


What Burroughs Figuring and
Listing Machines Do

VERY Burroughs Figuring and Listing Machine

has two very definite and distinet functions,
| hoth performed simultaneously by the same
mechanism. Tt is these two functions that form the
foundation upon which all Burroughs work, however
complex, is built.

1. It automatically and without possibility of
error computes amounts that have been
placed on the keyboard.

2. It neatly and legibly prints each item
computed and is ready, at any time, by
the mere pulling of a handle, to produce
a printed result of the machine’s infallibly
correct automatic calculation.

While the original Burroughs paved the way to great
economy in handling figures, more recently designed
Burroughs models have opened up much wider oppor-
tunities in machine figure work by making mechanical
bookkeeping practical.

In order to secure the greatest possible service from
‘the use of a Burroughs it is necessary to know how best
to adapt the machine to the different kinds of figure
work entering into different lines of business. It is the
purpose of this book to serve the interests of Burroughs
Users by placing this information before them in an
understandable way.




INSTRUCTIONS for
OPERATING and USING

Burroughs Adding

and Listing Machines
Class Three Hundred

The information contained.in this book is not all

necessary for the mere operation of a Burroughs

Figuring and Listing Machine. A portion of the

book is devoted to showing a few of the many

varied ways in which a Burroughs may be applied
in different lines of business.
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BURROUGHS LOW KEYBOARD VISIBLE ADDING AND LISTING MACHINE

Accessible ribbon
spools facilitate chang-
ing ribbons.

Burroughs bell may be
used to count items,
fix the top position of
different columns of
figures and indicate
that the bottom of the
sheet has been reached.

Non-add key for cutting
out addition when item
is to be printed but not =
added. Automatically
marks such items with

symbol -

Repeat key for repeating
any item as many times
as desired. Used for divi-
sion, multiplication, etc.

Total key. Automatically marks
all clearing totals with Bur- =
roughs star 7 even on carbons.
Total key is also general cor-
rection key for clearing key-
board.

Sub-total key. Auto-
matically marks sub- ___
total with symbol S
even on carbons.

Non-print key. Cuts
out printing when item
is to be added but not
printed.  Automatic-
ally stops paper feed.

Separate column correction keys for
correcting a single figure in any col-
umn without disturbing balance of : !
item. \

Roll paper always on ma-
chine even when printing
on other forms.

-All items are visible as soon as printed.
Printing point only three inches back of
keyboard.

Adjustable paper
guides facilitate han-
dling of sheets of paper.

Paper carriage for
handling both wide
b=sheets and roll paper.
Can be used for cross-
tabulating work.

Light easy handle pull.
Removable handle
— . enables operator to
protect work left in
machine.

—Visible - writing keyboard. All

items visible before printing.

Adding dials directly under the eye,
yet placed where figures on dials can
= not be confused with the items

Corrections can be made before
item is printed.

printed.

Burroughs Low Keyboard Visible Adding and Listing Machine
Showing Style No. 32},

HE low keyboard makes this machine conve-
nient for use on a desk, a very important feature
where space is valuable.

These machines have triple visibility. (1) All
the printing is visible, all the time, in easy reading
range, the paper carriage being only three inches
back of the keyboard; (2) Visible adding dials,
directly under the eye; (3) Visibility of each item
on the keyboard before it is printed.

This visible line is made in four sizes, with 6, 7, 9,
and 10 columns capacity. The 6-column model is
equipped to handle narrow paper only, either 24
inches or 314 inches wide. The other three models
can be had with a 314, 12 or 20-inch carriage, for
handling roll paper or very wide sheets.

The three larger capacity machines are also made
if desired, with two-color ribbon, month and date
keys, special keys for terms and other features to
fit indiyidual businesses.
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Figure 1
Specially Constructed Skipping Box

How to Unpack and Set

VERY Burroughs is packed in a specially con-

structed box like the one shown above. This is
done so the machine may be unpacked without
damaging the box. After the machine has been un-
packed the box should be carefully preserved so that,
if at any time it is necessary to re-pack and ship the
machine, its safe transit will be insured by the use of
the same box.

Remove the bolts that hold the top of the box in
place. With the top re- :
moved, loosen and take off '
the wing nuts on the two up-
right rods. This will permit
the hold-down to be removed.
The machine may then be
lifted out of the box.

To Unpack o Burroughs
Electric

LECTRIC Machines are
packed in cases similar
in construction to the one
in which the hand-operated
Burroughs is shipped, ex-
cept that a false bottom is
provided to properly protect
the motor during transit. The
stand is crated separately and
should be unpacked first.
In unpacking the electric
machine, proceed exactly as

Figure 8
In lifting an electrically operated machine out of its box take
care that the motor clears the false bottom

Figure 2
Shipping Box with Cover Removed

Up a Visible Burroughs

has been advised in the opposite column, until ready
to remove the machine from the hox. Grasp the
machine and tilt it slightly (see Figure 3) so that the
motor will clear the false bottom as the machine is
being lifted out of the box. The man should stand so
that his right hand comes on the motor switch side of
the machine, as is shown in Figure 3. When the
machine has been placed on its stand remove the
hood and the cords which hold the printing carriage
in position.  Operate the
machine several times with
the handle before turning on
the electric current.

How to Attach the
Handle

HE handle will be found

separate from the machine
and wrapped in paper. After
removing the cover from the
machine, attach the handle by
merely slipping it on the shaft
at the right side of the ma-
chine. It will stand in a
nearly vertical position. A
little nickeled clip on the
under side of the hub of the
handle may be pressed by the
forefinger (see Figure 4), which
will make the handle go on
more easily. To remove the
handle, press this clip and pull
the handle straight out.



4 BURROUGHS FULL VISIBLE KEYBOARD GIVES GREATEST SPEED AND ACCURACY

Figure ,—Adjusting the Handle
Press the little nickeled clip to make the handle go on easier

To Insert Roll Paper

HE roll paper supports on 12 and 20-inch car-
riages will be found in a backward position, but
they are made to stand erect by first pulling them
up and then pressing them down, which will secure
them in the proper position. The nickeled spool goes
to the left of the narrow roll paper and is moved
farther to the left when using the wide roll paper.
Always attach the roll paper so it will feed from the
bottom of the roll. Have the adjustable paper guides
in line with the sides of the paper roll. Roll paper
feeds under the paper knife, and sheet paper over the
rod which carries the knife.

Burroughs Full Visible Keyboard Gives
Greatest Speed and Accuracy

ITH the Burroughs full keyboard figures may
be written much more quickly than by any
other method.

The visibility aids greatly in putting amounts into
the machine correctly. An error may be detected as
soon as the keys for any amount are depressed. It
can be corrected instantly by means of the Column
Correction keys or the Total key.

Consecutive numbers can be listed very rapidly by
latching the Repeat key down and changing only the
last figure after
each operation,
using the Col-
umn Correction
keys.

On the Bur-
roughs all eci-
phers print auto-
matically, which
saves a great
amount of work,
Ithasbeenfound
by analysis of a
very large num-
ber of items that
over 40 per cent
of the figures

Figure 5—Adjusting Roll Paper Supports
Pull the roll paper supports up and press them down
into position

Figure 6
Keyboard View of Bur-
roughs Visible Model
with 20-inch Carriage

handled in mercantile houses are ciphers and that
more than 60 per cent of the figures handled in banks
are ciphers.

Such amounts as 500.00, 1.00, etc., are set up by
merely depressing one key. Such amounts as 30.05,
1.50, etc., require the depression of only two keys.

Considerable time in-setting up is also gained by
depressing two or more keys at once in such items as
5.55, 5.75, 2.34, ete. This simultaneous depression is
possible only on a full keyboard.

In multiplications involving decimal fractions an
arbitrary decimal point may be taken between any
two columns of keys.

To assist the operator further the columns of keys
are colored black and white to correspond to the
punctuation. This makes it very easy to be sure
that an amount is correctly placed on the kevboard.

Figure "—Adjusting the Paper
Roll paper should feed from the bottom of the roll
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in great detail.
easily followed.

The Operation of a Visible Burroughs

IN actual practice the Burroughs is an easy and simple machine
to operate, although the printed explanations are given here

This is done so that the instructions may be

Taking your knife from your pocket, opening it and sharp-
ening a pencil is a very simple process, but to describe it to a

----- i man who had never seen it done would require a half page of

How to Write Items on the Keyboard

THE object of the black and white keys in alter-
nate groups is to punctuate the keyboard and
assist the operator to locate proper columns and
insert amounts quickly and accurately. Ordinarily
the punctuation is for dollars and cents, but it may be
had in any other way. The first column of keys on
the right is units of cents; the second column, toward
the left, tens of cents; the third column, units of dol-
lars; the fourth column, tens of dollars, etc. There
are no keys for ciphers; these are printed automatically
by the machine when needed.

From this explanation it is evident that items are
written on the full keyboard Burroughs in exactly the
same way they would be set down on a sheet of paper
—a column for units of cents, a column for tens of
cents, a column for dollars, ete.

First Prove the Machine Clear

BEFORE beginning to list items the operator should
be sure the machine is clear or, in other words, set
To make sure of this depress the “Total”
key, hold it down and pull
the handle. If there has
been a previous total left
in the machine this total
will be printed on the pa-
per together with a star
( *) to distinguish it from
an ordinary item.

If this operation is per-
formed when the machine
is already set at zero the star alone will be printed.
(See Fig. 8.)

to zero.

Figure 8

The Burroughs star, printed at the
head of a column of listed items,

proves that the machine was
absolutely clear at the start, Key-
board, Non-add key and adding
wheels includzd.

Figure 9—Listing
Press keys in proper columns corresponding to the numerals in the item desired;
all ciphers print automatically

“-the items desired and to pull the handle.

printed instructions.

The visible adding wheels also show whether the
machine is clear, but a star should always be printed
before listing items to give a printed record that the
machine was clear.

This enables the operator or anyone else who looks
at the work to know absolutely that the total is cor-
rect because the machine was clear before work
was started.

Listing Items is a Very Simple Process

HE operation of listing items is very simple and
can be learned in a few minutes; it is necessary
to depress only the keys representing the figures in

Figure 10—Printing
The depressed keys are automatically locked down when the handle is started -
forward, which prevents accidental change in the item to be listed

For in-
stance, in order to list and add $34.50, depress the 3
in the tens of dollars column, the 4 in the units of
dollars column, the 5 in the
tens of cents column (see
Fig. 9) then pull the handle
and release it (see Fig. 10),
and 34.50 will appear on the
dials at the front of the ma-
chine and will also be printed
on the paper. (See Fig. 11.)

When a cipher ocecurs in the
item do not depress any key in the column in which
it occurs. For instance $10.00 is “‘set up”’ by merely
depressing the 1 in the fourth column.

3450 @

Figure 11
In listing 34.50, only the keys 3,
4 and 5 in the fourth, third and
second columns should be
depressed. The cipher prints
automatically.
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How an Item Can be Corrected

F, by mistake, the wrong key should be depressed,

a correction may be made in two, and on some
machines in three different ways before the printing
has taken place.

1. By the use of the Total or Sub-total keys at the
left of the keyboard (Figs. 13 and 15). Depressing
either of these keys instantly releases any amount
which may be set up in the keyboard.

2. In the flexible keyboard, depressing a key on the
keyboard automatically restores any other key in the
same vertical column. For example, should it be

Figure 12—The Flexible Keyboard
Little time i s lost in correcting mistakes made in depressing keys

desired to change 131.40 to 131.50, it would only be
necessary to depress the “5”” key in the second column;
for as the “5” goes down, the ‘“4’’ comes up.

3. On some models, by using the Column Correc-
tion key at the foot of each column. Should the
incorrect item on the keyboard be 131.42, and
the correct item be 130.42, by depressing the
Column Correction key in the third column the “1”
key is restored and the cipher will be automatically
printed.

The Non-add key (Page 8) can be restored by the
Total or Sub-total keys before the printing is done.

Figure 13—Printing Total
Simply hold the Total key down while the handle is started forward

How the Total is Printed
(Clearing the Machine)

S the items are list- ; -
ed and printed in , .

regular columns on ~

the paper (see Fig. 14) 250 43 gg 8 V
the adding lw(}]laeels . 10> '5 0
change to include in
the total the last item g %é 8 28 (6)
listed. Thus a cor- ! :
rect total of all items 1,03030 -
listed may be trans- 304404 Ox
ferred to the paper at .

