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Planning your sessions 

a. When planning a new experiment, inform all the other lab users in which months 
you aim to collect your data as soon as possible. Send an email to the mailing list 
(mind.brain.eeglab@lists.hu-berlin.de) and add your name to the schedule hanging 
in the lab (for now; this should be in the wiki). This is to help us get an overview of 
how many people will need the lab at the same time or when it’s empty. Ideally, also 
come by and mention it in the monthly EEG Lab sessions (typically first Monday of 
the month at 11 am). 

b. When scheduling individual sessions for participants, enter them in the lab calendar 
(https://www2.hu-berlin.de/ef-dg/mbexperiments/). Learn more on how to do it 
form the Database_HowTo.PDF (ask your PI if you didn’t receive it yet). 

c. You will need additional 15-30 min before and after the time a participant will be in, 
to be able to prepare the lab beforehand and clean it afterwards. Keep it in mind 
when booking the lab (leave enough time around your sessions for yourself and 
others). If your session is right before or after another user’s slot, contact them by 
email and make sure you have enough time for these preparations. 

d. The EEG lab should be cleaned before and after the completion of every study by the 
respective experimenters. Cleaning refers to all surfaces in- and outside the cabin, 
especially next to the sensitive equipment, as well as the sink and surrounding areas. 
The official cleaning staff (Herr Dunkel) is only allowed to clean the floors.  

When entering the lab 
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a. If the cabin doors aren’t open, do so and turn on the ventilation system (it doesn’t 
control temperature inside, just exchanges air with the outside of the cabin) 

 

b. Open the window (use the small key on the key bundle) 

c. If there is a distinct smell from the pipes, open the tab and let it run for 30-60 sec 
(the syphon should be covered with water to limit the smell) 

d. Check the cabin: is it clean, is the table positioned as you need it, is the chinrest in 
the right position (if you need it), does the light work? 

e. Check the control room: is it clean and tidy? 

f. Are the caps dry? If not and you suspect you may need one of the wet ones, use the 
hair dryer. 

g. Check the electrodes: do you have all the electrodes you need on the hangers? If 
now, look for what you need in the lab cupboard. 

 

Preparing an experimental session 
a. Turn on the stimuli and acquisition computers and their monitors and log in (ask 

your PI for the passwords if you haven’t received them yet) 

b. Prepare the syringe(s): place some gel in it (/them) and leave it standing on the 
plunger. This will allow any air bubbles to surface and you can easily remove them 
before you start gelling the cap (avoid air bubbles in the adapters!). 

c. Prepare a consent form for your participant 

d. Uncover the electrodes and make sure you keep on a hanger all those you will need 
(any additional ones should be placed on a separate hanger to avoid unnecessary 
mess during the session). Disentangle the cords gently if they are twisted. 

e. Plug the blue battery cable into the amplifier. 

 

Participant in the lab 
a. When picking up the participant upstairs, remind him/her to go to the toilet, if 

necessary (there is no toilet in the basement). 

b. When leading the participant to the lab don’t forget to warn them about low ceilings 
and a step! 



 

c. Some participants are a little nervous before experiments and being in a basement 
doesn’t help. When they stress, they sweat, and this influences negatively the quality 
of the EEG signal. Hence, try to be accommodating, informative and professional:  

i. Explain to the participant briefly the space of the lab: that they will be placed 
in the cabin during the experiment, which is designed to shield external 
electrical fields from contaminating the recorded brain signal; that you will be 
in the control room managing the experiment; that they will be seated on the 
black chair during the EEG preparations. 

ii. If this is the participant’s first EEG experiment, show the pictures on the 
board and explain briefly what the preparations will look like and how long 
they will take. 

d. Explain the consent form, encourage to ask questions, acquire the signature. 

e. Seat the participant on the black chair and perform the capping: 

i. Measuring the head size & choosing the cap 

ii. Placing the cap on the head 

iii. Wiping the skin at the external electrodes’ sites 

iv. Placing the external electrodes 

v. Cantering the cap 

vi. Securing the cap 

vii. Gelling 

viii. Placing electrodes 

f. Seat the participant in the cabin and correct electrodes 

i. Place the cables in the amplifier 

ii. Secure the cables to the participant’s shirt with a paper tape 

iii. Make sure there is enough slack on the cables – if not, pull the little table 
with the amplifier closer to the participant (they tend to move in breaks and 
sometimes pull the cables, which may cause noise in the recording or 
endanger the set-up) 

iv. Turn the battery on and start file in the ActiView 

v. Switch the screen to acquisition computer 

vi. Correct electrodes if more than +/- 20 or noisy/floating 

vii. What to do when you don’t get signal? 
- Check CMS/DRL - the blue light on the amplifier should be steady and not 

blinking  
- Check for bridges 
- Check for errors in ActiView (Error 500: re-start the battery and re-plug the 

USB cable in the acquisition computer) 
- Perform a quick bucket test 
- If can’t find a reason, contact your PI or other advanced users of the lab 

(emails and phone numbers on the wall) 



 

viii. You can switch the monitor view by pressing the button (“port up” or “port 
down”, it doesn’t matter) on the round display port, located next to the 
acquisition computer. Show the participant the signal and how easy it is to 
contaminate it with artifacts (you can ask them to blink or clench the teeth to 
show the difference in the signal) – explain that this is the reason why they 
should remove still during recording. 

