in front of the 

door, knock and wait for one of the occupants to assist you.  

 

iii. If the lab door is 

closed and the 

gate is in front of 

it please sit in the 

waiting section 

until informed 

that it is once 

again safe to enter 

the lab. 

 

3. No food or drinks without a screw on lid allowed in the lab. 

 

4. Maintain security. Please close and lock all doors when you are the last to leave. 

 



DYNAMICS AND COGNITION LAB MANUAL 8 

 

5. Please conserve our resources. If you do not need to print, open a new box of electrodes, 

use any expendable resource, etc.…  DON’T! 

 

6. Be frugal: the department may be willing to purchase some of the supplies you require as 

long as it meets the following requirements. 

 

a. It has to be reusable and useful to the department. 

 

b. It has to be justifiable for your experiment.  

 

c. It becomes property of the lab and is made available to anyone that has need of 

the item. 

 

d. All purchases are at the department’s discretion.   Acceptance and rejection can be 

determined by the powers that be without providing reason. 

  

7. All programs placed on computers should be licensed and paid for appropriately. Group 

computers should never be used for computer games. 

 

8. All items produced for use in the lab or stored in the lab must be properly labeled and 

approved through the proper authorities. 
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9. Personal Hygiene: Although not customary in all countries, Americans generally bathe at 

least several times per week. As a result, many Americans are offended by the infrequent 

bathing habits of others (whether Americans or internationals). Thus, you may be leaving 

a negative impression of yourself without ever knowing it. Unfortunately, bad 

impressions are often difficult to overcome. Likewise, be sure to use an underarm 

deodorant since most Americans find body odor to be most offensive. I have seen people 

causing themselves to be ostracized by others simply because of poor personal hygiene 

habits. 

 

10. Harassment: All forms of harassment (sexual or otherwise) will be subject to a zero 

tolerance policy as per UCO guidelines and will be reported to appropriate authorities.   

 

11. Unless directed by a professor, Graduate Assistants are the final say in the lab. If you are 

asked at any point to perform any reasonable action you will be expected to comply. This 

includes request to leave. 

 

http://www.uco.edu/academic-affairs/files/faculty-handbook/Appendix-I-2013FH.pdf
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Lab Space Sign-Out Procedures 

The lab is designed for Undergraduate and Graduate students to conduct experiments as well as a 

place to study quietly. If you are conducting research, you MUST check out lab space in this 

notebook before you setup timeslots in SONA. If there is a discrepancy, this notebook will be 

considered the authority by the Graduate Assistant as to who has access to the space.  

We ask that you treat the space and others with respect and courtesy. This means to be mindful 

of your volume while speaking with others as well as cleaning up the space once you are 

finished.  

There are no open drink containers or food allowed at any time. If you are seen breaking this 

rule, you will be required to throw away any and all food and drink.  

When checking out lab space:  

1. Only use pencil. Do not use pen. 

2. Only 3 hour blocks maybe checked out at a time. 

3. Print your initials in the timeslots you are checking out. 

4. If something happens and you no longer need the space, please erase your initials. This 

is to communicate and allow others to use the space. 

5. If you are planning to use the lab after normal hours (8am-5pm), make sure you are 

able to access the lab. It is your responsibility to ensure you have access after-hours. If 

you have any questions, please contact one of the Graduate Assistants or your advisor. 

 

On the following page is a diagram of the layout of the Experimental Lab. Room 9 is used as the 

Graduate Assistants’ Office.  Room 7 has two additional Cubes inside, and is labeled as a Group 

Room. It is preferred that more than one person use this room at a time (for group study/work).  

If you have other questions, please contact the Graduate Assistants (EDU 309, Room 9) or Dr. 

Vanhoy (EDU 303D). 
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EDU 309 Lab Layout 

 

Room 7 

 

Group Preference 

Room 6 Room 5 

 Cube 4 

Room 8 Open 

Area 
Cube 3 

Room 9 

 

 

 Cube 2 

 Cube 1 
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Sign-Out Sheet 

Date: _______________________________ 

Time Cube 1 Cube 2 Cube 3 Cube 4 Room 5 Room 6 Room 7 

*Group* 

Room 8 Room 9 

*GA* 

8:00am          

8:30          

9:00          

9:30          

10:00          

10:30          

11:00          

11:30          

12:00pm          

12:30          

1:00          

1:30          

2:00          

2:30          

3:00          

3:30          

4:00          

4:30          

5:00          

5:30          

6:00          

6:30          

7:00          
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Lab Equipment Sign-Out Procedures 

The lab is designed for both Undergraduate and Graduate students to conduct experiments. As 

such we have many items that will assist one in their experimental progress.   

 

1. This equipment may be checked out by any member in good standing with the 

department of psychology.   

 

2. To check out an item one needs to demonstrate the knowledge required to operate the 

item in question and gain approval from the proper authorities. 

 

3.  Equipment should always be returned in the condition it was when it was checked out 

 

4. Unless specified by an approving authority all items must be returned by 5:00 on the day 

they are checked out.  

 

5. Any addition wear and tear on the item will be the responsibility of the person who 

signed for the item. 

 

6. Checking out the item: The person wishing to be responsible for the item should ask for 

an approving authority to sign the item back into the lab by initialing the Check In box on 

the sign out sheet.  

 

7. Returning the item: The person responsible for the item should ask for an approving 

authority to sign the item back into the lab by initialing the Check In box on the sign out 

sheet.  

 

8. Approving authorities include the professor who operates the item, graduate assistants, 

and research assistants. 

 

9. Damaged to items can result in academic penalties including, but not limited to, academic 

suspension pending a conduct committee hearing.    

  



DYNAMICS AND COGNITION LAB MANUAL 14 

 

Lab Equipment Sign-Out Sheet 
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Data Stations 

 

1. There are currently four data 

stations in the main room and 

the option for an additional 

two in room 7. 

 

2. It is the researcher’s 

responsibility to insure the 

data stations are returned to 

their original position.    

 

3. Do not walk up to people in the cubicles and start talking (also 

known as popping in). The researcher should first address you so 

that you know they are not active in an 

experiment. 

 

4. The walls of the cubicle may be 

extended by researchers as needed. When 

separating dividers do so while holding 

the magnetic strips so they are not pulled 

from their respective slots. It is the 

researcher’s responsibility to return them 

to their original location. 

 

5. When leaving the room, return the mouse to the keyboard tray and 

push it back under the table, even if you are leaving for a brief 

period.  
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The Experiment Rooms 

 

1. It is the researcher’s 

responsibility to insure the room 

is returned to its original 

position.  
 

2. Do not walk up to people in the 

rooms/data stations and start 

talking (also known as popping 

in). The researcher should first 

address you so that you know 

they are not active in an 

experiment.      

 

3. There are currently five rooms 

in the cognition lab. There are 

three single participant rooms: 

room 5, 6, 8, and 9.  

 

4. There is one group room (room 

7) with the option of 

transforming the area into four 

data stations. There are only two 

computer stations in this room.  

 

5. The walls of the cubicle may be 

extended by researchers as 

needed. When separating 

dividers do so while holding the 

magnetic strips so they are not 

pulled from their respective 

slots. It is the researcher’s 

Room 6 

Room 5 

Room 8 

Room 7 (Group Room) 
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responsibility to return them to 

their original location. 

 

6. When leaving the room, return 

the mouse to the keyboard tray 

and push it back under the table, 

even if you are leaving for a 

brief period.  

 

7. There is a trash can located in 

each room for participant use 

only! It is the experimenter’s 

responsibility to empty the trash 

can and return it to its upside 

down position when done with 

the room. 
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Protecting Human Research Participants (PHRP) 

Step 1:  In web browser type http://phrp.nihtraining.com/users/login.php to the Protecting 

Human Research Participants (PHRP) website.  

Step 2:  Log in (If new to the site, you will be required to register as a new user.)  

Step 3:  Follow on screen directions which explain how to complete the course and print out 

certificate of completion.  
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If you are a new user this what you will have to do to register (STEP 2) 

 

 

 

Step 4: Complete each of the required modules and attain a passing score. 
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Step 5: Once complicated, you will be shown a certificate that you can print. 

Step 6: This certification is only valid for two years, repeat steps as list to renew your 

certification.  

