Proper Use of Computers 妥善運用電腦
Speaker
:  We cannot use the computer without a screen, of course

      
   The most common mistake is that we place the monitor to one side


   so that we have to frequently twist our body and our neck to look at the screen



   The screen should be placed in front of you with the first line at about the eye level


   It should be about 35-60 cm or arm’s length from you


   If the screen height is not right, adjust the height or place the screen on a stable object
   

   Now the screen is in the correct position,  do you know where you should place the 
                           keyboard? 


   That’s right


   It should be placed in front of you at almost the same height as your elbows


   Be sure to keep your forearms and wrists in a straight line so as not to bend your wrists 


   to work


   and remember to leave some space in front of the keyboard for wrist support


   A soft pad under your wrists will add to your comfort


   Many of us place the keyboard on the desk without adjusting the seat higher


   Then we will have our shoulders hunched and our hands pressed against the edge of the desk 


   In that way our hands can hurt easily
 
    
   So, don’t forget to adjust the seat higher for a correct hand position


   If your feet are dangling, add a footrest


   You could also install a keyboard shelf.   But make sure it is both large and firm enough


   In addition, to protect your hands,  tap the keys gently, not with a bang!


   And if you learn to use the shortcut keys


   you can reduce the amount of typing necessary and hence reduce repetitive movements


   If you use the mouse frequently it’s better to place it beside the keyboard


   Never place it so far that you have to reach out for it


   If there is not enough room you may try to use a shorter keyboard


   It is worth nothing that


   Some keyboards are placed at the corners of L-shaped desks


   This can put pressure on your wrists or obstruct you from using the keyboard and the mouse


   If this is the case, try moving the computer to a better position


   And when you use the mouse, you should just hold it lightly and click gently


  Use your forearm to move the mouse to take the pressure off your fingers and wrists

  Laptops are portable and convenient   But their all-in-one design easily leads to poor working 

  postures  

  If you need to use laptop for a long time you may improve your working posture with some 

  accessories  

  The simplest solution is to use some stable objects to keep the screen at suitable height and 
   
  distance  

  and use an external keyboard and mouse   The problem can be solved

  If the laptop has a small screen it’s better to add an external screen

  If you need to do a lot of word-processing or data input,

  Using a document holder can prevent the neck from turning repeatedly

  Despite the different designs of document holders it is important to place the document next to
  the screen
  so that you don’t have to turn your head too frequently
  Lastly, if you want to find out more
  you can read the relevant Labour Department publications 
visit the website or make a telephone   enquiry   
  www.labour.gov.hk Tel : 28524041