g. Safety information in the cabin – inform the participant: 

i. That EEG is non-invasive and cannot harm them 

ii. That the doors will be closed during recording and can be opened from both 
inside and outside if needed 

iii. How to contact you (e.g. knock on the wall) 

iv. Whether you will be watching them via the web cam (in that case inform that 
you will not take any pictures or record videos and it’s only for safety 
reasons) 

v. You can offer the participant some water (ask them to only drink in breaks 
and to keep the cup on the left side of the table – far from the amplifier) 

vi. Remind them to remain still and what they can do in breaks (lean against the 
chair, drink water, close the eyes, relax, etc. But not get up from the chair 
and not move the chair or the table). 

h. Perform your task(s) 

i. if you encounter “Error 500” in ActiView, unplug the black USB cable labelled 
“acquisition inside” from the ACQ computer and plug it back in. Restart 
ActiView, this should solve the problem. 

i. After the task(s) is(/are) done: 

i. open the cabin doors, unplug the cables, and holding them lead the 
participant to the black chair 

ii. disentangle all cables 

iii. remove the cap with all main electrodes attached and place in the sink / 
bucket making sure the pins (endings of the cables) are out of the reach of 
water 

iv. remove the external electrodes 

v. give the participant a fresh towel and instruct what and how to use 
(shampoos, the sink) 

vi. if the participant wishes so, offer the hair dryer. If it’s used by the sink, make 
sure there is no running or spilled water around at the time! 

vii. Debrief and pay your participant, escort them to the building doors (never let 
participants wander the basement corridors alone!), remind them of the low 
ceilings.  

Cleaning and ending the session 
a. Clean the external electrodes with a soft brush 



 

 

b. Clean the syringes with a brush – outside, inside of the tube, the plunger, the tip 
(push water through it a couple of times). You can leave water in the ending of the 
syringe to stop gel residuals from clogging it. 

   

 

c. Clean the cap thoroughly with a little bottle-cleaning brush 



 

 

d. Check the cap – is there any gel left in the adapters? 

i. After washing dry it gently with a towel, spread the cap in your fingers and 
look at every adapter. If you see liquid in any, blow on it gently – if it 
disappears, it’s water. If it doesn’t, it’s gel residuals and you should re-wash 
this adapter. For example, the picture below has at least two adapters with 
dried gel – FC2 and F4. 

 

ii. For drying, place the cap back on its Styrofoam dummy head. 

e. Clean the sink 



 

f. Cover the electrodes with a cloth (they should not be exposed to sunlight) 

g. Throw away any stickers, tissues, etc. you used 

h. Clean the chinrest if you have used it 

i. Leave the doors to the cabin open (for ventilation) 

j. If your participant used a towel, place it on the hanger for drying 

 

k. Make an entry in the lab book: 

i. Date 

ii. Your name(s) 

iii. Time 

iv. What you did (“2 participants”, “experiment set-up”, “I cleaned the sink”) 

v. Which EEG caps did you use (so we know who to contact if they are not 
cleaned properly) 

When leaving the lab 
a. Turn off the computers and the monitors 

b. Turn off the air ventilation 

c. Unplug the blue battery cable (from the amplifier) 

d. Close the window and lock it (press the lock) 

e. Remember to turn off all the lights in the basement when going back upstairs! They 
don’t go off by themselves, so it’s up to us to save the energy 

Additional information 
a. When there are few towels left… 

i. You can clean them yourself at home 

ii. You can bring them to a laundry service and get reimbursed through your PI  

iii. Inform the other users currently testing about it! 

b. When there is a problem with the sink… 

i. Call the building maintenance people/plumbers: 0160-3645732 or internal 
7078 



 

ii. If you can’t fix if right away, inform other users currently testing 

c. When there is a returning problem with some electrodes… 

i. Perform a bucket test (if you don’t know how, ask your PI or Lena Matyjek) to 
identify which electrodes are the problematic ones 

ii. Email BIOSEMI (info@biosemi.com) – they are very friendly and will tell you 
whether the problem requires sending the electrodes/amplifier to them 

iii. Inform other users 

d. When you have a problem with the state of the lab and you’d like to complain about 
some other user’s doings… 

i. Check the lab book to see who may be the person who isn’t living up to the 
expectations. If the problems aren’t big, you can leave a message in the lab 
book and ask them to be more thorough. 

ii. You can contact the responsible person privately and explain what you have a 
problem with. Sometimes people have no bad intentions, but didn’t read or 
understand the lab rules. If so, show them again how to clean everything and 
prepare the lab. 

iii. If a friendly conversation doesn’t help, talk to your PI about it – they will 
know how to handle the situation. 

e. When more shampoos / soap / tissues / etc. are needed… 

i. For small expenses (e.g. 80 cents for soap) we normally just cover them 
ourselves, but feel free to ask your PI for a way to reimburse the costs. 

ii. If more is needed, talk to your PI. 

f. When we are running out of gel / stickers / syringes… 

i. Talk to your PI immediately and / or bring it up at the next meeting of the 
EEG lab users. 

ii. Remember that ordering the materials take time, so it should be voiced in 
advance! 

iii. We normally buy such things from the Biosemi (see 
https://www.biosemi.com/accessoires.htm for pricing) - to order materials 
simply send them an email (info@biosemi.com). 

g. General cleaning in the lab 

i. You should clean all surfaces before you start your study and after your last 
participant. 

ii. Additionally, a general cleaning should be done once every 3-4 months. If 
you’re currently testing and you begin to be overwhelmed with the dust 
around you, bring the topic up at the next meeting of the EEG lab users. 

h. The high-pitch sound in the lab: this is a feedback signal which occurs every time the 
building doors to yard are opened with a button. There is nothing that can be done 
to stop it, but it doesn’t influence the recording. If it happens during participant 
preparations, simply inform them it’s nothing to be worried about. 
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