Step 7: Attach a copy in your Institutional Review Board application. A copy should be given to 

the Graduate Assistants to be kept in the lab. Keep a copy for your personal records.  
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Institutional Review Board 

The Institutional Review Board (IRB) is the governing body for all research concerning human 

subjects. An IRB is required by law at every institution that does research with humans and 

receives federal money. You must fill out an IRB application every time you do a research 

project. An instruction PDF with all the information required may be located at 

http://tinyurl.com/UCOIRB. 

1. You MUST know your design in order to fill out an IRB application! 

  

2. The IRB is the overseeing body of research conducted with human subjects. 

3. It is operated out of UCO’s Office of Research Compliance.  

a. Director: Dr. Robert Mather,  

i. Office: EDU 314, Box 176 

ii. (405) 974-5474 

iii.  Email: rmather@uco.edu  

b. Coordinator: Pam Lumen 

i. Office: NUC 341, BOX 132 

ii. (405) 974-5497 or (405) 974-5479 

iii. Email: irb@uco.edu   

4. 3 different types of review 

a. Exempt Projects 

i. Pose minimal risks to participants and have no identifying information 

ii. Includes existing data, publically available data, or data used for evaluation 

purposes.  

iii. Exempt projects still require an IRB application. 

b. Expedited Review 

i. No more than minimal risk posed to the participants. 

ii. Involves behavioral or physiological measures. 

iii. These will be reviewed by one or more board members. 

c. Full Board Review 

http://www.uco.edu/academic-affairs/research-compliance/board.asp
http://www.uco.edu/academic-affairs/research-compliance/files/documents/UCO%20IRB%20Application%20Word%209.docx
http://tinyurl.com/UCOIRB
mailto:rmather@uco.edu
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i. Involve more than minimal risk (deception) to participants or involve 

vulnerable populations such as children, prisoners, pregnant women, and 

fetuses.  

ii. The full IRB board will meet to review the application. 

iii. DUE 10 DAYS BEFORE EACH IRB MEETING. 

1. Meetings are the first Wednesday of every month.   

5. Required forms 

a. The IRB application  

b. Informed Consent Form 

c. PHRP certificates 

i. Yours, the co-PI’s, and any confederates 

ii. Dr. Vanhoy’s PHRP form is in the lab. 

d. Debriefing  

e. Any measures/scales 

f. The scripts that will be used in your study.  

g. Personnel Agreement if you have confederates/RA’s 

i. Located in the lab.  

h. SONA screenshot of your study information   

6. Required signatures 

a. Yours, as the primary investigator. 

b. The co-PI’s and/or faculty mentor’s (Dr. Vanhoy). 

c. The Department Chair (Dr. Hamlin). 

i. Give your completed IRB application with your signature, the co-PI’s 

signature, and your faculty mentor’s signature to Dr. Hamlin (EDU 221B, 

Box 85) and Dr. Machell (EDU 213, Box 106).  

d. The Dean (Dr. Machell)  

i. See C(i) 

e. Give yourself AT LEAST one day per signature. 

http://phrp.nihtraining.com/users/login.php
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f. Submit one hard copy of the application with signatures to NUC 341, Box 132 and 

one electronic version (as an attachment to e-mail in Microsoft Word format) to 

irb@uco.edu.  

7. Suggestions! 

a. Be concise.  

i. Provide an appropriate literature review to address the issue but do not go 

overboard. 

b. Provide a very detailed procedure. 

i. They want to know exactly what you will do to your participants.  

c. Turn in the application AS SOON AS POSSIBLE. 

i. This is especially important if you are using deception. The full board only 

meets once a month and the application does not immediately get approved 

following the meeting.  

8. Once your IRB is approved, forward the approval email to experimentrak@uco.edu.  

a. You may not proceed with your research until written approval has been given by 

the UCO Institutional Review Board in the form of a formal letter or via e-mail 

notification. Only stamped, approved consent forms can be used. 

b. Should any questions arise, first ask you’re GA or RA and then you may forward 

any remaining questions to Ms. Jamie Peno, UCO IRB Manager, at 974-5479, or 

Pam Lumen, Compliance Coordinator, at 974-5497, or e-mail irb@uco.edu. 

  

mailto:irb@uco.edu
mailto:experimentrak@uco.edu
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SONA 

SONA is the online participant recruitment software that we utilize. Your study must be listed on 

there in order to collect participants from the General Psychology pool. Other recruitment 

options are available, but SONA is the most commonly used and tends to be readily approved by 

the IRB. 

 

1. In order to be listed as a researcher on SONA, you must email the 

experimentrak@uco.edu with your UCO email to get added. 

  

- you will be emailed with log-information after you have been added 

 

2. The website for our SONA is https://uco.sona-systems.com/.  

 

3. It will bring you to this page. 

 
 

mailto:experimentrak@uco.edu
https://uco.sona-systems.com/
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4. You will log in to SONA using your UCO email and the generated password (SONA 

will email this to you). 

5. You will then go to “Add New Study” under the “studies” drop down to create your 

study information.   
 

 
 

6. You will choose which type of study fits yours the best (standard is the default). 
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7. You will then enter in your information. 
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8. Your study information should look similar to this. Make your title something vague that 

hints at what your study is about. Do NOT give a full lit review in your description. Do 

NOT tell them your hypothesis in your description. Simply state what the participant will 

be doing. It must be at least 60 minutes long to be worth one research credit (even if the 

study doesn’t actually take that long).  Click on Modify Restrictions, select age, and 

select every age 18 and above.  
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9. Screenshot your page that looks like the one above and submit it with your IRB 

 

10. Select “submit for approval” in order for Dr. Vanhoy to approve it.  
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Semester SONA Maintenance (first week of class) 

 

1. Select “Add, modify, or delete courses” located under “Setup” at the bottom of the home 

page on SONA.

 
 

2. Delete courses from the previous semester by clicking “Yes” located under “Delete?” 
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3. All gen psych classes offered for the new semester can be located in the class schedule on 

the UCO website.  

 
 

4. Select “Psychology” located on the left hand side, the gen psych classes will be listed 

first. 

 
 

5. Scroll down to “New Courses” and add all new gen psych courses. Add the professors 

name, course name, CRN, and days the course is offered (Lack – Gen Psych – 22222 –

MWF). Then add “5” under “Credits Required” and select the professor. 

http://www2.uco.edu/registrar/sched/
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6. After all old courses have been selected to delete and the new courses have been added, 

select “Save Changes.” 



DYNAMICS AND COGNITION LAB MANUAL 33 

 

Adding people to SONA 

 

1. Select “Add, edit, or search for users” located under “User Management” at the bottom of 

the home page on SONA. 

 
2. Select which type of user you would like to add under “Add New User” on the right side 

of that page. 
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- Usually participants add themselves to SONA, but if for some odd reason you have 

to manually add someone, do the following: 

Add their first and last name as well as their UCO email. (it has to be their UCO 

email). 

 
Do not add a password, alternate email, or phone number. SONA will automatically 

generate a password for them. Select the course they’re in, leave “Credits Earned” as 

“0” unless instructed otherwise by their professor. 
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Leave a comment if you must, possibly regarding why you had to add them 

manually. Do not limit their research unless instructed otherwise. Leave them as 

active, and select “yes” to emailing them their login information. 

 
Once all the information is entered correctly, click “Save Changes.” 
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Poster Printing 
The Dynamics lab is in charge of printing posters for the psychology department.  The poster 

printer is located in room 309.  

 

Requester 

1. Posters are sent to experimentrak@uco.edu. The Graduate Assistant has access to this 

email and will email the posters to RA's or other members of the lab if they are printing 

them.  

 

2. Posters are to be sent 10 business days prior to the date they are needed (this rarely 

happens but it is the rule). 

 

 

3. Check the size.  Posters cannot be any bigger than 41x96 or 96x41.  You do this in 

PowerPoint by going to Design - Page Setup.  It will show you the size they have 

made the poster.  In Adobe, the print function will show you. 

Printer 

 

4. Go to the poster printer room and pull up the poster on the computer. 

 

5. The poster should be in PowerPoint or PDF format.  

 

6. Check the background color.  If the color is all black or another dark color, the poster 

needs to be emailed back to the student. Dark colors are not allowed for the whole 

background. 

