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WHAT TO EXPECT FROM THIS TRAINING

GENERAL INFORMATION: WHAT YOU SHOULD KNOW

BASIC INSTRUCTIONS:  WHAT YOU SHOULD DO

SUPPLEMENTAL INFORMATION: WHY YOU SHOULD DO IT 

Know

Do

Why

You will see icons in the bottom right corner of each slide.  The information is 

broken into three categories:

This interactive training will help you make adjustments to your computer workstation to 

reduce discomfort by following step by step instructions.  You will also learn why these 

modifications are recommended.



ERGONOMICS IS FITTING THE WORK TO THE WORKER
IN ORDER TO REDUCE RISK OF INJURY/DISCOMFORT

Know

Exposure to more than one 

risk factor increases the 

chances of experiencing 

discomfort.

Ergonomics is about “fit”. The fit between a person and 

what they do, the objects they use and the environments 

in which they work.  If good fit is achieved, the stresses 

on people are reduced.  They become comfortable, can 

do things efficiently and productively without discomfort.  

An ergonomic evaluator will look for specific risk factors 

that may indicate a “poor” fit, and then make 

recommendations to reduce these risks



ERGONOMIC RISK FACTORS COMMON IN THE OFFICE

Discomfort
Repetition

Awkward posture

Sustained posture

Contact Stress

Musculoskeletal Disorder

Know



REPETITION 

Clawing the fingers increases muscle tension in the forearm

Know



AWKWARD AND SUSTAINED POSTURE
AWKWARD POSTURES THAT ARE SUSTAINED OVER PERIODS OF TIME CAN CAUSE MUSCLE TENSION, REDUCE 
BLOOD FLOW AND EVEN PINCH NERVES.  MAINTAINING A MORE NEUTRAL POSTURE OVER TIME CAN HELP 

REDUCE DISCOMFORT

Extended forward reach to 

keyboard and mouse. 
Reaching forward can cause 

muscle tension between the 

shoulder blades and the neck, 

especially when this posture is 

sustained over time.

Bending forward at the 

waist during sitting.  This 

happens when feet are not 

supported and puts pressure on 

the lumbar discs.

Shoulders shrugged upward 
This is happens when the 

keyboard and mouse is too tall 

for the user.  

Why



CONTACT STRESS
CONTACT STRESS IS PRESSURE ON THE BODY BY A HARD EDGE/SURFACE.  THIS CAN REDUCE 

CIRCULATION AND OBSTRUCT NERVE SIGNALS LEADING TO SWELLING, TINGLING OR 
DISCOMFORT.

Hard desk edge against forearm. Front edge of seat against calf.

Know



COMPUTER USER DISCOMFORT REPORTS

Discomfort Commonly caused by

Headache Monitor height not ideal

Midback tension Extended reach to keyboard/mouse

Shoulder tension Keyboard and mouse too high

Forearm/elbow Clawing of the scroll wheel

Wrist Awkward posture during typing

Low back Unsupported feet or chair not adjusted to fit

Know



WHAT IS A MUSCULOSKELETAL DISORDER?

A MUSCULOSKELETAL DISORDER IS DISCOMFORT 

THAT ACCUMULATES OVER TIME IN THE MUSCLES, 

LIGAMENTS, TENDONS, JOINTS OR NERVES 

WHICH COULD INCLUDE STRAIN, SPRAIN, OR 

INFLAMMATION.

Musculoskeletal discomfort can occur anywhere in the body and typically are not caused 

by a single traumatic event, but is due to micro trauma to tissues that does not heal 

during rest.

Know



MUSCULOSKELETAL DISORDERS CAN BE 
CONTROLLED THROUGH ERGONOMICS

Why is ergonomics 

important?

Exposure to an 

ergonomic risk factor 

increases the 

likelihood that you 

will experience 

discomfort.  

Know



THERE ARE MANY WAYS PEOPLE POSITION 
THEMSELVES TO USE THEIR COMPUTER

SO LET’S LEARN THE IDEAL WAY….

Know



FOUR AREAS OF FOCUS

Body to chair

Feet to floor

Hands to mouse 

and keyboard

Eyes to screen

Guidelines on how to 

ideally adjust your 

workstation to fit you 

will focus on four 

areas. These will be 

reviewed one at a 

time.  These steps will 

guide you through the 

adjustments you need 

making them personal 

to you.  The goal is to 

help you find the 

position in which you 

can work comfortably

Know



BODY TO CHAIR

Know

The first point of 

focus is body to 

chair.  This 

considers how your 

workstation seating 

affects your back, 

shoulders, hips and 

upper legs.  This 

section reviews the 

key chair 

adjustments 

including seat 

height, seat depth, 

backrest support 

and armrests.



DO YOU KNOW HOW MANY 
ADJUSTMENTS ARE ON YOUR 

CHAIR?

