Computer Workstation Ergonomic Tips

1.  Positioning Screen
	Screen or monitor should be placed so top of screen is at or slightly below eye level.

	Wearers of bifocals, trifocals, or half-width reading glasses should lower the monitor below eye level to avoid tilting their heads back to view the screen.

	Screen should be placed directly in front of you and not tipped at any angle.

	You should sit approximately an arm length (20-28 inches) away from the screen.


2.  Positioning Reference Documents
	Document holder should be positioned at the same viewing distance and height as the computer screen.

	Do not position document holders at angles that may cause neck strain.


3.  Mouse use and position
	Hold mouse loosely, with all your fingers.  

	Do not rest your wrist or forearm on table while moving the mouse.  Use the whole arm and shoulder to move the mouse, not just the wrist.  Be careful not to lift the pinkie finger.

	Use a light touch when you click and do not bend your wrist while operating the mouse.

	Position the mouse at the same height at the keyboard, keeping hands, wrists and forearms parallel with the floor.  Avoid placing mouse on a surface raised significantly above the keyboard requiring in an extended reach to use the mouse.  

	Use of mouse slides, keyboard tray extensions or pivotal mousing surfaces can be used to achieve a more comfortable position.


4.  Keyboard position
	Keyboard should be directly in front of you at a height that results in your hands, wrists and forearms parallel to the floor.  Wrists should not be bent at any angle while working.  Elbows should be at right angles comfortably at your side.

	An adjustable keyboard tray may help in achieving proper keyboard position.


5.  Keyboard use
	Assure you are seated in a balanced and supported position with:

      -  head upright and eyes relaxed

      -  neck upright and flexible

      -  shoulders down and relaxed

      -  lower back supported by your chair

	Wrists and fingers should be positioned with:

      -  fingers loosely flexed

      -  thumbs straight and loose

      -  wrists flexible and in alignment with forearms

	When moving horizontally across the keyboard, slide hands and fingers smoothly and avoid angling your wrists laterally.  

	When moving diagonally across the keyboard slide hands and fingers and avoid extending your fingers to reach the top rows.  

	When using the shift/command keys, slide entire hand smoothly between keys and avoid bending wrists or extending the little finger to reach the shift key.

	Type with a smooth, steady motion and with a light touch.  Keep wrists flexible, but straight, flat, and loose.  Keep fingers gently curved.  

	Avoid bending wrists, extending fingers to reach upper rows and excessive force in striking keys.


6. Chair adjustments

	Your chair height should be adjusted so there is little or no pressure on your legs from the edge of the seat.  This helps to assure good circulation to your legs, and reduce strain on your lower back.

	Your feet should be flat on the floor with your thighs parallel to the floor.  A footrest may be needed to accomplish this position.

	The backrest should be adjusted so the center of the rest is at the base of your ribcage.  Its position forward or back should be such that at least half of your thigh rests on the seat and you do not have to apply pressure to the backrest when sitting comfortably.


7.  Exercise

	Take periodic rest breaks in a non-seated position.  Fifteen minutes of rest during a 1-2 hour period of working on the computer is recommended.  Shorter breaks on a more frequent basis are the most beneficial.

	Changing body position (standing, walking) and focusing on objects at a distance during this rest period will be helpful in reducing fatigue and discomfort.  


Adapted from On-line Training Program: Computer Workstation Ergonomic Training and Evaluation Program.  http://www.uos.harvard.edu/ehs/training/ergo_info.html