 

7. Print the poster.  In PowerPoint, go to properties and change the sizes to match the 

sizes on the poster.  This will give you less to trim.  You cannot do this in PDF.  

 

8. If the poster does not print, you have a few options. 

     A.  Go back and select everything (in PowerPoint) and try again. Sometimes this  

  works. 

      B.  If it is a PowerPoint and it is not printing, you can go to “Save As a PDF” and  

  PowerPoint will convert it to a PDF file.  Usually you must do this if the poster  

  was made on a Mac.  

      C.  Keep trying. If it continually does not work, find the GA or email it back to the  

  student.  

9. Wait and wait and wait.  

 

mailto:%20experimentrak@uco.edu
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10. Once the poster has printed, you will probably have to trim it.  There is a mat cutter in 

309.  Use this to trim the edges to leave a little white on the borders or none at all, 

depending on how the rest of the poster printed. 

 

11. Roll the poster up using an old paper tube (usually there is one in the room).  Use at 

least two rubber bands to secure the poster.  

 

12. Write the student's name on a post-it note. 

 

13. Take it to Dana and tell the Graduate Assistant.  The Graduate Assistant will then 

email the student to inform them that their poster is ready for pick-up in Dana’s 

office. 

 

14. If the paper runs out, there is usually another roll in the room.  They are in big boxes 

next to the computer.  If you are going to put in the last roll, go tell Dana that you did 

so she can order more.  Take the wrapping off the new roll and remove the stickers 

keeping the paper attached.  Pull the printer away from the wall.  Remove the empty 

tube.  The poster printer has directions on how to load new paper on the screen and in 

pictures on the printer.  Follow these or ask the Graduate Assistant. 

If the ink runs out, there is more ink in a box on the cart with the computer.  Follow the 

instructions given by the printer.  Again, if it is the last one then tell Dana.  

 

Remind everyone at Psyence Friday and lab meetings that they have 10 days to send us their 

posters. Send an email to all faculty from experimentrak on the last day of deadline reminding 

them that we will no longer be printing posters. 

 

Sample Poster: 
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Department Teaching Assistant Duties 

 

 TA started pack (Get this pack from the GAs): 

o Folder for class roster and assignments 

o Expo marker  

o Highlighter 

o Pens 

 If you are TAing for SPA or Experimental you will need a deck of cards 

 

 You will need a class roster (usually made by Dr. Vanhoy) 

o If you need to make a roster, go to D2L under “classlist” where all the names of 

the students are located. 

 

 You will go into the classroom at least 5-10 minutes before class time to prepare the 

room.  This consists of the following: 

o Turn on the lights 

o Make sure there is an expo marker 

o Start up the computer 

o Drop down the projector screen 

o Turn on the projector and the Smart Board 

o Place the powerpoint remote next to the keyboard 

o Start up PowerPoint and leave it on a blank slide 

o Pull up the current class schedule (search ‘schedule’ after clicking ‘Start’ and you 

should be able to find yours (e.g., SPA FA15) (if it is not on the computer, log in 

to D2l >Class you are TAing for>Content>Class Schedule, and pull it up that 

way) 

o Sit in the back of the classroom and wait for students to come in so that you can 

take roll 

o Keep track of students who come in after Dr. Vanhoy, and count them absent 

 

 If you are sitting in for the full class, take notes of assignments, possible due dates, or 

anything you feel the students may ask you about later.  You should be able to answer 

90% of student questions (“It’s in the syllabus”), so that they do not bombard Dr. Vanhoy 

with them. 

Any papers you need to get rid of that are class-related (i.e., exams, papers, etc.) need to be 

placed in the SHRED box, located in room B (GA office). DO NOT put them in the recycle bin. 

If you are struggling with anything, or need help grading etc, the GA should be able to help you, 

or find you someone who can help you. 

 

Be prepared for class ahead of time. 

 

Know what is being done or discussed during each class period before class. 



DYNAMICS AND COGNITION LAB MANUAL 39 

 

 

Grade everything in a timely manner (e.g., exams, quizzes, homework). 

 

If there is more than one TA for a class, discuss who is going to have  access to D2l, and let Dr. 

Vanhoy know. 

 

Make sure you have a class roster to take attendance every class period. 

 

Have attendance done before Dr. Vanhoy begins class. 

 

Go over exams or quizzes at the very beginning of the next class period. 

 

Prepare a folder (available in the lab) in which you will keep the attendance sheet and everything  

else related to the class. 
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Department Research Assistant Duties 

Dr. Vanhoy's research assistants (RA’s) are the little minions of the lab (Graduate students = big 

minions, Graduate Assistant = the ULTIMATE minion). These individuals have shown good 

work ethic, responsibility, and intelligence in Dr. Vanhoy's previous classes or just in 

interactions with her. They are expected to follow any directions they are given and they are 

expected to contribute to the functioning of the lab and the research that the lab carries out. Here 

are the duties of an RA. 

 

Daily 

Do whatever needs to be done to keep the lab clean and presentable, without needing to 

be reminded regularly! We are all adults and should not require babysitters. 

 

Random tasks could arise, such as grading or proctoring a test, and RA’s should be 

willing to do all of these.  

 

Check and empty all the recycle bins 

 

Make sure all printers have paper 

 

Make sure all items on boards are up to date (remove items which have past the date). 

 

Update the PsyFri twitter account 

 

Take delegations from the GA. Usually, the GA is pretty busy and tends to have a lot to 

do outside of printing posters or cleaning the lab. If this is the case, RA's should be able 

to take delegations from the GA and accomplish the tasks asked of them.   

 

General lab neatness 

 

Weekly 

Check in with the Graduate Assistant (GA). RA's should do this weekly if the GA has not 

given them specific things to do that week.  

 

Come to Psyence Friday every Friday at 12:05 pm. This is a gathering of students and 

faculty where research is presented weekly. The lab meets roughly an hour prior to each 

Psyence Friday. Lab meetings are the first Friday of every month (we will meet in either 

309 or 311). 

 

Water the plants (309, 307, & 303)  

 

Vacuum the lab 

 

Help with research. RA's should be research assistants for other lab members or 

confederates, depending on the researcher's needs. RA's should be flexible and should 

make themselves available to do this. After all, that is what the title of RA means. 
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Monthly 

 Dust every surface in the lab. 

 

 Clean monitors 

  

 Vacuum Chairs 

 

 Go to the lab meetings in room 311 on the first Friday of every month 

 

Semester 

Update lab manuals. 

 

Check PHRP’s 

 

Update SONA (delete/add new gen psych classes) 

 

 

Annually  

Redo the lab's inventory (usually done at the end of the Spring semester). 
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Department Graduate Assistant Duties 
 

Daily 

Check experimentrak and email people back/handle any issues. 

Check SONA if needed (usually only necessary if you are emailed with an issue on 

experimentrak). 

Check room sign out, make sure days are up to date and all sign-outs are within the rule 

boundaries. 

Check lab; make sure all things are in order (This includes trash and clutter left on desk and 

floors).   

Check supplies; let Dana know if we need or put in an order (about 2 weeks before it runs out). 

Get mail from Dana and distribute (this arrives at about 1:30 daily). 

Ask Dana if she needs assistance with any tasks. 

Print posters (if needed). 

Help anyone who needs with any questions (Often the best practice is showing them where to 

find the answer not giving it to them).  

Check on Dana Duran (on the second floor) and see if there is anything you can do to help her.   

Weekly 

Prepare and host Psyence Friday. 

Change word of the week (on psych board and 310 display case by Monday). 

Take down old Psyence Friday flyers (1 in counseling clinic window, 1 in 310 display case, 1 on 

307 door, and 1 on psych board).  

Send new Psyence Friday flyers to sfrank@uco.edu (printed and posted by Wednesday). 

Check printers for paper and ink. 

Make sure researchers are maintaining their study in SONA.  

Monthly 

Prepare and host lab meetings. 

mailto:sfrank@uco.edu
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Send lab meeting minutes to Dr. Vanhoy (mvanhoy@uco.edu). 

Make sure studies are being reviewed/approved. 

Bi-annual  

Assign task to RS’s.  

Track extra TA’s for any professors that may need them. 

SONA maintenance. 

Complete a Psyence Friday roster. 

Complete a list of conferences and events. 