After listing and
adding the last item
make a complete
movement of the
handle without any
keys depressed. This makes a blank space on the paper
between the last item and the place where the total will
appear and is called the “spacing stroke.” Then de-
press the Total key and hold it down until the handle is
started forward. The accumulated total will then be
printed on the paper (seeFig. 14) and in connection with
it the star (%) to distinguish it from the items. If it
isimpossible to depress the Total key fully, it is because
the spacing stroke has been omitted.

Printing the total as outlined above also automat-
ically sets the machine at zero, or in other words,
“clears” it.

Figure 14,—The “Total” Star
The printing of the Star with the total dis-
tinguishes the total from other items avoid-
ing all possibility of confusion.

Figure 15—Printing the Sub-total

The letter ““S”  distinguishes a printed Sub-total, avoiding all possibilily of it
being confused with a grand total

To Print the Sub-total

F desired, the accumulated total at any point in the

list, of items can be printed without ‘‘clearing’ the
machine or in other words the total may be carried
forward. To print the sub-total, first make the spac-
ing stroke, then depress the Sub-total key (see Fig.
15) and hold it down until the operating handle has
started forward.



TO CARRY FORWARD THE SUB-TOTAL—PRINTING ON WIDE SHEETS %

Where the Sub-total s Used

HE sub-total is often used in work where items are

listed and added in parallel vertical columns, and
where it is necessary to print the total of the column
at the bottom and then carry it forward to the next
column. A sub-total symbol s’ is automatically
printed after each sub-total.  (See Fig. 16.)

To Carry Forward the Sub-total

OVE the carriage into position to print in the
first column. Prove the machine clear by
printing the star and list items in the regular way,
continuing to the bottom of the sheet. Take the usual
spacing stroke, depress the Sub-total key and pull
the handle. The machine will print a total of all
items listed but the amount will be retained
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Figure 16
Carrying the Sub-total forward. An example for practice
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in the machine.

Having completed the first column turn
the platen back to the position at which the
star was printed and shift the carriage so as
to print in the second column. Re-print the
sub-total at the top of the column, by de-
pressing the Sub-total key and pulling the
handle. Items may then be listed in the
regular way and a sub-total taken at the
bottom of the second column.

The process may be carried forward in
this way into as many columns as the width
of the paper will permit.

Printing on Wide Sheets

NSERT the paper, move the carriage to

print in the first column and print the star.
List items similar to the ones shown below
and at the bottom of the sheet take a total
of the first column.

Turn the platen back until the paper is in
position to print where the first star was print-
ed, shift the carriage to the second column
print the ‘“clear” signal and proceed as before.
Continue in this way across the width of sheet.
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Figure 17

Printing on wide sheets.

An example or practice



INSTRUCTIONS FOR OPERATING AND USING THE VISIBLE BURROUGHS

Attaining Speed in Operation

PEED in the operation of the Burroughs is simply
a matter of use.

In listing items the hands should work up the
keyboard toward the handle. Press the keys for
the smaller figures first, regardless of their order.
Thus in writing the item $81.92 the 1 and 2 are
depressed first, then the
8 and 9.

Wherever possible two
or more keys are de-
pressed at one operation.
For instance in listing
the item $2.43 all three
keys are depressed sim-
ultaneously.

While at first the be-
ginner will not be able to
employ these methods
with any speed, use of
the machine will show
how naturally method-
jcal fingering of the keyboard adapts itself to speed
in operating the Burroughs.

How to Use the Repeat Key
(For Multvplication, etc.)

Figure 18
The item 4.50 was set up on the key-
board. Repeat key locked down, and
handle pulled four times.

T an item is to be listed several times in succession, -
or for multiplication, the keys for the item may -

be depressed and the Repeat key locked down, after
which it is necessary simply to pull the handle as
many times as the item is to be listed. The Repeat
key is locked down by simply pressing it back as it
is pressed down,
which latches it.
It is released by
a slight forward
pressure of the
finger.

When the last
item has been
listed, release
the Repeat key
and restore the
depressed keys
with the Total
key, after which
the spacing
stroke and total
may be taken
in the regular

way.

Consecutive numbers can be listed very rapidly by
latching the Repeat key down and changing only
the last figure after each operation, using the Column
Correction key or the flexible keyboard.

The use of the Repeat key in multiplication and
division is shown in detail on pages 14 to 19.

Figure 19—Repeat Keys
The Repeat key is locked by pressing it down and

slightly away from the operator. To restore it

press down and forward.

How and When to Use the Non-add Key

HEN an amount has been set on the keyboard

and the handle pulled forward with the Non-
add key pressed down, the amount is printed but will
not be accum-
ulated in the
addingwheels
nor included
in the total.
Such an item
is accompan-
ied by a dis-
tinguishing
symbol ()
which shows
thiat the
amount is a
non-added
item.

The Non- Figure 20
add key re- Non-add key.
. Merely depressing
mains dOWN ihe Non-add key prevents

the wtem from being added
and causes it to be printed
with the number symbol(#)
to distinguish .

during one
operation
only. It re-
stores automatically after each operation. It may be
released without a stroke of the handle by the Total
key.

The Non-add key has four distinet uses.

1: To List Credits in
a Trial Balance.

s
PR

It can be used to mark
certain items in a list
that are to be printed
but not added. For ex-
ample, in listing both
debit and credit items
the debits can be listed
and added and the
credit only listed by use
of the Non-add key. The
total then shows the sum
of the debits, and the
credits can be listed and
totaled by simply ““pick-
ing up”’ the marked ()
items and listing them
in the regular way.
(See Fig. 21.)

2: To Print Number.

It may be used to
print, without adding,
some abstract number
such as clerk number,
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Figure 21

The Non-add key is a valuable fea-
ture in listing credits in a trial
balance.

department number, car
number, voucher num-
ber, ete. (See Fig. 23.)



USES OF THE NON-ADD AND NON-PRINT KEYS

3: To Mark Special Items.

The Non-add key can be used to mark ‘certain
items in a list, all figures of which are to be added.
For example, in listing the charges for a month, if it
is desired to mark those items that are “net” the
others being “29, 10 days,” this is done by first
adding and listing the item in the regular way, then
turning the platen back one notch and, without
setting any figures in the keyboard, depressing the
Non-add key and pulling the handle. This causes
the symbol (#) alone to be printed, but as the
carriage is shifted to the right when it is turned
back to the item just listed, the symbol will come
to the left of the item and will thus give it the

distinguishing mark which means ‘“net cash.” (See
Big 290
i : - o . .
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by special discounts, eic., per-
mitting the items to be included in
the total. The item is marked after
printing by turning the platen
back ome moich, shifting the car-
riage to the right, depressing the
Non-add key only and operating
the machine.

Figure 23
The Non-add key can be used
advaniageously in the recapitula-
tion of sales by clerks or depari-
ment number.

4: To Correct an Item that has been Listed.

The operator may occasionally list and add an item
which he at once realizes should not have been taken.
He can then depress the Non-add key, subtract that
item out of the machine (see Subtraction, page 14),
turn the platen back one notch and print the non-
add symbol to show that the item was not added into
the total.

For instance, in Fig. 24, the item 4.56 was listed
and accumulated in the adding wheels through error.

Before subtracting the item
from the accumulating sec-
tion, mark the item by
turning the platen back
one notch and printing the
symbol (7). Then set the
complement of 4.56 into
thiel lcle i bloa tid aies
9,999,995.44. Depress the
Non-print key and pull
the handle. The item is
now subtracted from the
machine. Release the
Non-print key and con-
tinue the work.
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Figure 24

How and When to Use the Non-Print Key
On Machines so Equipped

(Adding Without Printing)

T the rear of the keyboard, just to the right of the

Repeat key is located the Non-print key. With

this key depressed, items may be set up on the key-

board and added, but not printed. The feeding of
the paper is stopped until the key is released.

This key has three valuable uses:

1. Tt may be used to add, without printing, any
item or group of items.

2. When multiplying it is not necessary to have a
long list of repeat figures appear on the paper. The
Non-print key permits the operator to eliminate
printing these if he so desires.

3. It can be used to correct items which have been
listed and added. If any wrong item has been added,
lock down the Non-print key and perform subtrac-
tion as directed on page 14, release the Non-print
Key and mark the item with the Non-add sign to
show that it is not included in the total.

The Non-print key is locked down by pressing it
rearward. It remains down until released by pressing
it toward the front of the machine.

You Can Safequard Your Unfinished Work

THE removable handle of the Burroughs protects
the operator against interference with his work
when he is away. When called to the phone, for in-
stance, or when leaving the work in the machine over
night, he simply removes the handle (see Fig. 4,
page 4), puts it in a safe place, and his work is as
securely locked as if he had put the whole machine in
the vault.
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Figure 25

The Burroughs 3%4-inch Carriage. Used for Roll Paper
Narrow Statements and Bank Deposit Slips

The Operation and Use of Bur-
roughs Visible Model

Carriages

HE Visible Model is ordinarily furnished with one

of two different width carriages—the 314-inch,
or the 12-inch. When desired, an extra wide
20-inch carriage is supplied. Except for size, all
are identical in operation and are similar in con-
struction to typewriter carriages. They have im-
proved devices to control the insertion and feeding
of paper, the lateral movement of the carriage, the
spacing of items, ete. These features and their opera-
tion are described in the paragraphs that follow.

Figure 26

The Burroughs 20-inch Carriage. Used for
Wide Sheets and Roll Paper

How a Wide Sheet is Inserted

HE insertion and handling of roll paper is
described in detail on page 4. If the machine has
been handling roll paper and it is desired to change
to a wide sheet, it is not necessary to remove the roll
paper from the hangers. Simply free the end of the
roll paper by turning the platen backward and
shift the sliding paper guides to the width of the sheet.
Then insert the sheet in the platen, disregarding the
roll paper entirely, and upon turning the platen twirler
the paper comes into printing position, square and true
(Figs. 27 and 28.) The sheet can be adjusted to any
desired position by simply pressing the Pressure Roll
lever.
Wide paper, when used, feeds over the paper knife
and thus gives complete visibility to the printing.

Figure 27—Shifting Guides for Different Widths of Paper

This Machine has a 12-inch Carriage. The paper guides may be shifted
to proper width to accommodate wide sheets

Figure 28—Adjusting Position of Paper

By holding the pressure roll lever, the paper may be adjusted to any position in
the Carriage

v



CARRIAGE APPLICATIONS AND ADJUSTMENTS 11

Carbon Copies Are Made Same as on o Type-
writer :

ARBON copies may be made in the same manner

as on a typewriter (Fig. 29). Where a great
many copies are desired at one writing, the machine
is specially prepared for such purpose by providing
a heavier stroke of the type hammers.

Figure 29—Carbon Coptes
Carbon copies are made as easily as on @ typewriter

How the Paper Carriage is Shifted

HE carriage can be shifted by pressing the Shift
Lever (Fig. 30).

The Visible Model is particularly adapted to
cross-tabulating work. Simply throw out the paper-
feed by pressing forward the lever at the left end of
the carriage (Fig. 32). Now the paper will not feed
vertically, and the carriage is shifted to any position
by pressing the Shift Lever, located at the right end.
Ordinarily it is best to set the numeral keys first and
then shift the carriage pulling the handle as the hand
is brought back toward the keyboard.

Restore paper-feed after completing cross-tabula-
ting work.

Figure 30—Shift Lever
The Burrcughs Visible is particularly adapted to cross-tabulating work

Figure 31—Stop Bars

Special Stop Bars for special work may be had and are quickly attached
and taken off

How to Change Stop Bars

THE Stop Bar is at the rear of the carriage. It is
instantly removed by shifting the carriage to the

" extreme right and withdraw the Stop Bar from

under the two pins (Fig. 31). This permits a Stop
Bar of any special spacing to be quickly inserted.
Stop Bars to fit any vertical ruling may be had.

With these special bars, no time is wasted when
using the machine on differently ruled forms.

By removing the Stop Bar entirely, the Shift
Lever becomes at once a friction stop. In this way
the carriage locks instantly in any position.

