Notes from Keyboarding Video
Entrance to lab…

· Put your belongings under the front table

· Sit at your assigned workstation

· Clean and put on your headphones

· Log on with your username and password

· Work quietly on the assigned task

· In AES, click the teacher call button to be recognized

Home Row Right

J – first, K – middle, L – ring, ; - pinky

Home Row Left

F – first, D – middle, S – ring, A – pinky, Thumbs
CTD’s - Cumulative Trauma Disorders

· Affecting your joints and ligaments

· Types are

· Soft Tissue Inflamation

· Nerve Compression

Ergonomics - Means working in a more natural position

	· Head directly over shoulders

· Elbows at a 90° angle

· Feet flat on floor

· Legs parallel with floor

· Top of screen right below eye level

· Don’t pound on keyboard

· Use a light touch


	· Hold Mouse Lightly, not Tightly

· Look away from the computer screen, for 20 seconds every 20 minutes

· Give your eyes a break

· Get up and stretch for 1 min, every hour 

· In an office job, this means go file, make copies, go to the bathroom, STRETCH

· Use a document holder on your desk


Exiting from lab…

· You will receive a notification via computer indicating the end of lab

· Save your work

· Log off

· Place your headphones ON TOP OF your tower

· Push your chair UNDER

· Get your belongings from the front table

· Stand quietly at your workstation waiting to be dismissed, BY THE TEACHER, not the bell