Create action plan for semester. 

 

Check PHRP’s. 

 

Annual 

Take inventory (spring semester) 

SONA maintenance  
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Graduate Student Survival Guide: THESIS 

 

 
 

So you decided to become a graduate student. You’re in the experimental psychology program, 

the forensic psychology program, or you are a counseling/school/general psychology graduate 

student and you decided to pursue the masochistic route that is the thesis.  

 

 
 

My name is Kathryn Schrantz and I was a forensic psychology graduate student at UCO. I was 

also the infamous GA. My thesis kicked butt so I’d like to pass on my infinite amounts of 

knowledge to all of you. (Just kidding about the kicking butt thing…but I did successfully defend 

it and graduate). 

  

This checklist/guide/manual/whatever you want to call it will hopefully provide you with the 

tools necessary to propose, collect, analyze, write, and successfully defend (and write some 

more) your master’s thesis. After all, if you’re in the experimental or forensic program you have 

no choice. You HAVE to finish your thesis successfully or so long experimental or forensic 

master’s degree!  

 

I’m not trying to be depressing. Just making sure you’re paying attention. 

 

ONWARD! 
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The Beginning 

(First Semester) 

 

1. First things first. This is a LONG process. As in you 

should start as soon as possible. Your advisor will 

probably not-so- kindly remind you of this 

regularly. 

a. START EARLY 

b. You can take your first semester to breathe and adjust to grad school if you would 

like but I would STRONGLY advise you to begin thinking about the beast that will 

be your thesis during this semester. 

2. The number one ultimate first thing you need to do is decide what you want to research. 

Obviously. 

a. Begin by thinking about what you’re interested in. If you are in the forensic program, 

your thesis has to be forensic-y so you should start there. 

b. Once you have a broad idea, begin reading articles in that general area of research to 

get a sense for what is out there.  

c. Look for what’s missing. What questions haven’t been answered? What future 

directions have previous articles suggested haven’t been pursued? What is a novel 

way to bring new knowledge into this area?  

d. You should now have a rough idea and a BIG annotated bibliography 

3. You should now approach your primary advisor. You may have been able to select one or 

one may have been assigned to you when you entered graduate school. Either way, this 

person will be your primary go-to for all things thesis. (If you are selecting one, you need to 

pick someone you KNOW you can work with and who has interests in your same area of 

research).  

a. Bring them a well-thought out idea. They can help you hash out the details but you 

should know your independent and dependent variables and have an idea of how you 

are going to set your study up.  

b. They’ll give you ideas (hopefully) and will probably send you back to do more work.  

c. Word of caution: Some advisors do not like to give a lot of advice. In this situation, it 

is almost entirely up to you to come up with an idea and create a study. These 

advisors will want you to have exhausted every possible avenue before coming to 

them with a million questions. This sounds terrifying and trust me, it is. But it is 

doable. Use your other resources, like friends and other professors, to get answers if 

needed.  

4. You will most likely take Experimental Design in your first semester. Take advantage of it! 

Pay attention and work on designing your own thesis, if that is not incorporated into the 

course curriculum. 

5. Think of who you want on your committee. 

a. For experimental, you need your chairperson (advisor), one other psychology faculty 

member, and an outside faculty member (any other department). Total of 3.  

That’s me. Your trusty 

guide!  
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b. For forensic, you need your chairperson (advisor), one other psychology faculty 

member, and your outside faculty member has to be from the Forensic Science 

Institute. Total of 3.  

c. You can have more than 3 committee members if you would like but 3 are required. 

You don’t have to have them solidified yet but you should be considering who you 

would like on your committee. Again, make sure you can work with them.  

6. Basically, your first semester should consist of you gathering literature and designing your 

study. If you are really ambitious, you can even write a draft of your literature review and 

proposed methods to give to your advisor.  

7. You should have done a lot of work by the end of the semester! And congratulations, you 

survived one semester of the torture that is graduate school.  
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The Middle: Part 1 

 

(Second Semester) 

 

1. So now you are in your second semester of the hell that is graduate school. I wish I could tell 

you congratulations for this accomplishment but unfortunately, things really don’t get any 

easier. (I’m a regular ball of sunshine, can you tell?) Your advisor will likely begin to breathe 

down your neck this semester so get excited for that! 

2. HOWEVER. You can prepare for this. You should seriously be prepping your thesis at this 

point. It should become your goal to propose your thesis this semester.  

3. What is a proposal, you ask? Why, let me tell you! 

4. First, you need to ask your potential committee members if they will serve on your 

committee. You should have considered who you wanted last semester and decided by this 

semester.  

a. It’s not a bad idea to run your potential committee members by your advisor.  

b. You need to complete this form and have your members sign it at your proposal. 

i. http://www.uco.edu/graduate/forms/Thesis-ProjectCommittee.pdf 

ii. Mine is attached to this lovely guide, sans signatures.  

5. A proposal is a meeting with you and your committee members (and others if you would like 

them there) in which you propose what it is you would like to do for your thesis.  

a. The proposal has two parts. 

i. Part 1: Presentation 

ii. Part 2: Your proposal document 

b. Part 1: Presentation 

i. This is best accomplished via PowerPoint or some other visual presentation 

software such as Prezi.  

ii. Your presentation should be a walk-through of your study. 

1. Intro 

a. This is the lit review portion of your proposal. I advise 

beginning with who the heck cares/why is this important and 

working your literature in from there. 

2. Proposed research question/hypotheses. 

a. These are the specific questions you have drawn from your 

extensive literature review. 

3. Predictions 

a. Always good to put your predictions in graph form, if you can. 

Let your committee know what you think will happen.  

4. Design 

a. Draw your design out for them. This is easily accomplished 

with the tables tool in PowerPoint. 

5. Method 

a. This is your method. Obviously. 

b. Be detailed!  

c. Tell your committee where you will participants from (we’ll 

cover that in a bit), how many participants you will need, 

EXACTLY what the participants are going to do, EXACTLY 

http://www.uco.edu/graduate/forms/Thesis-ProjectCommittee.pdf
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what you are going to do, and all that the experiment will 

entail.  

6. Expected results 

a. You should reiterate your predictions here. 

b. You need to have your analysis picked out already. I know this 

is a daunting task since you know, statistics and all, but it is 

necessary.  

i. Andy Field’s statistics book is an excellent resource for 

this. 

c. If you’re taking Multivariate, this is an EXCELLENT place to 

draw ideas from.  

d. I’d advise using something a bit more elegant than just a one-

sample t-test. 

7. Discussion 

a. Tell us why this matters! How will your results enhance the 

field of psychology? How can they be used to potentially 

change the world? WHY ARE WE HERE?!? Okay, maybe not 

that last one but you get the picture.  

iii. Make your presentation at least a little bit exciting. It doesn’t have to blow 

anyone away or anything but it needs to captivate attention. It should be 

informative and clear.  

iv. Want to know the best part about your proposal presentation? You get to use it 

to build from to create your….wait for it…DEFENSE! So make it good 

because future you will have a lot less work to do if you rock it the first time 

around.  

c. Part 2: Proposal document 

i. The format of this is dependent on what your advisor wants. Some advisors 

want short summaries and others want full documents. My personal advice 

would be to provide them with a full-blown paper.  

ii. It should be a summary of your study, just like your presentation. 

iii. Give your committee this about a week before your proposal.  

iv. Again, you get to use this to build your final thesis from. 

6. You have to schedule your proposal meeting. You should get all of your committee 

members’ available times a couple weeks before you want to have the meeting. It can be a 

challenge to get all of your committee in one room at one specific time so leave plenty of 

time to do this!  

a. Once you have all the times, confirm the best one with all of them. 

b. When you have picked a certain time on a certain day, you need to schedule the room. 

c. You can schedule a room by going to the dean’s office and requesting a room for a 

thesis proposal. I would allot at least an hour for this.  

d. Your other option is to propose at Psyence Friday (if it works for your committee 

members) and you get to skip the scheduling a room step.  

7. Ta-Da! Now you have a proposal meeting scheduled. Remind your committee members the 

day before.  
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8. At the proposal, go through your presentation and then ask for questions. It is at this time that 

committee members will ask you questions and provide suggestions for how to better your 

study. Take these to heart and change whatever needs to be changed.  

a. Have them sign the Thesis Committee Member form and take this to the graduate 

college office (4th floor of the Nigh, room 404).  

b. They will likely give you the go ahead to submit your IRB! 

