  Ergonomic Desktop Equipment

[image: image1.png]This information bulletin provides a step by step guide to assist
employers and workers when setting up desktop equipment. Since the
advent of the computer and its associated equipment, the incorrect
placement and use of such equipment on the desk has created a host of
ergonomic problems.

Keyboard

Angle

Tilt the keyboard, using the feet at the back, to
suit your level of comfort. The common and
preferred setting is where the feet are lowered so
the keyboard sits flat on the desk.

Position on the desk

Place the keyboard as close to the front edge of
the desk as is comfortable (see Figure 1). Do not
place documents between the keyboard and the
front edge of the desk while using the keyboard,
as this increases the reach distance to the Figure 1
keyboard and may result in excessive bending of

the neck to look at the documents. Ensure that

there is room to put the keyboard to one side

when it is not in use.

Mouse

Place the mouse mat directly beside the end of the keyboard on your preferred side (see Figure 1).
Use the mouse in this position and always aim to keep the mouse on the mat during use. If you
frequently use the mouse in your work you may wish to:

. learn to use it with both hands so that you can swap between the right and left sides for
improved comfort;

. set the tracking speed of the mouse to a setting that suits you;
. maintain your mouse to keep it in good working order (for example, keeping it clean inside); and
. where possible, try and avoid holding onto the mouse when not in use
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The screen should be positioned once the chair and desk
heights have been established.

Height

The screen should be positioned so that the top of the
screen is level with, or slightly lower than, your eyes (see
Figure 2). If the screen does not have a raising device
such as a monitor stand, place the screen on the hard disk
drive or you can use telephone books to raise the screen
height on a temporary basis.

Distance from the Eye

First place the screen so that it is approximately an arm’s
length away from the usual seated position of the user (see
Figure 2). Trial this position and if necessary move it
further away or closer as required.

Positioning the Screen

Figure 2

The screen should be placed in front of the user to avoid glare or reflections from windows
(see Figure 3). It should also be tilted to prevent reflections from overhead lights and windows.

Figure 3

Left

Suitable screen locations in
relation to windows

Below
Unsuitable screen locations

For continuous or frequent data entry where the source document is observed more than, or the

same amount as the screen:

. place the screen slightly to one side so that the document holder is directly in front of the user

(see Figure 4a);
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. place the document holder in a similar position to the screen where it is slightly to one side and
the user looks evenly between the two (see Figure 4b)

For use where the screen is observed more than a source document or a source document is not
used at all:

. place the screen directly in front of the user (see Figure 4c).

Figure 4a Figure 4b Figure 4c

Document holder

The position of the document holder is dependent upon the needs of the user in viewing and
reaching the documents and the type of document holder that is used.

An A-frame style bookrest that sits on top of the desk is the most practical and can be set at
different angles. It is usually best placed so that it supports documents on an inclined angle
between the keyboard and the screen.

A lever or swivel arm document holder suspends the document above the desk at eye level.
Anchor it to the desk on either the left or right or the screen, according to you preference, and
place it directly beside the screen.

Telephone

The telephone should be placed at the limit of the Optimum Reach Sector (see Figure 1).
This placement enables the user to operate the telephone without the need to move their
trunk to grasp the handset or to operate the numeric and function buttons. Place the
telephone on either side according to your preference, comfort and other equipment that is
used

‘When making a lot of calls, it may be best to place the telephone on the same side as the
dominant hand so that this hand can comfortably operate the numeric and function buttons.
‘When mostly receiving calls, it may be more comfortable to place it on the non-dominant
side

Learn and utilise the functions of your phone, such as redial and the storage of commonly
used phone numbers, to improve the efficiency of its use. Also, where the phone is used
very often or for prolonged periods, consider the use of a headset.

Angled reading and writing surface

An angled board can improve neck comfort where a job involves a lot of reading and
handwriting. It should be placed immediately in front of the user on top of the desk — see
Figures 5a and 5b
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