Figure 32—Adjusting Paper Feed Lever

The paper spacing lever has three positinns—non—feed, single space
and double space

How to Adjust Paper Feed

HE paper-feed is readily adjusted by the thumb

lever at the left of the carriage (Fig. 32). When the
lever is moved clear forward it is at non-space, and
when rear-ward it is at double space. When at the
middle it regulates the paper feed to the customary
single space. These positions can be instantly de-
termined by touch; it is unnecessary to use the eye.



12 INSTRUCTIONS FOR OPERATING AND USING THE VISIBLE B

URROUGHS

Some Suggestions for the Operator

1. Before starting to add, see that Repeat
key is not locked down.

2. Machine should be far enough away from
the wall or desk to give the paper room to feed.

3. On electric machines be sure to turn off
the current when not using,.

4. See that paper guides are lined up on
each side of paper.

5. Be sure lever for regulating paper feed is
set at desired position—i. e. single or double
space.

6. Always press Total key and pull handle
before starting to use machine.

7. Machine should always be covered at
night.

Burroughs Symbols Valuable on Record Work

THE printed record of a Burroughs tells a com-
plete story, for the totals, sub-totals and non-
added items all have their distinctive symbols.
Whether the record is an original or a carbon copy
there can be no occasion for uncertainty, for these
symbols are evident in either case. Any person
can tell at any time by referring to the work of the
Burroughs just what has been done. That is why

the Burroughs is used so extensively for permanent
accounting record work.

The star gives a permanent record of every total
or, when alone, indicates beyond all question that the
machine was clear.

The Burroughs “ s’ indicates a sub-total; the “ 4
indicates that the item was listed but not added.

Electric drive on 10-column Burroughs of the Class 300 line. Stmply pressing the
bar (at the right of the keyboard) operates the machine

Instructions for Electrically
Operated Burroughs

XCEPTING a few of the smaller models, any

Burroughs Figuring and Listing Machine can be
equipped with an electric drive. The motor takes
the place of the handle pull, the handle being re-
moved. A control bar is provided at the right of
the keyboard which requires but a light touch with
the fingers to operate the machine. If at any time it
is desired to operate the machine by hand, the handle
may be attached in a moment’s time. (See Fig. 4.
Page 4.) ;

Burroughs motors are furnished in two distinect
types, to operate on either alternating or direct cur-
rent. When the machine is not in use the current
may be disconnected by means of the flush switch at
the right side of the case. The Burroughs Automatic
Time Switch is a device with which electrically oper-
ated machines may be equipped. It automatically
shuts off the current after the machine has stood
a short time without operating.

How to Use the Bell

HE Burroughs bell has four distinet uses, all of

practical service in the handling of figure work.
This device is provided on all standard Burroughs
carriages which handle wide sheets.

1: A Paper Return Lock

If the operator, in listing several columns of items
on a wide sheet, desires to start the different columns
on the same line (see Fig. 33) the bell can be used
advantageously as a paper lock.

Insert the paper so that it is in the desired printing
position for the first item. Engage the bell by de-
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Figure 33

When used as a paper return lock the
Bell detects automatically the proper
printing position for the first item
in each column.

pressing the latch clear down.
This locks the platen at
that point, preventing it from being turned further
backward, though it may be turned forward as much
as desired. So when the first column is completed all

v
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that it is necessary to obtain the
correct printing line at the be-
ginning of the second column is
to turn the platen back as far
as it will’go.
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Figure 34
The Bell can be set to ring on the completion of a predetermined
number of items

The bell after having once been engaged should
remain set until the last column has been completed.

2: Warns When Items are Completed

Should it be desired to list one or more columns of
a given number of items each (see Tig. 34) the bell
may be set to ring and give warning when the last of
the predetermined number of items has been listed.

For example, assume that 10 items are to be listed
in each column. Place the paper in the carriage so
that it is in the proper printing position for the first
item, then lift the latch and depress it. ~As before,
this locks the platen so that it cannot be turned back
beyond the starting position. Pull out the knurled
knob on the bell and turn it until the graduation ‘10”
on the bell comes to the small pointer at the top.
(See Fig. 34.) With the dial set in this position, the
bell will ring on the ninth item if the “gtar’’ has been
printed, warning the operator that one more item is
to be listed.

For double spacing, set the dial at twice the number

of items desired.
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Figure 35
The Bell can be set to count the number of items listed in a columm, for
instance the number of sales made by o clerk or a department

3: Warns When Items Reach Bottom of Sheet

The bell can be used to sound a warning when items
being listed in a vertical column reach the bottom of
the sheet. When used in this capacity it performs
its function as a paper return lock at the same time.

Obtain the proper printing position for the first
item and engage the bell as explained under its first
use. Revolve the platen by hand until the finder
indicates the printing position for the last item in the
column at the foot of the sheet. Pull out the knurled
knob on the bell and turn the bell backward until
it stops with the pointer at zero.

Revolve the platen backward until the paper return
lock causes it to stop at printing position for the first
item. When items are listed the bell will ring when
the sheet reaches the position predetermined for the
last item.

4: To Count Items Lusted

The bell may be used to count the number of items
that have been listed. Engage it as a paper return
lock as explained under its first use, with the paper
in the proper position for printing the first item. Run
off the items and when the last item has been listed
pull out the knob and turn the bell until the zero on
(See Fig. 36.)

the dial comes opposite the pointer.
Pull up the latch, disen-
gaging the bell, and the dial
will revolve back against its
stop and bring the number
of items opposite the pointer.
(See Fig. 37.)

This use of the bell works
out to especially good advan-
tage in totaling the number”

Figure 36
When items have been listed
and before total is taken, set
the Bell at zero.

clerk or department. ~ The
number of it;y@’in the col-
umn may printed below
7~ (See Fig. 35.)

Burroughs Durability

OME of the machines built
by us in 1893 are still in
active service today and con-

Tinue to give satisfaction by
their accuracy and service.

We don’t know how long a
Burroughs will last, many of
the older models have come
back to us in exchange for
later Burroughs models, but
we have never seen a worn
out Burroughs.

Figure 37

Raise the latch, disengaging the
Bell, and the dial will revolve
backward and show opposite the
pointer the mumber of items
that have been listed.
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How to Subtract, Multiply and Divide

Checking Invoices, Figuring Discounts, Computing Interest, on the Burroughs

Definitions

Minuend. . .. .. The number from which another is to
be subtracted.

Subtrahend. ... That which is to be subtracted.
Multiplicand. . . A number to be multiplied by another.

Multiplier. . . . . A number by which another is to be
multiplied.

Dividend. ... ..A number to be divided.
Divisor. . . ....That by which a number is divided.

Complement.. . The complement of a number is
another number, which, when added to the first
number, will give a sum equal to ten or a power
of ten; i. e., 10, 100, 1,000, 10,000, etc. Thus the
complement of 7 is 3; of 38 is 62; of 3467 is 6533.

NOTE—To get the best results it is advisable to run through

all the explanations carefully with the machine at hand, so as
to work out each step in the order it is explained.

How to Subtract on o Burroughs

O perform subtraction on the Burroughs, it is only

necessary to add to the minuend the complement

of the subtrahend and also all of the 9’s to the left of
the subtrahend. The result will be the remainder.

To determine the complement of a number com-
mence at the left of the number and add to each figure
enough more to make 9—except to the last figure at
the right, to which add enough to make 10. When
the last right-hand figure or figures are ciphers, dis-
regard them; add enough to make ten to the last figure
to the right, which is not a cipher.

Suppose we desire to find the complement of 1604.
Commence at the left and set down under the 1 an
8, under the 6 a 3, under the 0 a 9, under the 4 a 6.
These figures, 8396, are the compliment of 1604.

The complement added to the first number will
make 10,000 or the 4th power of 10.

If it is required to subtract 1604 from 29,872, we
first put the minuend 29,872 in the machine. Then
strike the complement of 1604; viz., 8396, together
with all the 9 keys to the left of the subtrahend, so you
will have 999,998,396 on the keys, as illustrated, then
pull the handle, and the result on the dials will be the
remainder of 28,268. (See Fig. 44.) The subtra-
hend may be printed by the use of the non-add
key where a full pic-
ture of the operation
is desired. The ob-

2987 & iectin striking therow
16044 of 9's1s to carry the 1,
9999983096 which would other-

wise appear on the
dial to the left of the

28268 remainder, out of and
. ] :
Figure L ,—Subtraction beyond the 5 CapaCIty
29.872—160, of the machine.

Multiplication with eroughs Machine

ENTAL multiplication of figures, particularly
where fractions are involved, is tedious work for
anyone. The business man has found this true when
figuring percentages, extending stock inventories, ver-
ifying invoice extensions and totals, etc.

In fact the time and effort required to do such work
have discouraged some business men from keeping
many of the records they need.

And yet multiplications of both whole numbers and
fractions can be handled on the Burroughs in much
less time than by the old hand method and with very
little mental effort.

Furthermore the Burroughs method of multiplica-
tion is simple to learn. One who has never used an
adding machine can, after thirty minutes’ practice,
multiply with the Burroughs faster and easier than
by the mental process.

Multiplication is simply repeated addition or, in
other words, a short method of making many addi-
tions of the same number.

The biggest element of chance for error tn multipli-
cation of fractions is vn pointing off the decimal places.

On the Burroughs keyboard each column of keys is

numbered from 1 to 9 so that a multiplier can be set in

any position on the keyboard. - This makes it possible
to multiply either from right to left or left to right.
The old mental method is to multiply from right to
left. By multiplying
from left to right on — =
the machine the deci-
mal point may be pre-
determined where froc-
tions are being han-
dled and thus avoid
any likelihood of er-
ror in pointing off the
product properly.

566

Multiplying from 435

Right to Left

O multiply 566 by

435, first latch
down the Repeat key
and depress the keys
representing 566.
Then multiply by the
5 of the multiplier
435. Multiplying by
fiveis of course merely
adding 566 five times; so pull the handle five times.
The next step is to multiply by the 3 in the multiplier.
Restore the keys 566 by depressing the Total key and
set them over one column to theleft of their former posi-
tion. By pulling the handle three times566 is multiplied

/
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Figure 45
566 x 485 and the Total (disregard the
punctuation printed by the machine)
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by 30. So far then we have multiplied 566 by 35 and it
remains to complete the work by multiplying by the
4 in the multiplier. This is accomplished by setting
the 566 one column farther to the left, and pulling the
handle four times. The total is then taken in the
regular way and the product 246210 is printed on the
paper. (See Fig. 45.)

In multiplying from right to left use the simple
arithmetic rule in pointing off, i. e., point off as many
places from the right as there are decimal places in
both multiplier and multiplicand.

Multiplying from Left to Right
AKE the same problem 566 x 435. Latch down
the Repeat key. The first step is to multiply
by 4, the first figure of the multiplier.

Set the amount 566 in the keyboard so that the first
figure 5 is in the second column from the left. This
leaves the left-hand column for “carrying into.” Pull
the handle four times. Set the amount 566 one place
to the right and pull the handle three times to
multiply by 3, the second figure of the multiplier.

Set the 566
one place again
to the right and
pull the handle
five times to
multiply by the
third figure 5.

The keys are
restored  after
each multiplica-
tion by pressing
the Total key.

The product
is secured by
taking a total in
the regular way.
The answer
should be point-
ed off as fol-
lows: Begin with the extra left-hand adding wheel and
point off to the right as many places as there are whole
numbers in both multiplicand and multiplier. If a
multiplier has no whole numbers and there are
ciphers to the right of the decimal point, point off to
the left one place for each cipher. In the problem
566 x 435 there are six whole numbers (i. e., six figures
that are not decimals) so point off six places from
the left including the extra dial on the left, whether
or not a “carry’”’ has gone into it.

Calculoting Without Printing

ON machines equipped with the Non-print key it

is not necessary to print the figures when using
the Burroughs for calculating. Many operators,
as they become expert, handle this work with the Non-
print key depressed. This pervents the figures from
printing. It also prevents the paper from feeding and
thus avoids any waste of paper. The total is accumu-
lated on the adding wheels and may be copied from
them, or may be printed on the paper by releasing the
Non-print key.
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Figure 46
566 x 435—Multiplying from left to right

Multiplying When one Multiplier 1s
Already on the Dials

E will assume that the dials show 181,473 and it

is required that this amount be multiplied by
766. It is obvious that having one amount already
on the dials, it will only be necessary to add to it 765
times itself to produce the correct result.