9. IRB: Institutional Review Board. Don’t panic, these things are plenty doable. You should be 

working on this ahead of your presentation but it should not be turned in or finalized until 

post-proposal presentation. 

a. It can be, but if your committee changes things then you have to submit an 

amendment.  

b. Here are IRB guidelines: 

10. You MUST know your design in order to fill out an IRB application! 

11. The Institutional Review Board (IRB) is the overseeing body of research 

conducted with human subjects. 

12. It is operated out of UCO’s Office of Research Compliance.  

a. Director: Dr. Jill Devenport, Coordinator: Pam Lumen 

13. It is located in Admin 216 

a. 974-5497 

14. 3 different types of review 

a. Exempt Projects 

i. Pose minimal risks to participants and have no identifying 

information 

ii. Includes existing data, publically available data, or data used 

for evaluation purposes.  

iii. Exempt means that it does not have to go to Full Board 

Review. An IRB application is still required. 

b. Expedited Review 

i. No more than minimal risk posed to the participants. 

ii. Involves behavioral or physiological measures. 

iii. These will be reviewed by one or more board members. 

c. Full Board Review 

i. Involve more than minimal risk (deception) to participants or 

involve vulnerable populations such as children, prisoners, 

pregnant women, and fetuses.  

ii. The full IRB board will meet to review the application. 

iii. DUE 10 DAYS BEFORE EACH IRB MEETING. 

1. Meetings are the first Wednesday of every month.  

15. Required forms 

a. The IRB application itself 

i. Submit an electronic copy to irb@uco.edu and turn in a hard 

copy with signatures. 

b. Informed Consent Form 

c. PHRP certificates 

i. Yours, the co-PI’s, and any confederates 

ii. Your advisor’s 

mailto:irb@uco.edu
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d. SONA permission letter 

i. Located in the lab. 

e. Debriefing  

f. Any measures/scales 

g. A script 

h. Personnel Agreement if you have confederates/RA’s 

i. Located in the lab.  

i. SONA screenshot of your study information (SONA manual attached)  

16. Required signatures 

a. Yours, as the primary investigator. 

b. The co-PI’s or faculty mentor’s (this is your advisor). 

c. The department chair (Dr. Hamlin). 

d. The dean 

i. Give your completed IRB application with your signature and 

the co-PI’s signature to Bonnie and she will give it to Dr. 

Hamlin and the dean.  

ii. You will then be required to deliver your application to the 

Office of Research Compliance. 

e. Give yourself AT LEAST one day per signature.  

17. Suggestions! 

a. Be concise.  

i. Provide an appropriate literature review to address the issue but 

do not go overboard. 

b. Provide a very detailed method. 

i. They want to know exactly what you will do to your 

participants.  

c. Turn in the application AS SOON AS POSSIBLE. 

i. This is especially important if you are using deception. The full 

board only meets once a month and the application does not 

immediately get approved following the meeting.  

ii. Once your IRB is approved, forward the approval email to 

experimentrak@uco.edu.   

18. You should submit your IRB during your first year, following your proposal meeting. Once 

you have approval, you are GOOD TO GO!  

19. RCSA (Research, Creative, Scholarly Activities) Grant applications are due during the spring 

semester every year around February/March.  

a. SUBMIT AN APPLICATION!! Why would you not want to get paid to do 

something you already have to do? 

b. $500 to use for research and 5 hours per week of paid RA.  

c. So just submit the application. Instructions can be found here: 

http://www.uco.edu/academic-affairs/research-grants/student/rcsa-student-grants.asp  

 

 

 

mailto:experimentrak@uco.edu
http://www.uco.edu/academic-affairs/research-grants/student/rcsa-student-grants.asp
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The Middle: Part 2 

 

(Third Semester) 

 

1. So now you are in the second part of the middle of your graduate program, where things 

quickly pick up and you question, for the umpteenth time, why you thought graduate school 

would be a good idea.  

a. I’m giving you these semester breakdowns because this is how I did my thesis and it 

provides you with a way to get things done on time. However, they are just loose 

guidelines. You could be a boss and get your thesis proposed in your first semester or 

you could not propose until your third or fourth semester and still be fine. It depends 

on how many participants you need and what your thesis entails.  

b. If you are taking classes over the summer, as most people do, that is an excellent time 

to work on writing your thesis. Giving your advisor a draft during the summer would 

be a smart idea.  

2. Now for the fun part. It’s data collection time!  

a. Data collection, depending on what your thesis requires, is the longest step.  

b. I suggest you make a binder to keep all of your paperwork in.  

c. If you plan on collecting data in the experimental lab (room 309), you have to sign 

out time in the cubes. Here’s how: 

How to schedule a room or cubicle: 

1. Send an email to getucolink@gmail.com. There is no need to write 

anything in the subject line or body of the email. An automatic 

response will be sent to you with the link to the online schedule. 

2. Open the online schedule. 

3. You can view the schedule for different dates by clicking the tabs at 

the bottom.  

4. Locate a room/cubicle that’s available and make note of the day and 

time. 

5. Click the red link at the top that says “Click here to schedule a room.” 

6. Enter the information for the room/cubicle you want and click submit. 

7. The schedule automatically updates every 5 minutes. Go back to the 

online schedule (5 minutes after hitting submit), refresh the screen, and 

your submission will be listed on the first tab called Pending 

Requests. 
8. The GA will make sure that all requests are added to the schedule 

every 24 hours. 

9. Before booking a room, it is important to check two separate places: 

the scheduled date you want AND the pending requests tab. It is 

possible that someone has already requested your slot and we have not 

yet had time to move it from pending requests to the actual schedule.  

10. DO NOT SIGN OUT TIME IN SONA BEFORE YOU SIGN OUT 

TIME ONLINE. JUST DON’T DO IT.  
d. Next, you sign out time in SONA (manual attached).  

mailto:getucolink@gmail.com
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e. Then you start collecting! Here are some general guidelines for collecting data in the 

lab.  

1. DO NOT ENTER THE LAB WHEN THE GATE THAT SAYS “DO 

NOT ENTER” IS OUTSIDE. This should be self-explanatory. Please don’t 

knock either.  

2. Sign out times to use the space online (PRIOR TO SIGNING THEM OUT 

ON SONA). 

Be respectful of the times other researchers have signed out and do not get 

fussy if this inconveniences you. You can only sign out 1 ½ hours at a time. 

Do not sign out the whole day. Do not try to sign out the whole day by using 

other initials. Again, just be respectful. 

3. Be courteous of other researchers. Do not rudely ask them to leave, do not 

take their participants, and work with them individually if there is a conflict. It 

is not up to the GA to solve inter-researcher problems (I’m really not your 

mother).  

4. Be courteous to the GA.  He or she is not there to hold your hand throughout 

the whole process. Chances are that the GA has a multitude of things to do 

and babysitting you is not one of them. Ask questions and do not be afraid to 

ask for help but be respectful of his or her time. 

5. Be respectful of the lab space. Do not leave your personal belongings 

scattered throughout the lab. We are not your mother and we are not going to 

clean up after you. The lab is a shared space and should be used accordingly. 

6. DirectRT, MediaLab, and SPSS are on all of the computers in the lab. 

DirectRT and MediaLab have WONDERFUL manuals that are also on all of 

the computers in the lab. Another place that they are located is the worldwide 

web. Google will certainly direct you to them. Sign out time in the book if you 

are going to use a specific cube to set up your experiment. 

7. Save everything of yours on a flash drive, to a cloud-based drive, on another 

flash drive, and in another cloud. Computers and technology are not always 

reliable and we are not responsible if the computer shuts down and you lose 

your data.  

8. Run experiments with glee! (And don’t forget to put the gate out when 

running participants, close the door, and take the gate in and open the door 

when you’re not running participants). 