Do

https://www.youtube.com/watch?v=V-6wtTeQg6s
https://www.youtube.com/watch?v=nqQjNYx-Eyw
https://www.youtube.com/watch?v=E41aoYPCLC0
https://www.youtube.com/watch?v=pHIIfOZCrDk
https://www.youtube.com/watch?v=jgECQd9Wo10
https://www.youtube.com/watch?v=3kVB81JfSfw
http://www.ergogenesis.com/JMech.html
https://www.youtube.com/watch?v=IwNkiig3oSE
https://www.youtube.com/watch?v=B3lqGJobp9g
https://www.youtube.com/watch?v=Yz46lcrobDI


CHAIR ADJUSTMENT SEQUENCE
PLEASE FOLLOW THESE IN ORDER

1. MOVE YOUR CHAIR AWAY FROM YOUR DESK.

2. ADJUST THE SEAT HEIGHT SO THAT YOUR FEET FEEL 

COMFORTABLE ON THE FLOOR.

3. ADJUST THE SEAT DEPTH SO THAT YOU HAVE 2-3 FINGER 

WIDTH BETWEEN THE FRONT EDGE OF THE CHAIR AND 

YOUR CALF.

4. RAISE/LOWER THE LUMBAR SUPPORT TO FIT IN THE CURVE 

OF YOUR BACK.  YOU WILL EITHER ADJUST THE ENTIRE 

BACKREST OR JUST THE LUMBAR WITHIN THE BACKREST.

5. BACKREST TILT AND TENSION.  ADJUST THE BACKREST TILT 

TO YOUR COMFORT AND ADJUST THE TENSION THAT IT 

TAKES TO RECLINE OR REMAIN MORE UPRIGHT VIA KNOB.

6. ADJUST THE ARMRESTS:

A. LOWER ONE ARMREST COMPLETELY.

B. BEND THAT ELBOW TO 90 DEGREES.

C. RAISE THAT ARMREST TO HOLD THE FOREARM

IN THE 90 DEGREE POSITION, WITHOUT 

PUSHING THE SHOULDERS UP.

Do



NOW THAT YOUR CHAIR IS IDEALLY ADJUSTED 
MOVE YOUR CHAIR BACK TO YOUR DESK

THE ARMREST YOU ADJUSTED IS:

At the same height as your desk/keyboard tray

Lower than your desk/keyboard tray

Higher than your desk/keyboard tray



THE ARMREST YOU ADJUSTED IS:

LOWER THAN YOUR DESK/KEYBOARD TRAY

• IF USING A KEYBOARD TRAY:

LOWER THE HEIGHT OF THE 

KEYBOARD TRAY TO BE LEVEL 

WITH THE ARMREST  YOU 

ADJUSTED.  THIS WILL BRING 

YOUR KEYBOARD AND MOUSE 

DOWN TO YOUR IDEAL SITTING 

WORK SURFACE HEIGHT.

• IF NOT USING A KEYBOARD TRAY:

RAISE THE SEAT HEIGHT UP SO 

THAT THE ARMREST IS LEVEL 

WITH THE DESKTOP. THEN BE 

SURE TO SUPPORT YOUR FEET.  

IF YOUR CHAIR WILL NOT GO 

HIGH ENOUGH, THIS MEANS 

YOU NEED A KEYBOARD TRAY.

Do



FEET TO FLOOR

The second 

area of focus is 

feet to floor.  

This considers 

how equipment 

at your 

workstation 

affects the 

position of your 

lower legs, 

ankles and feet.

Know



IF YOUR FEET ARE UNSUPPORTED…

• 1. LOWER YOUR CHAIR SEAT HEIGHT 

THEN 

• 2. LOWER YOUR KEYBOARD/MOUSE HEIGHT

• USE A FOOTREST.  MANY ARE 

STYLES ARE AVAILABLE

Do



UNSUPPORTED FEET CAN CAUSE BACK PAIN!
IF YOUR FEET ARE NOT PLANTED FIRMLY ON THE FLOOR, IT 

IS RECOMMENDED THAT YOU USE A FOOTREST.

Center of gravity 

has moved 

forward.  To 

maintain balance, 

feet are on rungs 

of chair and the 

user leans forward.

With 

unsupported 

feet, the user 

may “slouch sit” 

which puts 

significant 

pressure on the 

low back.

Without ideal support for your feet, your body will adjust itself and this may lead to 

lower back discomfort.

Why



HANDS TO MOUSE AND KEYBOARD

Hands to 

keyboard and 

mouse focuses on 

how equipment in 

your workstation 

affects the 

posture of your 

hands, wrists, 

arms and 

shoulders.  This 

section will review 

how to best 

position the 

keyboard and 

mouse.