Lock down the Repeat key. Set 765 on the keys
so that the 5 comes immediately over the left-hand
figure 1 on the dial. Then with the eyes on the dials
pull the handle as many times as the figures on the
dials indicate; thus make one stroke at the beginning,
for there is a 1 on the dials. Release the keys by press-
ing the Total key and set 765 one place to the right,
pull the handle eight times because 8 is the next
figure on the dials. Then continue setting the mul-
tiplier one place to the right and pulling the handle
as many times as the corresponding figures on the
dials indicate. Finally release the keys, make a
spacing stroke, and take the total. The dials then
read 139,008,318, which is the product of 181,473
times 766.

This method of working from left to right is ad-
vantageous where an addition has been made, the
total of which is to be multiplied. This method can
be used without cancelling the machine, setting the
figures down on paper, or memorizing them. This
is particularly useful in computations of interest where
one multiplication is made and the product is multi-
plied by another amount.

Multiplication of Fractions

HE first step is to reduce fractions to decimals.

The arrangement of the Burroughs full keyboard
is a distinct advantage in the multiplication of frac-
tions for three reasons:

1. A fixed decimal point can be used. Mistakes in “pointing
off”” are responsible for a large percentage of errors in mul-
tiplication of decimals. _The fixed decimal point makes such
mistakes almost impossible.

2. When a permanent
common decimal , ; .
point is wused, the g
total of several mul- ,
tiplications may be
permitted to accumu-
late in the machine
and a grand total of
all of them may be
printed without total-
ing each problem and ~
then recapping the
totals. 5

3. By multiplying from
left to right the handle
is first pulled the num-
ber of times represent-
ed by the left-hand ‘
figure of the multipli- |
er, then the next to .

the right, ete. It is
easier to read and re-
member the multiplier
in the sequence in
which it is written
than to remember the
figures backwards.
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THE BURROUGHS MULTIPLYING SCALE

Invoices Checked in

EFORE a good business man will send his check
in payment for a bill of goods he proves the
accuracy of the invoice.

Ordinarily this proof requires considerable “figur-
ing” for it frequently involves the multiplication of
fractions as well as whole numbers. Work of this
kind takes time and often comes when time can ill be
spared. KEven when there is no press of other busi-
ness, the process is more or less tedious when done
mentally.

This work can be done on a Burroughs with prac-
tically no mental effort and in a mere fraction of the
time required without the machine.

Take an invoice like the following for an example:

2SRIBrooms e o e e at $0.1214 $ 36.00
140 bsiCoffee wi st n sl at 2114 29.57
Touilbs i @Candyl il o e at .04l 3.19
56-yds. Linoleurn. - oo o0 o0 o at 1.1215 63.00
$131.76

A young man accustomed to checking invoices
verified this one mentelly in one minute and thirty
seconds.

The same invoice was proved by a Burroughs
operator in 20 seconds. While this may be somewhat
faster than the inexperienced operator in an office
would operate the machine, you or one of your em-
ployees can check this invoice in thirty seconds after
using the machine a week or so, which is, after all,
the comparison that interests you.

In means not only an actual saving of two-thirds
the time ordinarily spent on checking invoices men-
tally but the work is done accurately without any
mental strain.

The Burroughs Multiplying Scale

ELOW is described a simple method of multiplying

in decimals and pointing off automatically. We
have a supply of these scales printed on heavy bristol
board and if requested, will gladly send a reasonable
number to any address. In an emergency the scale
reproduced below can be cut out and
pasted on heavy cardboard and used as
directed. Until the operator becomes

One-third the Time

Table of Decimal Equivalents

“ 6ths | 7ths | 8ths | 9ths |11ths [12ths!13ths [14ths [15ths|16ths
|
1..1667.1420.125 |.1111] 0909|.0833].0769|.0714].0667| 0625
_5f33333.2857‘25 .2222|.1818|.1667|. 1538]. 1429|1333/ 125
3.5 | .4286.375 |.3333.2727).25 | 2308 .2143| 20001875
4.|.6667|.5714.5 | 4444 36363333 3077 .2857| . 2667|.25
5.|.8333(.7143].625 | 5555 .4545|.4167].3846| 3571|3333 3125
;. 85710.75 |.6667.5455.500 |.4615|.4286].4000 .375
4?1 875 ‘7778.6364.5833.5358.5000.466ﬂ.4375
- | 8880.7273|.6667| 6154 5714|.5333].5
9. § 818275 |.6923|.6428 6000).5625
o { .9091|.8333|.7602.7143|.6667].625
11 | .9167|.8462].7857|.7333|. 6875
12, | 9231].8571/.8000] 75
13. f .9286/.8667].8125
14. | 9333875
15. f | {.9375

Note—Above is a table of Decimal Equivalents of common frac-
tions. This is very useful in all calculating work in which
fractions are used.

Checking Invoices and Pointing off
Automatically

AY this scale at the bottom of the keyboard with
the arrow between ANY two columns of keys (usu-
ally between the 5th and 6th as this gives plenty of
capacity for decimals). This designates or numbers
the key-columns to the right and left of the arrow as
shown by the figures on the UPPER EDGE of the
scale.

Put down on the keyboard.

Y v D .4

5 4 3 2

Count whole numbers in multiplier and multiplicand. This total
indicates the column on the keyboard(umbered |23.etc) which
takes left hand figure of either amount. Multiply from left to
right, Example — 35 yds. @ $145. Here are 3 whole num-
bers so start incolumn No.3 (Over)

v B 4]

1 (0] -1
Note:- for each intervening cipher,

in an amount where there are no
whole numbers subtract one. Ex-
ample, 1147 |bs.@$02%. Here one
intervening cipher makes one less

50 start in column No.2

either multiplier or multi-
plicand, i. e., either price or
quantity, the proper start-
ing position on the key-
board being ascertained

expert it is desirable to print the result of the work
on the tape paper. In this particular problem the
tape will appear as shown on page 17.

; by the rule on the scale.
By ‘“whole numbers” is meant any figures to the
left, of the decimal point.

Copyright 1915. Burroughs Adding Machine Co.
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Four Items H ave Been Extended
i this Last

ITH the com-

ma marking
the predetermined
decimal division
the total of the in-
voice is $131.76.

Although the
decimals vary as to
number of decimal
places, a fixed deci-
mal division has
been maintained
throughout all the
extensions.  This
allows the totals of
all extensions to ac-
cumulate so that a
grand total of the
invoice may be
printed as soon as
the extension of the
last item has been
made.

The operator
need notice only
one thing; that is,
the total of whole
numbers (figures to
the left of the deci-
mal point) in both
price and quan-
tity. Then it be-
comes asimplemul-
tiplication from
left to right.

If there are large
decimals, the items
can be run off the
keyboard to the
right without af-
fecting the accu-
racy because only
figures beyond the
fifth decimal place
are thus dropped.

Should the ex-

_ tensionof eachitem
be wanted,it is nec-
essary to totalafter
each multiplica-
tion, then reca-
pitulate the totals
afterwards.
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. Figure 48
Showing Method of Checking Invoice when
only the total of the enlire invoice is wanted

With a Burroughs Duplex Machine the extension of
each item can be printed and a grand total of all the exten-
‘sions automatically secured without the necessity of
recapitulating.

Division
(Without the use of a ‘“‘stroke wheel.””)
DIVISION on the Burroughs Adding and Listing
Machine is somewhat more difficult to explain in
print than addition, multiplication, or subtraction; but
the process is not so involved as it at first appears.

In the first place to explain the process more
readily, we must consider that the division of 3492 by
15 means practically the process by which we find out
how many times 15 can be subtracted from 3492. In
order to do this, we put 3492 into the machine so that
the amount shows on the right-hand dial wheels. We
first find out how many times the divisor is contained
in the first two figures of the dividend 3492. Pro-
ceed as follows:

Use the Complement of the Divisor throughout®

Put the complement of 15, which is 85, on the key-
board in the columns directly over the dial wheels in
which the number 34 appears. Depress 9 in the first
column to the left of the figures 85 (depressing the 9
causes the machine to carry into the next column to
the left). '

The Repeat key is locked down during the entire
operation.

Pull the handle and the dials show 000101992 (on
a 9-column machine) and the two dials which for-
merly showed 34 now show 19. Therefore 15 has been
subtracted from 34 once. Inasmuch as 19 is still
larger than 15, pull the handle once more. The dials
now show 000200492 and the two dials which origi-
nally showed 34 now show 04. Fifteen has been sub-
tracted from 34 twice, leaving a remainder of 4 and
the first subdivision is finished.

It now becomes necessary to ‘“‘bring down’ the
next figure, 9, of the dividend, and this is done by
moving the complement of the divisor one column
to the right. To do this release the depressed keys
and depress the same keys, 985, one column further
to the right.

After pulling the handle three times we find that
the 04 appears on the dials where the figures 49
appeared before. We have, therefore, subtracted 15
from 49 three times, leaving a remainder of 4.

The next step is to bring down the fourth figure,
2, of the dividend. Two handle pulls and 42 is
reduced to 12. Looking on the dials we find that 15
has been subtracted from 3492 two hundred and
thirth-two times, leaving a remainder of 12.

Depress the Total key to restore the depressed
keys, make the usual spacing stroke, and take a
total. This will show the amount 232012. This is
read 232 and 12/15.

Always point off from the right as many spaces as
there are figures in the divisor. Cross out one cipher
to the left of this point. The figures on the left of
the cipher which we have crossed out represent the
whole number part of the answer. The figures on the
right of that cipher represent the numerator of the
fractional remainder—the denominator being, of
course, the same as the divisor.

* Definition of Complement is given on page 14.
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“Stroke Wheel” Method of Division

HIS method of division is serviceable because

the stroke wheel tells the operator how many
times to pull the handle, and he has only to be-
come familiar with the machine to become adept in
obtaining quick results. The 9 is not used which omits
the cipher between the quotient and remainder there-
by increasing by one column the capacity of the
machine for division.

Example—Divide 122345 by 387.

Set the dividend in the left side of machine so that
the 1 will appear on the next to the last dial wheel.
This leaves the last dial for “carrying into.”” Now
take the complement of the divisor;i.e., 613, and with
the Repeat key locked down, set it over the first
group of figures in the dividend that will contain the
divisor at least once. In this example it comes over
the figures 223 on the dials. This will cause the
divisor to act on the first four figures of the dividend
only.

The first figure on the dials to the left of the com-
plement is 1. Consider the dial on which this 1
stands as the stroke wheel, and because it reads 1,
pull the handle once. Keep the eyes on the stroke
wheel until it ceases to advance.

With the first handle-pull the stroke wheel does not
- advance; therefore forget it from now on, and con-
sider the three figures on the dials immediately to the
right of the stroke wheel. Since they show an amount
greater than the divisor, 387, continue to pull the
handle until these figures become less than the divisor.
Two pulls of the handle are sufficient, and the dials
now show as the result of the first subdivision a
quotient 3 and a remainder 062.

Now shift the complement of the divisor one col-
umn to the right, thus ‘“bringing down’” one more
figure (4) in the dividend. The stroke wheel now
shows 0 which indicates that there are no handle-
pulls to be made on account of the stroke wheel;
therefore forget it, but consider the next three figures,
624 to the right of it on the dial. Since they show
an amount greater than the divisor, 387, pull the
handle until the amount becomes less than the divisor.
One handle-pull is sufficient, the second subdivision
is finished and gives a quotient 1 and a remainder 237.

Now bring down the last figure, 5, of the dividend
by moving the complement of the divisor one more
place to the right. The stroke wheel is now 2; there-
fore pull the handle twice. This causes the stroke
wheel to advance one unit; therefore pull the handle
once more. This again causes the stroke wheel to
advance one unit; so pull the handle again. This
time the stroke wheel remains stationary; hence
forget it, but as the next three figures, 827, to the
right of it are larger than the divisor continue to pull
the handle until they become less. Two strokes
are sufficient and we have the final answer—quotient
316 and remainder 053.

Release the keys and print the total.

The next step is to properly point off the total in
order to indicate the quotient and the remainder.