3. There are many other things you should be working on this semester as well.  

a. WRITE WRITE WRITE AND WRITE SOME MORE. 
i. By now you have your methods figured out and you should have gone 

through a couple drafts of these.  

ii. Your lit review should be close to finished but there is always room for 

improvement. 

iii. Make a skeleton results section. This way you will only have to fill in your 

actual results when you have them. 

iv. Work on your discussion as if you have finished the study.  

v. I am of the opinion that you should turn in more than one draft to your 

advisor this semester (I turned in 4). Your thesis should be coming 

together. 
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vi. It’s not a bad idea to put it in thesis format at this point. We’ll discuss that 

in a bit.  

b. ANALYZE 
i. Even if you haven’t finished collecting, you should run your statistical 

analyses periodically throughout the collection process.  

ii. You’ll get a sense of what your data is telling you and it helps in the 

writing process.  

c. HAVE A DATA MEETING 
i. You could schedule this before you’ve finished collecting or after. 

ii. This is just another place for you to practice orally presenting your thesis. 

iii. Committee members can give you feedback on your analyses. 

d. PRESENT AT PSYENCE FRIDAY 
i. Don’t think you’re a good presenter? Worried you don’t know what 

you’re talking about? Afraid of presenting? What better place to knock out 

all of these fears but Psyence Friday? 

ii. Psyence Friday, if you are unaware, is a brown bag lunch meeting every 

Friday at noon. Students present their own original research to faculty 

members and other students.  

iii. You will get excellent feedback from this presentation. It is casual and 

non-threatening and there’s no life-or-death-if-you-suck-you-fail-your-

master’s-program ideology.  

iv. Practice, practice, practice! I promise you get better with time. Unless 

you’re already awesome and you present like boss. 

e. Enroll in thesis hours for your final semester. 

i. You have 6 allotted thesis hours. You cannot enroll in any more than 6 but 

you do not have to enroll in all 6.  

1. Most enroll in 3 their last semester. 

ii. You have to irregularly enroll in these.  

1. Here is the form: 

https://www.uco.edu/graduate/forms/IrregularEnrollmentGR.pdf  

2. Make the title of the class Thesis: BLANK (apply this name to 

what your thesis is about).  

3. PSY 5990 

4. Fill this out with your advisor.  

5. Once it is filled out, you sign it, your advisor signs it, the 

department chair sign it, the dean signs it, and then you take it to 

the graduate college office in the Nigh to sign it, and finally you 

take it to Enrollment Services on the first floor of the Nigh to 

enroll. (You must have your student ID to do this).  

6. The graduate college will give you a thesis packet. This is useful 

but I’d like to think this little survival guide is 10,000 times better. 

Here is a link to the graduate college’s thesis prep instructions: 

http://www.uco.edu/graduate/current/thesisprep.asp  

4. It’d be awesome if you finished collecting data during this semester. It’s something worth 

shooting for. If not, plan to finish up early on in your last semester.  

5. Congrats! You survived all of the middle! 

https://www.uco.edu/graduate/forms/IrregularEnrollmentGR.pdf
http://www.uco.edu/graduate/current/thesisprep.asp
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The END! 

 

(Fourth Semester) 

 

1. You made it!! It’s the FINAL COUNTDOWN! 

2. Priority #1 of this last semester: WRITE THAT THESIS. 

a. You should have everything done at some point in this semester. This means you can 

fill in that skeleton of a results section and write your discussion! 

b. It’s now definitely time for thesis format. I have attached some of my thesis as an 

example. Some of this is up to your advisor (some have different ideas on what they 

want). 

i. Margins: 

1. Left: 1.5” 

2. Top: 1” 

3. Bottom: 1” 

4. Right: 1” 

ii. See attached thesis for proper formatting of title page, signature page, and 

table of contents. 

iii. Number your pages starting with table of contents as i, ii, iii.. until you get to 

your first chapter. From there, it is 1 and on.  

c. Give your advisor a draft at the beginning of the semester and keep working on 

editing it for him or her.  

d. Give all of your committee members a draft once you have your results and 

discussion written in so they can provide you with feedback before you defend. 

e. Basically, you should have written countless drafts by now that have been sufficiently 

marked up and scribbled on.  

3. Priority #2 of this last semester: DEFEND THAT THESIS.  

a. You should have taken every possible opportunity to talk about your thesis up until 

this point. By now, you should be so sick of presenting it that you have all of your 

slides memorized and you want to stand up there and say, “This is what I did. I’m 

amazing.” 

b. Your defense should be a piece of cake! But do keep in mind that it is absolutely 

imperative that you pass your defense. It is not likely that your advisor will let you 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&uact=8&docid=X1tVeO7kmNV9EM&tbnid=fyEX_KFbyKYAIM:&ved=0CAUQjRw&url=http://www.teedious.com/shirt-reviews/90/the-final-countdown/&ei=CrpOU6PRAafS8AHR3oH4CQ&bvm=bv.64764171,d.aWw&psig=AFQjCNHsSgDYmcZgjvddMoXk8OdP48-AnA&ust=1397754741420324
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defend if he or she does not think you are ready. It reflects poorly on them as well as 

on you if you fail your defense. 

i. With that said, it’s highly unlikely you’ll fail. You don’t do all of the work 

you’ve done (excellently, I assume, since I gave you this awesome survival 

guide) and then fail.  

c. You should shoot to defend whenever you think you are ready.  

i. The most common time to orally defend is at the end of April. This is known 

as “Defense Week” in the department. 

ii. My personal advice is to defend earlier than that. Your committee will be 

happy yours is over with and you will get it over with so you can waltz 

through the rest of your semester (and read a lot of books for fun and watch 

endless amounts of Netflix, like me).  

iii. You must schedule your defense with your committee members. 

1. This is the whole find out when they are all free and pick a time deal 

that you went through for your proposal. 

2. You can do it at Psyence Friday if you would like but you must let the 

GA know this at the beginning of the semester.  

iv. You must schedule your defense with the dean’s office. 

1. Go to the dean’s office. 

2. Ask them what room they have available for your particular day and 

time. 

3. Tell them you need it scheduled for a thesis defense and allow at least 

an hour and a half.  

v. You must schedule your defense with the graduate college. 

1. To do so, fill out this Thesis Scheduling Form: 

http://www.uco.edu/graduate/current/ThesisDefenseSchedulingForm.p

df (to be filled out AT LEAST TWO WEEKS prior to your ideal date).  

2. Email it to emarrs@uco.edu 

3. Attach a Thesis Summary Document. 

a. Instructions for this can be found here: 

http://www.uco.edu/graduate/current/thesisprep.asp 

b. I recommend a short summary stating why you did what you 

did, what you thought would happen (your thesis), what you 

did, what analyses you ran, and what you found.  

c. This is used by the graduate college representative who comes 

to your defense.  

vi. Don’t forget to tell your advisors when it is! 

d. Once your defense is scheduled, you have to publically advertise it. We do this by 

posting flyers with your thesis information a week or two prior to the date. Mine is 

attached.  

e. ACTUAL DEFENSE 
i. Should be a PowerPoint or presentation of some kind.  

ii. This is where your proposal/data meeting/PsyFri presentations come in handy. 

You just build on top of them.  

http://www.uco.edu/graduate/current/ThesisDefenseSchedulingForm.pdf
http://www.uco.edu/graduate/current/ThesisDefenseSchedulingForm.pdf
mailto:emarrs@uco.edu
http://www.uco.edu/graduate/current/thesisprep.asp
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iii. Your presentation is a walk-through of your defense. It should be detailed 

enough that people know what you did but it should also be understandable 

and easily explained to those not in the field.  

iv. Do not forget to include an Acknowledgments slide, thanking the department, 

the college, the office of research and grants, your committee members, and 

anyone else who helped you survive the past couple years. 

v. You will go through your presentation and then your chairperson will open up 

the floor for questions. 

1. Your outside member goes first, followed by your in department 

member, followed by your thesis chair, followed by graduate college 

representative, followed by any other faculty members present, 

followed by anyone in the room. 

2. The point of the questions is to see if you can defend why you did 

what you did and why you found what you found. It is to make sure 

that you thoroughly understand your project and can explain it to 

others successfully.  

vi. Your chairperson then asks everyone to leave the room, including you, for the 

committee to deliberate the merits of your thesis.  

vii. You are then called back in and they give your fate.  

viii. Pointers: 

1. Dress professionally. Please. You’re presenting. You should not look 

like you rolled out of bed.  

