ERGO BULLETIN

Keyboard Use: Ergonomic Tips

Millions of people work with computers every day both at the office and at home. Learning how to keyboard
safely and efficiently can help prevent or minimize the development of musculoskeletal disorders (MSDs).
Awkward postures of the neck, shoulders, elbows and wrists can be linked to the position of the keyboard or
the operator’s orientation to the keyboard. There are two key elements to proper keyboard placement: distance
and height.

DISTANCE: Position yourself to your keyboard so your el-
bows stay close to your body and your upper arm aligns with
the midline of your body. This will allow your neck, shoulders
and arms to hang naturally and more comfortably.

HEIGHT: Start by setting the keyboard slightly below your
seated elbow height. There is an acceptable elbow range so
make minor position changes as necessary. Achieving the
proper height will depend on your workstation set up:
1. If you place your keyboard on a fixed height

surface, you will need to properly adjust the height of

your chair to achieve the desired

keying posture.

2. If you place your keyboard on an adjustable height
tray, adjust the seat height so your feet are fully
supported by the floor and then adjust the tray for the
desired keying posture.

Too Close Acceptable Range

Comfortable Keyboard Tips:

Keep the keyboard as level as possible by folding up the legs on the underside of the keyboard.
Use a light touch. If keys do not function properly, report issues to your supervisor or IT department.
Begin and end all keystrokes with fingers comfortably curved over home row keys.

Learn to key with the correct finger(s), i.e. right thumb for the space bar, “little” finger of the right hand
for the enter or return key.

Learn keyboard short cut keys to reduce mousing.
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["B eacon For more information, contact Beacon Mutual's Loss Prevention Division
Mutual Insurance Co. at 401.825.2731 or visit www.beaconmutual.com

This material is being provided to you as a service of The Beacon Mutual Insurance company for information purposes only and is not intended, nor should it be relied upon,
as a comprehensive statement of all possible work-related hazards to your employees or of the federal, state or local laws and regulations which may be applicable to your
business. Any premises inspections made by Beacon Mutual representatives are completed without representation or warranty as to the utility or completeness of such
inspections. Suggestions regarding the use of a particular product or safety technique are not an endorsement of the product or technique. It is your responsibility to develop and
implement your loss prevention policies. You should direct questions concerning specific situations to informed and appropriate advisors.