To do this, point off, to the left of the decimal
point in the dividend, as many places as there are
whole numbers in the divisor. The figures in the an-
swer, to the left of the point thus established, are the
whole number part of the quotient and those in the
answer to the right of this point are the numerator of
the fractional remainder, the denominator being, of
course, the divisor. The complete answer is there-
fore read 316 and 53/387.

To Carry Out the Remainder to a Decimal

It is usually desirable to carry out the remainder in
the form of a decimal instead of leaving it as the
numerator of a fraction. To do this, simply continue
the process of division. :

Move the complement
of the divisor one place
to the right; the stroke
wheel is zero, forget it,
but pull the handle until
the next three dials (530)
show an amount less
than the divisor.

One pull is enough.
Move the complement
of the divisor one more
place to the right; the
stroke wheel is 1, pull
the handle once; it
advances to 2, pull it
once more, it remains
stationary; but the
remainder is still greater ,
than the divisor, so pull £ 3%
it until it is less, one ~ _]
pull being enough.

With a nine-column machine we have now come to
the right of the keyboard. Release the depressed keys
with the Total key, and print the total, which reads
316.13, a result correct to two decimal places. The
remainder 269 /387 is disregarded.

Note—In no case can the dividend be set in the machine, begin-
ning with the extreme left column. This one column, at least,
must be reserved for a possible carry from the next column to
the right.
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An Easy Rule for Locating the
Decimal Point

N performing any problem in division with pencil

and paper, it is always necessary to maintain the
location of the decimal point in the dividend, so
that the answer may be properly pointed off.

While this is also necessary when the work is done
on the Burroughs, it is possible to locate the decimal
point easily and quickly in any problem by the
following rules:

1. Where the divisor contains whole numbers:
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Rule—Mark on the printed list, the column, corre-
sponding to the decimal point in the dividend, and
point off as many places to the left as there are
whole numbers in the divisor.

Example—Divide 122345 by 387.

First, mark the column to correspond with the
decimal point in the dividend; thus: 122345. Then
point off as many places to the left as there are whole
numbers in the divisor. There are three whole num-
bers in the divisor; therefore point off three places to
the left, thus: 122.345. The decimal point in the
answer will be located in the corresponding column.

2. Where there are no whole numbers in the
divisor: :

Rule—Mark the column to correspond with the
decimal point in the dividend, and the decimal point
in the answer will remain in that position.

Example—Divide 43.25 by .35.

First, mark the column to correspond to the
decimal point in the dividend; thus 43.25. Since there
are no whole numbers in the divisor, the decimal
point is left in this position.

3. Where no whole numbers appear in the divisor
and ciphers follow immediately after the decimal
point in the divisor:

Rule—Mark the column to correspond with the
decimal point in the dividend and point off as many
places to the right as there are ciphers in the divisor.

Example—Divide 4.325 by .0035.

First, mark the column to correspond with the
decimal point in the dividend; thus 4.325; then point
off to the right as many places as there are ciphers in
the divisor thus 432.5. The decimal point in the
answer will be located in the corresponding column.

Short Cut Methods for Handling
Problems in Division

Note—Inasmuch as Division is necessarily a more difficult opera-
tion than multiplication, it is very often desirable to substitute
multiplication for division. This is readily accomplished by
the use of Reciprocals.

The Use of Reciprocals

HE reciprocal of a number is 1 divided by that

number. For example the reciprocal of 2 is 15,
which is equal to .5. The reciprocal of 4 is 1/, which
is equal to .25. The reciprocal of 256 is 1 divided
by 256, which is equal to .003906.

Reciprocals are used to facilitate division; the
operation is to multiply the dividend by the reciprocal
of the divisor. This can readily be seen by the fol-
lowing example:

12

— is the same as 12 x 14

2
14 is the reciprocal of 2 and is equal to .5. 12 x .5
is equal to 6.0, which is the same result that would
be obtained by dividing 12 by 2.

This method is very convenient when there are
several amounts all to be divided by the same number.

For example, suppose the following sheet is a
part of the record showing the number of pounds
of ore in car load lots. Hach one of these car load
lots must be reduced to long tons; that is, each one
must be divided by 2240 because there are 2240
pounds in a long ton. Instead of dividing every
one of these numbers by 2240, we first find the
reciprocal of 2240, which is .0004464, and then
multiply each one of these numbers by this reciprocal.

56423 pounds — 2.5 LS Il ongiey Tp oA

12685 i =32.45 A
83761 L — 57059 n
42680 " =29.11 L
65468 s =29.22 i
45800 s =20.45 1
61900 i =162 4
92754 e =41.41 L
72000 4 =32.14 U

Multiplying the first number, 56423, by the re-
ciprocal of 224C, which is .0004464, the dial wheels
show 251872272. There are seven places to point off,
which gives the result 25.19 tons. There will be
seven places to point off in each example; so the point
will remain in the same position throughout the
entire work. The other examples are worked in the
same manner.

A table of the reciprocals of numbers from 1 to 2000
and reciprocals of numbers in common use, such as a
gross ton, a bushel, etc., will be sent free to any
address on request. (See page 27.) These tables
will be found very useful in converting pounds into
gross tons, cubic feet into bushels, cubic inches
into gallons, ete.

For example, suppose there are 34463 square yards
in a tract of land and you wish to reduce this to
acres. Turning to the table we find that there are
4840 square yards in one acre. The reciprocal of
4840 is .0002066, so we simply multiply 34463 by
.0002066 and point off seven places; the result is
7.12 acres.

Example. Suppose we had 15365 cubic feet, and
we wished to reduce this to cubic yards. Turning to
the table we find that there are 27 cubic feet in a cubic
yard and that the reciprocal of 27 is .037037. Multi-
plying 15365 by .037037 and pointing off six places
we obtain the result, 569 cubic yards.

We also issue a table giving the weights of a cubic
foot of different materials and their reciprocals.
Besides being useful as a reference table, the recip-
rocals can be used to find the volume of a mass of
material when the weight is known.

For example, suppose you had 12 tons of anthracite
coal, 2000 lbs. to the ton, and you wish to find out
how much space it will occupy. By referring to the
table we see that anthracite piled loose, weighs about
55 pounds a cubic foot; the reciprocal of 55 is .01818.
By multiplying 24000 by .01818 we get 436.32 cubic
feet, which is the space occupied by 12 tons of coal.
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PROVING LEDGER POSTINGS WITH THE BURROUGHS

Proving the
Ledger Postings
HE Burroughs Figuring and

T Listing Machine will handle all
the figure work of the average
business. However, because of
limited space, we can show only the
more common uses of the machine
here.

Thousands of business houses
are proving ledger postings with a
Burroughs along the plan illustra-
ted. Markers are placed in the ledger
at the pages on which
each posting is made.
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Figure 49
Debit and credit markers placed between the edger pages
show where postings have been made

(See Fig. 49.) To distinguish debit from credit post-
ings different colored markers are used. Some book-
keepers place the debit markers so they project from
the top of the page and the credit markers from
the bottom.

When the postings have been completed a proof
sheet (see Fig. 50) is inserted in the Burroughs and
the amounts indicated by the projecting debit markers
are listed and added. The project-
ing credit markers are then han-
dled in the same way. The totals of
the debits and credits should agree
with the totals of the debits and
credits on the sheets or source
from which the postings have been
made.

If there is a difference, the error
can be quickly located as the mark-
ers are allowed to remain in the
ledger until the balance is obtained.

By securing this proof daily or
as frequently as postings are made,
the accuracy of the month-end
trial balance is assured.
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Figure 50

Debit and credit postings as indicated by markers placed
in the ledger are printed and totaled on a sheet

Trial Balance—Using Ledger Balances

IGURE 51 illustrates the Burroughs method of

taking a trial balance where ledger balances are
used. Any Burroughs Listing Machine may be used
for this work.

The first step is to turn through the ledger and list
with the machine all the debit balances. Where a
credit balance occurs a marker is placed in the
ledger.

When all debit balances have been listed a total is
taken. The paper carriage is then shifted to the
proper column and credit balances, the location of
which are shown by the projecting markers, are
listed and a total taken.

Figure 51 also illustrates this work where it is
desired to carry a sub-total from the bottom of one
column to the top of the next.

A trial balance is not only secured at the first at-
tempt, but the work is completed in less time than is
required by the pen-and-ink method to simply write
down the items.
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Figure 51

Trial balance sheet on which the debit balances and credit balances have been listed

and totaled in separate columns

*
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Trial Balance—Using Non-
Add Key for Credits

N Figure 54 is shown how advan-

tageously the Non-add key lends
itself to taking a trial balance
using ledger balances. With this
plan it is necessary to make but
one trip through the ledger.

Debit balances are listed in the
regular way. When an account is
reached which shows a credit bal-
ance the credit is listed with the
Non-add key depressed.

When all debits have been listed
and the total printed the Non-
print key is depressed and the
credits, as shown by the Non-add
symbol “+7 listed. The Non-
print key is restored when the
total of the credits is taken.

hand previously, the value of the
goods on hand may be secured.

On page 22 an excellent method
of recapitulating sales by clerks is
shown.

A Daily Ledger Balance

AT each posting a new balance is
extended and a marker inserted
at the page where accounts have
thus changed.

Having completed postings, a
proof is made by first listing and
adding on the Burroughs (see Fig.
52) the old balance on the accounts
which have changed that day. By
going through the ledger again the
new balances of the same accounts
are listed and added.

" 0ld Balance

. B8ATY46e 1656675
21200 cac2s . L2000 o4
2550 000 0 =
SE205 o250 540 .
1100 5000 1440 .
000 2bhehb . 4/50 o
= 250 . , :
211865 15565 1060450 8 o
537976 o0 , 3
4576 2525 17
1286 Ao 80 1
2556 556 o
12250 = =
4255 4520 4
SA7d46s 1 EDHOE TS o

O UL LILEW
o LoubbbouboDbLL

New Balance
® 019678
- 15650 .
o 14565 =
Q 100060 01d Bal, 199452
0 2250 Mdse.Sales 88250
0 2255 (ash Paid =2 l20 5
: 4250 ~ .
o 15000 : - o
Q 2500 ,
b 4756 New Bal, 2654534
O 35000 Mdse.Retd. 1225351
6 452471 CGash Recd. 41512
5 21000 , ‘
Q 5. 8997
265434 ¢ ~ .
v ,

Figure 52
Daily Ledger Balance showing listing and totaling of old and new balances

Recapitulating Sales

IGURE 53 shows a simple way
of recapitulating sales by de-
partments or kinds of goods sold.
The form is made up directly
from the previously assorted in-
voices or sales slips. Sheets similar
to the sample illustrated up to 18
inches in width and containing 12
to 20 columns can be prepared on
the Burroughs.

By charging to each department
the purchases for that department
together with its share of the ex-
pense, and crediting it with all
sales from that department, a very
close estimate of the profits pro-
duced by each division may be
secured.

By subtracting the gross profit
on the goods from the sales of each
department and then subtracting
this amount from the goods on

A new account opened that day
is considered a new balance; if an
account has been closed the old bal-

ance only is used.

Add to the total of the old bal-
ances the footings of the Sales Book

DryGoods Groceries

'Clbthing' Boots&s.

80 450 1800 300 500 1850
25/ B4bh 2250 300 450 . 800
o 260 10500 450 55 2400
~ 0 1450 1250 700 258 2000
. 1500 120 2250 500 1000 600
180 5 750 250 750 0
000 665 575 400 15 750
560 2250 450 G600 225 2500
1000 645 500 525 50 400
9958 555 2750 400 o5 50
275 2 12585 675 398 . 465
1250 . 540 250 2370 200
_Bd4s 81607 . 200
’ . - - 16‘0‘9 o,f)ij . " -
12658% . g

and the total of cash paid out. To
the new balances add the total of
merchandise returned and total of
cash received. The results should
balance.

This proves the postings and
balances, and checks the footings
of the Cash Book, the Sales Book
and merchandise returned.