2. Bring food. If it’s in the morning, bring bagels or donuts and coffee. If 

it’s in the afternoon, bring snacks. If it’s at lunchtime, please bring 

lunch. People don’t want to be hungry while you’re presenting. I’ve 

also found people to just be happier when they have free food in front 

of them.  

3. Bring copies of your presentation for your committee members. 

4. Bring copies of your thesis for committee members. 

5. Bring extras if you want anyone else to have them.  

6. Invite your grad school friends! They’ll all have to defend at some 

point so it is beneficial for them to come. It is also nice to have 

friendly, non-judgy faces in the audience.  

7. Speak clearly and concisely. Practice your presentation no more or less 

than 5 times. (I think things go downhill when you practice it too 

much). 

8. Get a good night’s sleep beforehand! 

f. BRING SIGNATURE PAGES FOR YOUR COMMITTEE MEMBERS! 
i. This is important. Your committee members have to sign off on your thesis. It 

helps if they can do it right when you defend. 

ii. They’re signing off on your document so you need to make sure that you have 

provided them with plenty of drafts that they have approved. 

iii. These must be printed on fancy shmancy paper. 
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1. It is 25% cotton paper.  

2. Print however many copies you need.  

3. You need at least 3: 

a. 2 for the library 

b. 1 for the graduate college 

4. It’s common courtesy to print a copy for 

each advisor (add another 3). 

5. You can print one for yourself too.  

iv. This paper is the paper you will print all of your 

thesis on as well.  

4. Priority #3: BIND THAT THESIS. 

a. Assuming you successfully defended your thesis, you now 

have to turn it in to the grad college and get it bound. 

b. Graduate college: 

i. Bring them one original signature page, a title page, and your abstract.  

ii. That is all they need. They don’t need an actual bound copy.  

c. Library: 

i. The library’s guidelines for submitting your thesis can be found here: 

http://library.uco.edu/services/ThesisDepositGuidelines-2012-2013.pdf  

ii. The library requires that you turn in 2 copies on that fancy shmancy paper. 

The library keeps one of these copies and the other one will be sent to the 

psychology department. 

iii. This means you are required to print all of the copies you want bound on this 

paper.  

iv. You must fill out the following form: 

http://library.uco.edu/services/ThesisBindingForm-2011.pdf 

v. It is $10.00 per copy. You have to pay in cash or check at the time you deposit 

your copies to be bound. 

vi. Once you have filled out the form and printed all your copies (and separated 

them nicely with paper clips or binder clips so the people in the library do not 

have to), you walk all of your copies over to the second floor of the library to 

Archives & Special Collections, room 215.  

d. Online submission: 

i. In addition to submitting your paper copies to the library to be bound like a 

book, you are required to submit an electronic copy to the library. 

http://library.uco.edu/services/thesis.cfm 

ii. This is the website to do so: http://www.etdadmin.com/cgi-

bin/school?siteId=69 

iii. You must have an original signature page in this online document.  

1. To do so, scan one of your signature pages into a PDF.  

2. Save your Microsoft Word thesis as a PDF. 

3. In the thesis PDF file, go to “Insert page from another file” under 

Tools in Adobe.  

4. Insert your signature page in the proper place, deleting the signature 

page without signatures.  

iv. Follow the instructions on the website for submitting your thesis.  

http://library.uco.edu/services/ThesisDepositGuidelines-2012-2013.pdf
http://library.uco.edu/services/ThesisBindingForm-2011.pdf
http://library.uco.edu/services/thesis.cfm
http://www.etdadmin.com/cgi-bin/school?siteId=69
http://www.etdadmin.com/cgi-bin/school?siteId=69
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5. Guess what, kids?!? Once you have submitted it to the graduate college, brought it to the 

library, and submitted it online, you are FINISHED! Pat yourself on the back, you handsome 

devil. YOU DID IT! 

6. It takes about 2 months for the library to bind your theses. They will email you and you go 

pick them up when ready! 

7. GRADUATE!!!!!!! 
 

 

 
  

http://www.google.com/url?sa=i&source=images&cd=&cad=rja&uact=8&docid=R6YRs7QM4KoDsM&tbnid=Y7QIvosykR5wJM&ved=0CAgQjRw&url=http://knowyourmeme.com/memes/success-kid-i-hate-sandcastles&ei=6eFOU5O8JYXC0gGQ94HwAw&psig=AFQjCNEtduBqlIYO58s9jP-cTgxlNYvH4A&ust=1397764969681262
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CHECKLIST 

 

 Obtain an advisor 

 Come up with a thesis idea 

 Get committee formed 

 Propose thesis 

 Turn in draft 

 Get committee form signed 

 IRB submitted 

 IRB approved 

 Collect data 

 Turn in draft 

 Analyze data 

 Turn in draft 

 Enroll in thesis hours 

 Data meeting 

 Turn in draft 

 Write in results 

 Write in discussion 

 Turn in draft 

 Turn in draft: Committee members 

 Schedule thesis defense with committee 

 Schedule thesis defense with dean’s office 

 Schedule thesis defense with graduate college 

 Turn in draft 

 DEFEND 

 Turn in signature page, title page, and abstract to graduate college 

 Turn in thesis online 

 Turn in thesis to be bound to library 

 GRADUATE 
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BIOPAC Policies 

The Interpersonal Processes and Social Cognition Lab is in charge of the BIOPAC equipment.  

The BIOPAC will be located in room 6 of the lab, located in EDU 309. 

 

Student 

1. Reserve the BIOPAC by e-mailing kdurning@uco.edu, with the date and time period 

needed.  Please ask to reserve it at least 3 days prior to the requested date. 

 

2. Specify which BIOPAC you wish to reserve, what AMP’s/Leads, and what type of 

electrodes you will need.  If any other equipment or manuals are needed, please make 

note of this in your request e-mail.  This must be done each time you reserve the 

BIOPAC 
 

3. Reserve one of the rooms in the psych office (possible via the sign-up sheet located in the 

psych offices), or reserve an education building classroom (classrooms can be reserved in 

the dean’s office, located on the second floor of the Education Building). 

 

4. When wheeling the BIOPAC to the reserved room, make sure to hold the computer 

monitor because it easily tips over. 

 

5. All phones should be turned off when utilizing the BIOPAC as they interfere with the 

BIOPAC’s recording. 

 

6. No open containers of food or drinks near the BIOPAC equipment. 

 

Graduate Assistant/Research Assistant 
 

Refer to Lab Equipment Sign-Out Procedures for necessary steps when signing out the BIOPAC 

(section IV). 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:kdurning@uco.edu
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BIOPAC Procedure (MP 35) 
 

1. Plug the power cord into a socket.  Push the silver “POWER ON” button on the surge 

protector located on the bottom of the cart, and then turn on the monitor and computer.  

Make sure both the USB cord and power cord are plugged into the back of the MP35 (the 

blue box).  Then turn on the MP35 by flipping the power switch on the back, located at 

the top left or blue box. 

 

2. Close any pop-ups, unless they indicate the computer has a virus, or that something else 

is wrong.  Please contact Kiersten Durning (kdurning@uco.edu) if something like this 

occurs. 

 

3. Right click on the desktop; scroll down to “New” and then select “Folder.”  Title your 

folder with something that isn’t already taken.  DO NOT replace any of the other folders 

with yours. 

 

4. There is a desktop icon titles BSL Pro 3.7 Manual.  This is the entire manual for how to 

use the BIOPAC 

 

5. Plug in the leads for the equipment you want to use (e.g., the SS2L leads to record 

electromyography).  Make sure the equipment is securely screwed in so it will accurately 

record.   

 

6. Make sure not to connect any of the leads to the channel that says “electrode checker” 

because no data will record if you do that. 

 

7. There is a desktop icon for BSL Pro 3.7, the program that records actual physiological 

research measurements.  Click it and it opens an untitled file.  Click “File” and then title 

and save the file, saving it in your folder. 

 

8. Click the tab at the top that says “MP35.”  Click “Set up Channels…” 

 

a. In the “ANALOG INPUT CHANNELS” area, make sure there are checkmarks in 

the boxes for “Acquire Data,” “Plot on Screen,” and “Enable Value Display.”  Fill 

these in for the number of channels you want to use on the MP35.  Make sure that 

the check-marked channel(s) and the MP35 channels with leads screwed into 

them are matched.  Click the arrows in the “Presets” area and select the type of 

recording you wish to use for each channel.  Close the “Set up Channels” box 

when finished. 

