Office Ergonomics
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10 Tips on Setting Up Your Workstation window }
’ , )
{ top of screen at
1. Start with your chair. Adjust you lower back support so that it fits into the — e):'e level or
curve of your lower back. Adjust chair height until your feet are flat on the document slight lower
floor, your thighs are parallel to the floor and your hips and knees are 90 de- holder \
grees.
2 Wh ible. ol itor 90 d f ind ¢ ¢ monitor 42: low back
|' ere possible, place your monitor egrees from windows to preven platform support
glare. (as needed) knee — T I
3. Pul yourself towards your workstation. If your armrests are in the way, clearance hair height
push them away or lower them. Cae::lljusté?:l
4. Ensure your computer monitor, keyboard and your body are lined up '
directly in front of each other. . \t .
wrist res
foot rest
5. Check your monitor height. Sit back, close your eyes and then open (as needed) (as needed)

them again. Your eyes should fall in the top 2 inches of the monitor. Adjust

height accordingly. Bifocal wearers may need to have their monitors 2-4 inch- overhead / ceiling light fixtures

es.
6. Place your mouse next to your keyboard and at the same height. 1
7. Adjust your keyboard / mouse height so that your elbows are 90 degrees
when using this equipment. If you cannot change the height of your tray or ‘ monitor
workstation, increase your chair height (you may need a footrest). document task <

i ; ; holder light 5
8. I you have a keyboard tray, it should be flat or tilted slightly away from g
you. =3
9. Place the telephone and other frequently used items within arm’s reach.
10. Use a document holder if you type and refer to documents at the same -
time. Place document holder next to and at the same height as the monitor. keyboard — P ;%E;t‘:t‘:gggg mouse
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keyboard / wrist rest

mouse tray
Do’s and Don’ts b

Take the Online Office Ergonomics course which provides more details on how to adjust your workstation and how to solve com-
mon problems. For course registration visit the EHS Registration Page

Office of Environmental Health & Safety

www.ehs.utoronto.ca



http://www.ehs.utoronto.ca/Training/EHSARegistration2.htm�
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