% 9350448 4054558
3450 . 340
44500 4240 2450
5440 5450 EC07
22201 6560 650
3450 55600 4500
5250 4530 3440
44060 21200 4220
=0 2210 2420
5485 © =4 200
22500 5560 1230
235404 648 2280
2040 855 402067
4400 200 5566
5640 5400 6620
4567 230 2455
7740 644 566
100 45407 6205
5551 5366 5004
o0 6630 4465
. e 55040+ 64%
5404 4560 764575
- 6770 664350
54453 0 505
750 533 2500
766" 00 Sb0000
45604 5570 154558 10
450 7050 1000
B0 6600 1500
4300 7760 4092
5000 ' 78 -
5000 445071 54975 A
45950 244 ,
65007 4056 5491 759
4566 506 .
232420 244
23520448 4054550

Figure 54
Trial Balance Sheet showing the credits marked with
Non-add () symbol, the debits only being added.
Credits are added in another operation.

Hardware  Misc.

Figure 53
Sales Sheet showing sales listed and totaled by kinds of goods
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N order to determine the amount of sales made by
each clerk in a retail store it is necessary to re-
capitulate the sales by clerks. This recapitulation
is made up from the sales tickets sent in by each clerk.
The cash sales are first added and listed as follows:
A clear signal is first printed to. show that there is
nothing in the machine. The clerk’s number and
department number are printed at the top of the
column, with the Non-add key depressed. The
items for clerk number one are then listed and a total
taken. The cash sales of the rest of the clerks are then
handled in order. The charge sales are handled in
the same way. The totals are then entered in a space

Recapitulating Sales by Clerks

 CHARCGE sALES

L . a4 .
o 450 o
. 86 8385 i
- 125 =45
498 . o0
2o . 25807
. . -
2554 % 700 0t
. 347 =
. 90 o6
0 50 .
.10 45 240
245 . s
825 o2 -5
90 2
o -
50 = o
60 .
o5 04t
o 60
"4* 45
- 50
98
75
400
46
09

CHARGE SALES RECAP. |
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e 99,
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at the bottom of the sheet and grand totals of clerks
and departments extended. A sales recapitulation
made out (including all pen entries and sorting sales
checks) by a $6-a-week girl and a Burroughs in a half
hour, requires two hours when done by hand. That
means a daily saving of 1834 cents and a yearly saving
of $56.25 on this kind of work alone, figuring the salary
at only $6 per week.

NOTE—This sheet is reduced in size to enable
printing on this page. The adding machine figures
shown are. therefore smaller than the actual figures
printed by the Burroughs.
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Handling Petty Cash

HE handling of small expenditures, such as for

stamps, car fare, messenger, drayage, ete., occa-
sions much bother and involves considerable book-
keeping unless properly handled.

The Burroughs Petty Cash System is being adopted
by hundreds of business houses:.

The plan is to draw a check for “Cash” for an
amount sufficient to cover the probable expense for a
week. This is charged on the books to the individual
handling the petty cash and credited to “Cash.”

The money is placed in a drawer, from which are
paid all items that it is desired to handle in this
manner. A memorandum (see Petty Cash voucher)
is made out for each item as it is paid and is placed in
an envelope prepared for this purpose.

At the end of the week, all memorandums are re-
moved from the envelope and assorted under the head-
ings to which the items are to be charged. The en-
velope is then inserted in the carriage of the Bur-
roughs, and the different items are listed under the
proper headings. The totals in the various columns
will show the amounts paid out and chargeable to the

various accounts, while the grand total, added to the
cash still in the drawer, should balance with the
original amount of the fund.

A new check is then drawn to ¢“Cash” for an amount

“equal to the total of all the vouchers which replenishes

the fund to its original amount. The amount of the
check is charged to the various expense accounts as
indicated by the distribution on the Petty Cash
Envelope, and credited to “Cash.”

Inventories

N the compilation of stock records and the taking of

inventories, the time and labor-saving possibilities
of the Burroughs, both in adding and extending
values, are of great assistance.

The work and inconvenience are cut in half; the
machine multiplies and proves the extensions, lists and
adds in one operation, the stock numbers, quantities,
and amounts, and makes it possible to secure separate
divisions of various classes of merchandise, and to get
totals of each and a grand total of all.
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Burroughs Bookkeeping Machines

for Making Customers’ Statements

ANY banks and commercial
houses are making monthly
statements to their customers
on Burroughs Machines. For
this work there is a specially
equipped machine with three
columns at the left for printing
months and days of the month.
This does not interfere with the use
of the machine for regular work.
All firms desire that monthly
statements be sent out as early in
the month as possible, as a day
gained on this work means more
prompt collections and additional
time to devote to other important
work demanding attention at the
same time in the month.

MONTHLY STATEMENT

Erie, Pa ' 91

To ORR G. METZNER. pr.
13 WEST 7th STREET .

This acrount is new due. Kiadly sead gnui

DR 7
AUG BL A5
SEP . 60

= =

o 557

22 500
20 20
SEP 6 1000
20 o500
- =

BL
Figure 55
Statement made on Burroughs Vistble Statement

Machine

In making up this statement
(Figure 55) on the Burroughs the
items are taken direct from the
ledger. The debits are listed, the
carriage shifted to the next position
and the total printed at the right.

The credits, if any, are next
listed and a sub-total printed under
the total debits.

The balance as taken from the
ledger is set into the machine and
printed as an item. The adding

wheels will then show the same
amount as the total debits, and thus
prove each statement. If this
method is used the machine must
be cleared after each statement is
finished. This may be done by
printing the total on the back of
the statement, making it easy to
compare with the total debits. This
proves the ledger footings and so
prevents many trial balance
troubles.

The Burroughs not only
saves a great deal of time and
money but insures neat, accurate,
business-like statements. Itenables
you to get your statements out on
the first of the month, after which
the machine can be used for other
figurework.

Work Speeded Up

HE Injector and Ejector is a

small lever conveniently
placed on the right end of the
carriage. Its purpose is to bring
a blank statement into printing
position quickly, and after the
statement is finished, to eject it
from the carriage without the loss
of time occasioned by twirling the
platen with the hand.

After the sheet has been dropped
into the carriage a forward stroke
of the handle whirls the platen and
feeds the paper into the machine.
It is done so quickly that the eye
cannot follow; the action of the
device is so accurate that every
sheet will be fed into the machine
the same predetermined distance.

The stroke of the handle may
be regulated by shortening or
lengthening the distance between
the stops. If the sheet is injected
too far with a full throw, hold the
handle forward, release the back
stop, by pressing down on the
knurled knob lever, and move the
stop forward. :

The handle automatically re-
turns to a backward position after

Figure 56

This shows the Burroughs Visible Statement Machin
with Injector and Ejector Device for quickly insert-
ing and removing statements i

each forward stroke. When it is
entirely back and also when it makes
the return stroke, the pawl is dis-
engaged from the teeth of the gear;
thus free action of the platen is in
no way interfered with, if it is de-
sired to twirl it either backward or
forward by hand.

A sheet is ejected from the car-
riage in the same quick manner,
by a second forward stroke of the
handle.

Figure 57—The Injector and Ejector

This Device practically eliminates the time required to
place a sheet in the machine or take it out



PROVING THE BANK BALANCE

Machine-made Deposit Slips

HE Burroughs will save time

and eliminate all possibility of
errors in making out Bank Deposit
Slips. An excellent example of
how the Burroughs will handle the
work is shown in Figure 58.

When the deposit slip is made a
carbon copy—an exact duplicate—
is also prepared. This duplicate is
filed but can, when desired, be
pasted on the back of the check
book stub. Where it is desired to
get a deposit to the bank at an
early hour and to know that the
duplicate is an exact copy of the
items that have gone to the bank
there is no medium that will lend
such valuable assistance as the
Burroughs.

The accuracy insurance of mak-
ing Bank Deposit Slips on a Bur-
roughs is reason enough why this
plan should be used, even if it were
not that the work can be done
many times faster than by the pen
and brain method.

- Deposited by ‘
The Saginaw Milling Compan
- inthe ‘

 Second National Bank

Saginaw, Mich, APR 21 1913 19

_ Bank Noles
 Gold
Sflﬂer

. Checks

Figure 58
Bank deposit slip made in duplicate on a Burroughs

.
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Figure 59
Bank balance proven with unpaid checks

Proving the Bank Balance

HEN the bank’s monthly
statement or pass book is
returned with the cancelled checks
the balance should be tested. First,
list and add on the Burroughs the
checks returned by the bank.
Next, list the balance
shown by the bank on its
last statement or when the
book was previously bal-
anced, and to this balance
add all deposits made since.
From this total subtract
on the machine the total of
the checks returned. This
will give the present bal-
ance as shown by the bank.
Now list by number and
amount all checks drawn
but not yet returned.
These can easily be found
by checking the returned
checks against stubs of the check
book. The total of these checks
subtracted from the balance shown
by the bank, will give your true
balance as shown in check book.

Close-Up Position of the Key-
board and Paper Carriage
Amn Advantage

N the Burroughs Low Key-

board Visible the paper carriage
is but three inches back of the key-
board. This close-up construction
is especially advantageous from the
standpoint of convenience in opera-
tion. Not only is the necessity of
“reaching” in making carriage
adjustments overcome, but the
printed work is brought within the
operator’s easy vision.

The adding wheels, keyboard and
printing position all are an equal
distance from the eyes of the
operator, which affords protection
from eye fatigue. When an item
has been listed the printed figures
can be easily seen without having
to lean forward.

These are points that will possess
importance to you in proportion to
the amount of experience you have
had with visible types of figuring
machines, or the amount of thought
you have given to the subject.

But even if you have had no
personal experience with figuring
machines you will see the logic of
bringing the keyboard and paper
carriage in close relation to each
other, as we have succeeded

in doing in the Low Keyboard

Figure 60

An item listed on the Burroughs Visible can be seen immediately
just as shown here

Burroughs. For this facilitates the
operation of the machine, which
means satisfied and willing opera-
tors and more work accomplished
in a given time.
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How to Get More Use from Your Burroughs

OU probably bought the Burroughs with the

idea of using it for certain definite work—
mostly straight adding and listing. As you become
familiar with it, however, you will find many ways
to use it which never occurred to you before.

Listed on this page are some of the things which are
being handled on Burroughs Machines to save time on
detail work. Of course, you may not have all of these
uses for your Burroughs.

They are merely listed as suggestions, to show the
widespread adaptability of this machine. Some of the
most progressive business men have adapted the
Burroughs to these uses.

If you want to know how to apply the Burroughs to
any of these things, or to any other phases of your
work, just write the details to the nearest of the 189
offices the Burroughs Adding Machine Company
maintain in the United States and Canada. Your
telephone book or your bank will supply the address.

The information is yours for the asking.

Daily Uses

1—Proving Daily Postings.

2—Daily Ledger Balance.

3—Daily Cash Balance.

4—Preparing Deposit Slip in Duplicate.

5—Daily Recap. of Sales—Cash, Credit, C. O. D., Ete.
6—Checking Invoices and Freight Bills.
7—Figuring Discounts.

8—Computing Commissions.

9—Summary of Day’s Receipts and Disbursements.
10—Figuring Estimates.

11—Ledger Posting.

12—Listing and adding yardage, feet, or weight of
goods packed, received or shipped.

13—Listing and adding hours and minutes, tons and
cwt., feet, inches and fractions of inches, and other
compound numbers.

14—Posting Perpetual Inventory Records.

Weekly Uses
15—Preparing Weekly Pay Roll.
16—Making Out Pay Envelopes.

17—Preparing Weekly Summaries of Labor Distri-
butions.

18—Making Weekly Summaries of Sales by Depart-
ments, by Salesmen, by Territories, by Ledgers, by
Commodities, or by any desired division.

19—Analysis of Accounts Receivable.
20—Analysis of Accounts Payable.
21—Handling Petty Cash Expenditures.
22—Compiling Change Sheet for Pay Roll.

23—Comparative Statements of Operating Expenses
and Earnings.

24—Proving Travelers’ Expense Reports.

Monthly Uses

25—Taking off Trial Balance Figures, Debits and
Credits. '

26—Footing Ledger Accounts preparatory to taking
off Trial Balance.

27—Reconciling Cash Book Balance with Bank Bal-
ance, listing number and amount of each outstanding
check.

28—Making Monthly Statements, giving months,
date, total of debits, total of credits. Balance and
special terms or characters if required.

29—Monthly Summaries of Merchandise Sales and
Profits.

30—Recapitulation of Accounts Receivable and Pay-
able for Controlling Accounts.

31—Analysis of Accounts Receivable and Payable.
32—Compiling Statement of Production Cost.
33—Compiling Statements of Material and Supplies
used.