 

9. Click the tab at the top that says “MP35.”  Click “Set up Acquisition…”   

 

mailto:kdurning@uco.edu
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a. Change the time to record, it is next to “Acquisition Length:”.  Click the box on 

the right and set it for minutes or seconds, depending on how long you wish to 

record data.  Next, type in the amount of time you want to record (e.g., 45).  

Therefore, in this example, 45 would be in the box on the left, and then you would 

select minutes or seconds in the box on the right.  It is best to select an amount of 

time that far exceeds the amount of time you plan to record for, because once this 

time amount has been reached, the BIOPAC will stop recording and there is no 

way to make it start again.  If you think you will be recording for 30 minutes, go 

ahead and set the time for 45 or 60 minutes. 

 

10. Click “Start” at the bottom right of the box when you wish to begin recording, and then 

click “Stop” in the same box when finished.  As soon as you have stopped, make sure 

you save your file before you closed out of the recording program. 

 

11. When you’re finished, turn off the MP35 and unplug all cords that are hooked into it.  Put 

the cords back where they originally were and then shutdown the CPU and turn of the 

monitor.  Unplug the power cord and wrap it around the cart, but don’t wrap the cord 

tightly because it can damage or break the cable inside the wire.  Make sure all things are 

placed back on the BIOPAC cart as they were before usage. 

 

12. Wheel the BIOPAC back to the cog lab 

 

a. PLEASE NOTE:  All AMP’s and leads will be placed back in their proper place 

after each use.  It would be wise to make note of how you had the equipment 

setup since it will be used by other individuals. 
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iView Manual  

Notes before beginning 

Dongle ID flash drive must be plugged in before you can use iView and/or BeGaze. 

Eye-tracking glasses should be plugged in the computer before starting iView. If at any point you 

disconnect the glasses while using iView, the program will stop and prompt you to close the 

program and you will have to start over. So, do not unplug the glasses until you are finished 

recording (using iView). 

iView is used to record the participant’s eye movements in response to the tested stimulus. iView 

is the program you want to use first to gather eye movement data. BeGaze is used to analyze eye 

movements after you have recorded your data. 

iView 

 Open iView 

 Click on New Experiment 

A popup window will prompt you to name your experiment. 

 Once you name your experiment, click on the Create Experiment button. 

You will be taken to a screen where you have several options. If you want, you can add and/or 

change participant properties. Here, you can enter global participant variables that will be 

relevant in your study (sex, age…etc.).  

To add participant properties: unlock the settings and do the following: 

 

1. Click "Change" next to the participant properties and you will be prompted with the 

"participant Property Definition" window. This allows you to add, edit or delete the participant 

properties. If you haven't defined a property, the software will ask you to click "Add" in order to 

add a first data row. 

2. To define a new property simply click "Add" and a new line will appear. 

3. Position the cursor into the fields and type the name and the values of the desired properties. 

The properties are stored as key (Property Name) and value (Value Candidates) sets whereby one 

key may be related to one value. To keep this process easy and efficient later on during the 

experiment, you can select the value from a drop down list. For example, it is possible to add a 

property name "gender" and set the selectable values to "male" or "female". Just type in the 

desired values and separate them with a semicolon (;). During data collection, when adding a 

participant for recording you can now select from "male" or "female" at the property "gender". 
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4. Alternatively, if there are no Value Candidates defined, you may enter free text as individual 

property value for each participant. 

 

5. Click "OK" and the property is set. 

6. To add more properties to existing ones, just click the "Add" button and a new line with empty 

fields will appear. 

On this screen, you can also change experiment settings, which include calibration settings.  

Lastly, on this screen you can also change hardware configuration settings. 

Note: the default settings on the hardware configuration are fine, there is really no need 

to change them. 

 After you have all your settings as you want them, click the orange lock which will turn 

blue, and then you are ready to begin recording.  

 Hit the Record button. 

This will bring you up to the recording screen. 

 Click on New Participant. 

A box will pop up in which you name your participant (or give them an ID number). The global 

participant variables you entered before will now appear here, and you can set them specifically 

for that participant (e.g., if you made sex and age variables, you can specify sex and age for this 

participant). Then hit okay. The Participant ID label you gave will appear where New Participant 

button was located. 

At this point, you are ready to calibrate your participant’s gaze.  

Have your participant put on the eye-tracking glasses.  

 Click on the 3-Point Calibration button. Ask your participant to look at something 

specific in their field of vision. On the computer screen, click on the corresponding focal 

point. Repeat this step two more times. The calibration should be done in a triangular 

manner (the three points you calibrate should make a triangle). 

Make sure participant is perfectly still during calibration. After you calibrate the three points, 

you are ready to record.  

 Now place the visual stimulus in front of the participant (e.g., a book, a video on a 

computer screen, a picture…etc.)  
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Note: Do not use the eye-tracker computer to display a stimulus. Use a different computer if 

you need. 

 After giving your participant specific experiment instructions, hit the Record button 

located at the middle left of the screen.  

When you hit record, the eye-tracker will record the eye movements and fixation duration of the 

participant. 

 When you are finished recording, hit the Record button again, and it will stop recording. 

Then hit the button Done Recording. Then hit Close. Then Quit iView. 

Now you are ready to analyze your data! See BeGaze Manual.  
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BeGaze Manual 

(After video is recorded) 

1. Open Be Gaze 

2. Click on “blank page” icon (Select experiment folder) 

3. Spare D 

4. Recorded Data 

5. Experiment Data 

6. Find folder with your experiment 

7. Select individual trial 

8. Click on your video after it uploads to BeGaze 

9. Click on custom trial selector 

10. Look down by Reference Views and click on the blank page icon with crosshair (add new 

reference view from file) 

11. Select file 

12. Then click AOI Editor icon at the top 

13. Select Rectangle tool and crop out exactly what you want as a reference. 

14. Then name your reference and hit enter 

15. Select Semantic Gaze Mapping icon at the top 

16. Map selected fixations from video until it reaches the last frame 

17. Go to AOI Sequence chart 

18. Under subject, select your participant (that you want to analyze) 

19. Then select your choice of data analysis.  

See accompanying screenshots below. 
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Step 1 
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Step 2 

 

Steps 8-9 
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Steps 10-11 
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Steps 12-13 

 



DYNAMICS AND COGNITION LAB MANUAL 73 

 

 

Steps 14-15 
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Steps 17-18 
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Step 19 
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Appendix A 

Miscellaneous Information and Forms 
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Contact Information 

Name  Number  Email  

RA’s   

Loranda Green (405)519-1785 lgreen22@uco.edu  

Justin Durham (405)284-9612   

Lisa Jordan (405)388-5465 Ljordan6@uco.edu  

Modi Yang (405)888-0622 Myang3@uco.edu  

Shanshan Haung (405)638-8063 Shaung11@uco.edu  

Ashley Riley (405)503-4359 Ariley10@uco.edu  

Elizabeth Achemire (405)268-9208 Egenzler@uco.edu  

      

      

GA's      

Rosa Kesner (405)412-1241 Rkesner@uco.edu  

Thomas Taylor (405)921-8069 Ttaylor36@uco.edu  
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mailto:Myang3@uco.edu
mailto:Shaung11@uco.edu
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mailto:Rkesner@uco.edu
mailto:Ttaylor36@uco.edu
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UNIVERSITY OF CENTRAL OKLAHOMA 

  UCO PROPERTY REPORT 

 

  ________ LOST   ________ STOLEN 

 

 DATE LOST/STOLEN: __________________________ 

  

 Dept. Submitting Report: _______________________ Organization Account No. _____________ 

 

UCO Inventory 

Tag Number 

PROPERTY DESCRIPTION 

(Manufacturer, Model, Serial Number) 

Location 

   

   

   

   

   
 
Remarks (situation, condition of property, etc.)         

 

 

 

 

 

 

 

 

 

 

 

 

 

___________  D.P.S. Investigative Report Attached 
 

 

Submitted by: _____________________________________ Date: _________________ 

  (Organization Account Manager) 

 

 Forward this completed form with supporting documentation to Inventory Control, Box 131. 