Know



HEIGHT
KEYBOARD AND MOUSE SHOULD BE LOCATED ON THE SAME 

LEVEL AND ELBOWS SHOULD BE 90 DEGREES

KEYBOARD AND MOUSE JUST RIGHT

Do

Armrests allow relaxed shoulders and the keyboard and mouse are close to the user



KEEPING IT NEUTRAL

• DO:  KEEP WRISTS FLAT • DON’T: ANGLE WRISTS BACK

Do



DO I NEED AN ERGONOMIC KEYBOARD?

ERGONOMIC KEYBOARDS DO ONE THING:  PREVENT ULNAR 

DEVIATION

There are many alternative keyboards on the market.  Not everything that is marketed as 

ergonomic really is.  

The purpose of an ergonomic keyboard is to eliminate awkward bending of the wrists, primarily 

on the right.  Not everyone will need an ergonomic keyboard, only those demonstrating this wrist 

position.

Other alternative keyboards eliminate the number pad, thereby allowing the mouse to sit closer 

to the user on the right. Why



DO I NEED AN “ERGONOMIC” MOUSE

THERE ARE EVEN MORE ALTERNATIVE MICE 

ON THE MARKET THAN THERE ARE 

ALTERNATIVE KEYBOARDS.  

MANUFACTURERS HAVE A MONETARY 

INTEREST IN TELLING YOU HOW BAD 

YOUR CURRENT MOUSE IS AND HOW 

MUCH BETTER THEIR EXPENSIVE MOUSE 

WILL MAKE YOU FEEL.  

BUYER BEWARE.

Know

A trained professional is the best person to 

help determine if an “alternative” mouse is 

right for you.  



EYES TO SCREEN

This considers 

the aspects of 

your 

workstation that 

effect your 

vision.  This 

section will 

review the 

position of your 

monitor/s and 

the ideal height 

for you.

Know



Single PC monitor
Dual PC monitors

Single Mac monitor

Monitor and Laptop
Laptop only

Know



SINGLE MONITOR
POSITION

YOUR MONITOR SHOULD SIT DIRECTLY IN FRONT OF YOU.  THE CENTER OF

THE MONITOR SHOULD BE IN LINE WITH YOUR BODY.

Do



DUAL MONITORS
POSITION

Ideal position 

if monitors are 

used equally 

(about 50/50 

or 60/40)

Ideal position 

if one monitor 

is primary and 

the other is 

secondary 

(about 70/30)

Do



SINGLE MAC MONITOR

These monitors are not 

able to be lowered.  The 

base on some models 

can be removed, but not 

on others.  The distance 

between the bottom of 

the base and the bottom 

of the monitor screen is 

between 6- 9”, so to 

accommodate, you may 

have to raise yourself to 

make the monitor 

lower

Do



MONITOR AND LAPTOP
POSITION

The laptop should be 

used as a secondary 

monitor, so raise the it 

to the height of the 

freestanding monitor 

and use a keyboard 

and mouse 

freestanding on the 

desk/keyboard tray.

Do



LAPTOP ONLY
POSITION

To maintain hands to 

keyboard and mouse
Use peripheral keyboard and mouse

To maintain eyes to 

monitor/screen:
Raise laptop screen

Do



LAPTOP ONLY

No Ideal position for long term use of  laptop.  If at all possible, 

limit duration of use to 1 hour or less 

Head up, but arms up 

causing shoulder pain 

and overreach

Arms down, but head 

down causing neck 

and upper back 

tension

Head up and arms 

lower, now resting 

on table cutting 

circulation off to 

hands

Why



COMMON MONITOR POSITIONING MISTAKES

• AVOID PLACING MONITORS IN FRONT 

OF WINDOWS

• AVOID PLACING LAPTOP IN FRONT 

OF FREESTANDING MONITOR

Why

Your pupil will constrict to the 

brightest light in the room and if the 

monitor is facing a window, your eye 

will work harder to see the monitor.

Your neck must still bend 

too far to view the laptop 

in this position.



IDEAL MONITOR HEIGHT

• NON BIFOCAL USER • BIFOCAL USER

Do

The top 1-2” of the computer monitor is 

LEVEL with the eye.  This allows the eye to 

have a 15-30 degree downward gaze 

which is ideal.

The top of the computer monitor is LOWER 

than the eye, due to placement of the lenses 

in the glasses for that distance. This allows 

the eye to have a 15-30 degree downward 

gaze which is ideal.



COMMON MONITOR HEIGHT MISTAKES

• NON BIFOCAL USER
• BIFOCAL USER

Monitor is positioned in the middle of 

her forward gaze.  This will cause 

significant eye strain over time. 

Bifocal user must tip head 

back to see the monitor that 

is placed too high.

Why



SUMMARY

1. ADJUST THE CHAIR TO FIT YOU

2. ASSURE YOU HAVE ADEQUATE FOOT SUPPORT

3. USE YOUR KEYBOARD AND MOUSE AT THE SAME LEVEL AND AVOID 

REACHING

4. POSITION YOUR MONITORS TO AVOID NECK PAIN

Do
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