Annual Uses
34—Footing Inventories, Calculating Extensions.
35—Compiling Statement of Profit and Loss for year.
36—Preparing of Balance Sheet.

37—Making Comparative and General Statistical
Statements to show progress made by business.



TABLES FOR HANDLING FIGURE WORK BY SHORT-CUT METHODS 27

Equivalents

imal
Decima, =

Fractional Parts of a

o-s500 | 1260-523|

g1
g3, 101

1515-C i
| o o e
o i 5 ot o e S 52 e o
1205|820 M1 O | | 12030~
i | TS 1705 e
s0-2306 | 7803 s gra7 | 1535-8855 20a-

;
LR e a 1790-7901
S| e o 0 e Sk o7 L e

Table of Chain Discounts

70 BE USED 1N CONNECTION WITH BURROUGHS ADDING AND CALGULATING MACHINES
[ .. g

| o
T e 0
Ll e 450
10 22300} 6013400

5 2433, 1957
02400

Pr 2
e e 3
SN
— 8

T
2\

gl
SO\ 1

0
S
SoNe!

Decimal of a Pound Sterling for e
Shilling and Pence in Figuring Sterling
Invoices, Freight Bills, Exchange, E

Burroughs Adding and Calculating Mackine

2\ ]
o] |1 o | o7 | s

\ Decimal Equivalents for Fractional Parts of a Gross

o Juen 5 Jes [ w Jonn | w0 | s

77187741

741 | 71784 69469) 7891 55575|
75208] 722 |

657801
58663 56406 5415

Table of Decimal Equivalents for Frac-
tional Parts of a Bushel

To Be Used in Connection with Burroughs Adding and Calculating Machines

=

o |on o s | s o || |8 ‘00263
PR e T

comnECTION WrTH
BURROUGHS ADDING AND CALCULATING MACHINES
Burroug!

%
T
izl 25000
175 30
5512708

wonss] e | srefos

EXPLANATION

7les fozs o0 |75
63375 60938 585 | ‘5606353625
[so375 157 6

5175 [.495
susso).
k 47025

Gor
e o b wed

B

Grain table 1, 1, used in connection vy,
Burroughs Adding 2nd Calculating Machines

TIVE AR rom it g o
o
= Fs
=

Grain Tabl,
B les to be ;
i Tebl o e g
whe Addng 0 comnection i,
i o e, bR
85775 L e o

used jn ., ic
ok 20d Caleicstion wih
5

Decimal Equivalents of
Common Fractions

Burrougbe Adding snd Calculsting
Machines

WAR EXTRA
'BURROUGH ADDING MACHINE COMPANY,

"

Any of These Tables Will be Sent Free On Request

HE tables shown above have been compiled as a service to busi-
ness men. Where they apply they can be used advantageously
as they show practical short-cuts in handling different kinds of calcu-
lations. Not all business men will want all of these tables but each
should have the ones that can be applied to his particular line of busi-

ness.

Table for Lumber Dealers.

Gives the board feet per running
foot for lumber up to 12 inches
thick by 24 inches wide.

Burroughs System of Com-
puting Interest.

A table of constants for compu-
ting interest at rates from 19, to

12749

Table for Chain Discounts.

Gives the decimal multiplier of
any probable discount or series of
discounts.

Months and Days Expressed in
Decimal Equivalents of a Year.

For figuring interest, insurance
premiums, ete.

Decimal Equivalents of Com-
mon Fractions.

Useful in all calculating work in
which fractions are used.

Decimal Equivalents for Frac-
tional Parts of a Gross

For figuring articles on a gross
basis that are expressed by number
of pieces, by the dozens, or frac-
tional parts of a dozen.

Decimal Equivalents for Frac-
tional Parts of a Gross Ton.

For converting pounds into gross
tons and decimal fractions thereof.

Decimals of a Foot for Inches
and Eighths of Inches

Table for figuring lumber, steel
beams, angles, ete.

Write and tell us the kind of work you have to do.

Reciprocals of Numbers from 1
to 2000.

A convenient table for perform-
ing division, determining ratios or
percentages, ete.

Reciprocals of Numbers in
Common Use

Reciprocals of an acre based
on square feet, a day based on
minutes, ete.

Grain Tables for Figuring the
Value of Barley, Potatoes,
Hay, Wheat, Oats, Corn, Rye
and Flax.

A series of tables for calculating
the price of a given number of
pounds at a given price per bushel
or per ton.
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Broad Narrow

Figure 61—Burroughs Paper

Burroughs Paper Helps to Make Work Neat
and Readable

OOD paper is required in order to get the best
results from the operation of an adding machine.

It must be of such strength that it will not tear
under the tension required for feeding in the carriage;
1t must have a surface that will take a clear impression

Figure 62
Burroughs paper is packed in boxes containing 12, 25, 50 or 100 rolls

and give carbon copies; and above all it must be free
from “paper lint.” This latter is most important.
After each operation the paper is torn off, and ordinary
paper will deposit minute particles, or lint, which fly
into the mechanism and ultimately cause mechanical
trouble.

After considerable difficulty we have obtained a
paper which is made at one of the largest mills to our
special order, and which we recommend as being
practically free from any such defects.

> Figure 63—Burroughs Ribbons
Burroughs ribbons retain the ink and give a clear impression

}¥ Burroughs paper is regularly furnished in two sizes:
Narrow paper, which is 2% inches wide, and broad
paper, which is 314 inches wide.

Burroughs Ribbons are Made for
Burroughs Machines

HOUGH the item of ribbon expense is small, it
is none the less important to get the best service in
this particular.

Burroughs ribbons are made of woven fabrics, espe-
cially designed to retain the ink, give a clear impression
and prevent ravelings, which are liable to get into the
mechanism when inferior ribbons are used. Every
Burroughs ribbon is packed in a metal box, wound on a
metal spool and wrapped in tinfoil.

For the convenience of our users, we issue Coupon
Ribbon Books at reduced rates, containing forty
coupons, each carrying a value of twenty-five cents
if applied on the purchase of a new ribbon; redeemable
at any of our Service Stations.

To Put on New Ribbon

HE ribbon is quickly changed, for the ribbon

spools are on the outside of the case. Remove
the dust caps by loosening the thumb screws.
In replacing the spools with the new ribbon, see that it
feeds from the top of the spool (Fig. 64), and that it is
squarely -under the guide rolls. Should the spools
fail to settle clear down, turn them around slowly until
they engage with the small pins. They will then drop
into position.

The Burroughs Visible Machine is sometimes
equipped with the bi-chrome or two-color ribbon. * In
any event, each special function is designated by a
separate symbol; such as the asterisk (*)for the Total,
(S) for the Sub-total, and the number sign(#) for the
Non-add items. If the single color ribbon is used,
to renew the ribbon when the printing is faint, it is
only necessary to turn
it over by changing the
left spool to the right
side. In this way almost
double service can be
obtainedfrom
each ribbon.

Figure 6,—Changing the Ribbon
Changing the ribbon is almost as easy as pulling the handle
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Books That Business Men
Should Have

VERY manufacturer should

get the good that is contained
in “Efficient Cost Keeping.”
The retail merchant should read
“A Better Day’s Profits” from cover
to cover. For, whilethe former book
shows the way to better business in
the manufacturing field, the latter
book takes up the same question
from the standpoint of the retail
merchant. Either or both of these
books are free for the asking to
business men who believe in mak-
ing the biggest profit from every
dollar invested.

NE of the big commercial

agencies that compile
statistics of business disaster
groups all retail failures under
eleven causes. - - - - -
Probably every one of these
reasons could be sifted down
into a single one if all the
facts were known, and that
one universal and eternal
reason for failure labeled
“Guesswork.”

James H. Collins.
In Saturday Evening Post

The Service Department

HE policy of the Burroughs

Company has never been
simply to sell Figuring Ma-
chines; they have always concerned
themselves in knowing that every
machine sold gives continuous ser-
vice for a business lifetime.

To assure this to the greatest
extent possible a chain of Service
Stations has been established
throughout the country, in charge
of factory graduates whose sole
duty is to keep Burroughs Machines
in perfect working order. These

men are trained experts who know
Burroughs Figuring and Listing
Machines as no local mechanic pos-
sibly could, and whose experience

has taught them how to make any
adjustments.

During the guaranty period—
one year from the date of de-
livery—our service inspector gives
your machine the necessary at-

tention. Afterwards, for a small
charge, he will clean and oil the
machine, or the owner can do it
for himself.

“rmO do every reasonable

thing that will make
every Burroughs user a booster
—that is the end and motive
of Burroughs service.”

In Case of Accident

HOULD your machine happen

to get out of order, through an
accident or other cause, please
write, wire or telephone our nearest
branch office, the address of which
is given on pages 30-31. Do not
attempt to take the machine apart
nor permit an inexperienced me-
chanic to tinker with it. It is prob-
able that the trouble can be rem-
edied very quickly. In case of a

Figure 65

Service Department reviewing
daily reports of inspectors.

severe accident our inspector will
send you a substitute machine to
use while yours is being repaired.

F a man needs a thing in

his business, it is likely to
cost more not to supply the
need than the thing itself
would cost.
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Burroughs Offices in the United States and Canada

Alsron 1 @hio =0 SE R 33-35 North Main Street

Albany: NSV §aE a0 ¢ Spencer Trask Bldg., 74 Chapel St.

Albuquerque, N. M_____ Commercial Club Bldg., Fourth and
Gold Av.

Allentown, Pa__________ Commonwealth Building, 510 Hamilton

Amarillo, Texas____._____ Mission Bldg., 311 Polk Street

Atflanta; Gal - = LERaE T 61 North Pryor Street

Augusta, Ga et 852 Broad Street

Austin, Texas_ .. _______ Elks Bldg., 620 Colorado St.

Bakersfield, Calif ________ 20201 St.

Baltimore, Md__________ Lexington Bldg., Lexington and Liberty

Beaumont, Tex. _______ Temperance, Bldg.

Beverly, Mass__________ Mason Bldg., 244 Cabot St.

Billings, Mont__________ Masonic Temple, 222 North Broadway

Binghamton, N. Y_______ Press Building, 21 Chenango St.

Birmingham, Ala_______ Jefferscgl County Bldg., 2nd Ave. and
21st St.

Bismarek, N. Dak______ 206 Fourth St.

Boise, Idaho___________ P. O. Box 589, 908 Bannock Street

Bridgeport, Conn.______ Lincoln Bldg., 62 Cannon St.

Boston, Mass__________ Federal Bldg., 136 Federal St.

Brooklyn, N. ¥_____. . Lawyers Title & Trust Co., 188
Montague St.

Buffalo, N. . =~ = Electric Building, 39 East Genesee St.

Burlington, V-~ - The Burlington, 121 St. Paul

Butte, Mont- - ..~ .« Bee Hive Block, 48 East Broadway

Calgary, Alberta________ P. O. Box 1933, 12-13 Cadogan Block,
No. 716 Second St.

Gamden, LT 0 Temple Building, 415 Market Street
Cedar Rapids, Iowa_____ P. O. Box 267, Jim Block, 127 N.
Third St.

Charleston, S. C________ 21 Broad Street

Charleston, W. Va______ 17 Hale St.

@harlotte /INI@e L0 1 Commercial National Bank Bldg.

Chattanooga, Tenn_____ James Bldg., 8th and Broadway

Chicago, TN____________ Marquette Bldg., 140 S. Dearborn St.

Cincinnati, Ohio________ Gxgynne Building, Cor. 6th and Main

ts.
Cleveland, Ohio________ Rosekefeller Bldg., W. 6th and Superior
ts.

Columbia, S.C_________ 1224 Washington Street

Columbus, Ohio__ ______ Stoneman Bldg., 81 North Third St.

Corpus Christi, Tex_____P. O. Box 336

Dallas, Texas_._________ 1805 Elm St.

Damville L S e R Adams Building, 139 N. Vermilion St.

Davenport, Towa_______ Security Bldg., 115 West Third Street

Bayton;i@hio- ==~~~ 1§ Bimm Homestead Bldg., First and
Main Sts.

Denyer, Colo_ - .. 429 Seventeenth Street

Des Moines, Towa__.____ Hippee Bldg., 6th and Mulberry

Detroit, Mich__________ David Whitney Building, Woodward
and Grand Circus Park

Dubuque, Towa___.______ Security Building, 850 Main Street

Duluth Minn-~ =~ = = 316 West First Street

Eastern Missouri________ Federal Reserve Bank Bldg., Broadway
and Pine, St. Louis, Mo.

Blnma dNesVe Seae - o P. O. Box 47, Merchants Nat. Bank
Bldg., 109 West Water St.

El Paso, Texas_________ Mills Bldg., 201-202 Mills Street

rieERasae i e on D Commerce Building

Eugene, Ore_.__________ 88 8th Ave., W.

Evangville, Ind_________ Woods Building, Cor. 4th and Main St.

Fall River, Mass_.______ Massasoit-Pocasset National Bank
Bldg., 29 Bedford St.

Barso: N=Be sl T ¢ Magill Building, 1 Broadway

Blint, Mich. .=~ _ 327 Beach Street

Fort Scott, Kan_ _______ 16 South Eddy Street

Fort Smith, Ark________ Kennedy Building, S. 6th Street

Fort Wayne, Ind_______ Utility Building, 102 E. Wayne Street

Fort Worth, Texas______ Grain & Cotton Exchange Building
214 West Seventh Street,

Hiresnof@alif & c0e i s Box 858, 2317 Fresno Street

Galveston, Texas_______209 22nd St.
Grand Forks, N. D_____ Clifford Bldg., 4th and Demers
Grand Rapids, Mich____Murray Bldg., 42 Division Ave., N.

Great Falls, Mont______ Park Hotel Bldg., 108 Central Ave.

Green Bay, Wis________ Clinton Annex, 113 E. Walnut St.

Greenville, 8. C_________Masonic Temple Bldg., 306 S. Main St.

Halifax NS i - Box 661, Ray Bldg., 435 Barrington St.

Hamilton, Ont: == = Sun Life Bldg., Main and James Sts.

Harrisburg, Pa_________ Tel. Bldg., Locust and Court Sts.

Harttord, Conne i 50 Judd & Root Bldg., 179 Allyn St.

Houston, Texas_. . ____ Kress Bldg., 201 Main St.

Indianapolis, Ind _ _ _____ 204 State Life Bldg.

Jackson, Mich_ _________ Central National Bank Bldg., Cor.
Francis and Liberty Sts.

Jackson, Miss_ . ________ 147 East Capitol St.

Jacksonville, Fla__.______ Dyal-Upchurch Bldg., Bay and Main

Jamestown, N. Y_______ Wellman Bldg., 101 W. 3rd St.

Johnstown, Pa__________ First National Bank Bldg.

Joplin VoSt SR 122 E. Fourth St.

Juneau, Alaska_________ Valentine Bldg., 115 Seward St.

Kalamazoo, Mich_______ 136 Burdick Arcade, Main and Burdick
Sts.

Kansas City, Mo_______ O’lA%ear-Leslie Bldg., 1012 Baltimore

ve.

Knoxville, Tenn________ Holston Nat’l Bk. Bldg., 529 S. Bay St.

Lafayette, Ind__________ Lafayette Loan & Trust Bldg.,
133 Fourth St.

Lansing, Mich__________ City National Bank Bldg., Washington
and Michigan Aves.

Lexington, Ky._________ First & City National Bank Bldg.,
Main and Cheapside

IFima O moSeeess vr = Bus. College Bldg., 210 N. Elizabeth St.

Lincoln, Neb___________ Bankers Life Bldg. -

Little Rock, Ark________ Sou. Trust Bldg., 2nd and Louisiana

Los Angeles, Cal________ 310 South Hill St.

Louisville, Ky__________ 323 Guthrie St.

Lynchburg, Va_.________ Burroughs Bldg., 1113-15 Church St.

MaconmGanc- = 562 Mulberry St.

Madison, Wis_____.____ Washington Bldg., 119 W. Wash. Ave.

Manchester, N. H______ Kennard Bldg., 1008 Elm St.

Marquette, Mich_ ______ 1st National Bank Bldg., Front and
Spring Sts.

Memphis, Tenn________ Exchange Bldg., Madison and Second

Milwaukee, Wis_ . ______ First Nat’l Bank Bldg.,431 E.Water St.

MiamvallaSeins e =8 Tatum Bldg., 1207 Avenue C

Minneapolis, Minn______ MecKnight Bldg.,2nd Ave. S. and 5th St.

Mebile SAla i i Van Antwerp Bldg., Royal and
Dauphin Sts.

Montgomery, Ala_______ First Nat’l Bank Bldg., Commerce St.
and Court Square.

Montreal, Que__________ 392 St. James St.

Muncie, Ind_____.______ 465 Johnson Bldg.

Muskogee, Okla________ Box 1477, Hester Bldg., 431 West
Okmulgee

Nashville, Tenn__ ______ Stahlman Bldg., 234 8rd Ave., North

Newark, N.J_..__ ____ Essex Bldg, 31 Clinton St.

New Haven, Conn______ Cutler Bldg., 113 Church St.

New Orleans, La_. ______ Whitney Bldg., St. Charles and Gravier

New York, N. Y________ Astor House Bldg., 217 Broadway

Norfolk @Va s =i e Law Bldg., 118 West Plume St.

Oakland, Calif__._______ 414 Thirteenth St.

Oklahoma City, Okla____Grain Exchange Bldg., Grand and

: Harvey Sts.

Omaha, Neb__.________ World-Herald Bldg., 15th and Farnam

Sts.

Ottawa, Onti. = 0 13914 Sparks St.
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Paducah #eye ==~ The Shamrock, 608 Broadway:

Parkersburg, W. Va_____Union Trust Bldg., Market and 7th Sts.

Penspeola; Blasess = 0 Thiesen Bldg., 40 S. Palafox St.

I2eorT oL Lehmann Bldg., Main and Jefferson

Philadelphia, Pa________ 912 Chestnut St.

Phochix ATzt Vet Del Ray Hotel Bldg., 205 North
Central Ave.

Pittshurehs Bade teaiis e J er}lkins Arcade Bldg., 5th and Liberty

ve.

Port Huron, Mich______First Nat'l Bank Bldg., Huron Ave.

Portland NamerTams Fidelity Bldg., 465 Congress St.

Portland, Oregon_______ Oregon Bldg., 5th and Oak

Poughkeepsie, N. Y_____ Taylor Bldg., 35 Market St.

Providence, R. I________ Studley Bldg., 86 Weybosset St.

PueblonColor Sataiintns 120 West Fifth St.

Quincy JIlIE e o 50 s Illinois State Bank Bldg., 6th and
Hampshire

Raleigh, No@= == % Commercial National Bank Bldg.,
Martin and Wilmington

ReadingBa o8- o= e Berks County Trust Bldg., 35 N. 6th St.

Regina, Sask_______ Canada Life Bldg., Cornwall and 11th
Ave.

Reno, Nev__________ 0Odd Fellows Bldg., Center and Second

Richmpnel SVl - s e iis 119 North Eighth St.

Rochester, N Y. -0 Sumner-Hayward Bldg., 154 East Ave.

Rockford AIIEREENS = ==r ¥ Stewart Office Bldg., S. Main St.

Sacramanto, Calif . ______ 405 J St.

Saginaw, Mich_________ Weichmann Bldg., Genesee and Jeffer-
son

Stidohn N 2B e =i = P. O. Box 23, Armstrong and Bruce
Bldg., 171 Prince William St.

Stndosepht) Mo - £r sy 719 Francis St.

St. Louis, North________ Federal Reserve Bank Bldg., Broadway
and Pine, St. Louis, Mo.

St. Louis, South________ Federal Reserve Bank Bldg., Broadway
and Pine, St. Louis, Mo.

St Paull Minn St0 =i Endicott Arcade, 144 E. Fifth St.

Salt Lake City, Utah____Walker Bank Bldg., 171 Main St.

San Antonio, Texas_ ____ State Bank & Trust Bldg.,, 313 E.
Houston St.
San Diego, Calif_-______ Central Mortgage Bldg., 1021 First St.
San Francisco, Calif .. ___ BaSnkers Investment Bldg., 742 Market
t.
San Jose, Calif . ________ St. James Hotel Bldg., 127 N. First St.
SavannahsGa- o T National Bldg., Bull and Broughton
Seranton Fass Seoie L o Trzders Nat’l Bank Bldg., Wyoming
ve.
Seattle, Wash__________ Henry Bldg., 4th Ave.
Shreveport, La_ - _______ Tirst National Bank Bldg., Market and
Milam Sts.
Sioux City, Iowa________ Davidson Bldg., 606 Pierce St.
Sioux Falls, S. D________ Urgon Savings Ass'n Bldg., 127 8. Main
ve.

South Bend, Ind________ J. M. 8. Bldg., Main and Washington
Southern Illinois_______.. Federal Reserve Bank Bldg., Broadway
and Pine, St. Louis, Mo.

Spokane, Wash_________ Vietor Block, 705 Sprague Ave.
Springfield, Il.________ Hickox Bldg., 530 . Capitol Ave.
Springfield, Mass__ - Myrick Bldg., 29 Worthington St.
Springfield, Mo___ . MecDaniel Bldg., 218 McDaniel Ave.
Springfield O -~ o = Tairbanks Bldg., Main and Fountain
Stockton, Calif . ________511 E. Channel St.
Syracuse, N. Y_____ McCarthy Bldg., 487 S. Salina St.
Tacoma, Washo o & Srs e Tacoma Bldg., 11th and A Sts.
Tampa; Bla_ 20— Hillsboro Hotel Annex Bldg.,
312 Madison St.
Terre Haute, Ind_ - _____ Grand Opera House Block, 29 N. 7th St.
Texarkana, Texas_______ 120 W. Broad St.
Toledo, @huo - "t tte- i Spitzer Arcade, Madison Ave.
Mopekay Kan £+ - b iami 110 West Sixth Ave.
Toronto@nt. ie e Hees Bldg., 52 Bay St.
Traverse City, Mich____State Bank Bldg., Cor. Front and
Union Sts.
Rulsag@klor i SREE e e 314 E. 2nd St.
(Uiica i N Y o e e Utica City Nat’l Bank Bldg.,
110 Genesee St.
Vancouver, B. C________ D()Sminion Trust Bldg., 402 W. Pender
t.
Victoria, Bo@ = o Stobart & Pease Bldg., 745 Yates St.
Waco, Texas - oo Amicable Bldg., 5th and Austin
Walla Walla, Wash_____ 27 West Main St.
Washington, D. C______ Equitable Bldg., 816 Fourteenth St.,
N. W.
Wausau, Wis___________ Lixéingston Bldg., 3rd and Washington
ts.
Waterbury, Conn_______ 324 Lilly Bldg.
Waterloo, Iowa_______ Tirst Nat'l Bank Bldg., 4th and
Sycamore Sts.
Watertown, N. Y_______ Power & Light Bldg., Public Square
Wheeling, W. Va_______ Schmulbach Bldg., 1134 Market St.
Wichita, Kan___—~ ___ Sedgwick Bldg., 124 E. First St.
Wilkes-Barre, Pa_______ Miners Bldg., Market and Franklin Sts
Williamsport, Pa________ Tirst Nat’l Bank Bldg., 25 W. 3rd St.
Wilmington, Del________ DuPont Bldg., 10th and Market St.
Wilmington, N. C_______ 814 Murchison Bldg.
Windser (@npe = =i o 10 Chatham St., East
Winnipeg, Man_________ Co}&umbus Hall Bldg., 290-4 Graham
Ave.
Worcester, Mass________ Slater Bldg., 390 Main St.

Youngstown, Ohio. .. __ Federal Bldg., Phelps and Federal Sts.
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One User’s Philosophy

=HEN I buy for service I would rather know

Vil the firm which makes the machine than
to listen to wearisome talks about supe-

rior materials and brilliant engineering skill.

“T don’t know much about those qualities of
different metals which make them the best for
different purposes—nor do I know anything of
the technical laws of mechanical engineering—
but I do know human nature.

“T know that a concern with the right ideas
of service to its customers—the concern that has
succeeded—has done so because its product has
made good with the people who bought it.

“T’11 bet on that concern—and I feel comfort-
able when I have bought its product.

“It is not good business for me to trade
anywhere else. I cannot afford to do so.”







