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COMPTOMETER

Instructions

INTRODUCTION

Long has been the need for a concise text
to help the students who wish to learn the
fundamentals of Comptometer operation.

The Courtesy Course of Instruction has been
arranged so that the average person can
master these fundamentals in eight evening
sessions.

These fundamental lessons consist of: Addi-
tion, Multiplication, Subtraction and Division,
so arranged that the practical application of
the Comptometer to office routines is covered
in these lessons.

The text material can be covered in six ses-
sions, allowing two sessions of individual effort
on the forms brought by each student from the
different offices.
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COMPTOMETER Instructions

Description of Comptometer

The Comptometer is a key-driven adding and calculat-
ing machine which performs quickly and easily all
forms of arithmetical figuring involving addition,
multiplication, division, and subtraction.

each key top is a large and small figure. The large
figures are used for addition and multiplication; the
small figures for division and subtraction. The answer
dials show the result of the calculation. The lever at
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DIVISION.BUTTON

RELEASE BUTTON

CANCELING LEVER [

SUBTRACTION BUTTON |

. /
1 DECIMAL POINTER

Electric Floating Touch Model 992

ANSWER DIAL

Cushioned Touch Model

Method of operation is the same for Models J, K, and M

Operation is exceedingly simple—no operating lever to
pull, no crank to turn, no preliminary setting of dials.
Nothing to do but press the keys and read the answer
—the machine does the rest.

The keyboard is arranged in eight or more columns*
of nine keys each, which are grouped in alternating
sections, colored green and ivory or light green. On

the right, called the canceling lever, clears the answer
dials. The pointers above the answer dials are used to
point off decimals. The cut-offs or buttons at the left
of each column are used for subtraction. The release
key at the upper right-hand corner or just above the
answer dials unlocks the keyboard after an incomplete
key stroke error has been corrected. See page 9 for
proper use of controlled-key.

*The Comptometer is manufactured in three standard sizes:
8, 10, and 12 columns. A 20-column Comptometer is also
manufactured for use in heavy statistical and distribution work.
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Touch Method of Addition

The touch method of addition provides the greatest degree of speed and accuracy and is
simple and easy to learn. Only the lower half of the keyboard is used in touch addition;
all keys are within easy reach of the fingers.

To add 1-2-3-4-5, depress respective keys so numbered:

To add 6, depress 3 twice
To add 7, depress 3 and 4
To add 8, depress 4 twice
To add 9, depress 4 and 5

Upon examining the keys it will be noticed that the odd-number keys: 1, 3, 5, etc., are con-
cave. The even keys: 2, 4, etc., are flat-topped. This is to facilitate touch operation.

Begin at the top of each column and add down. Use the index finger for adding in all columns
of figures except the last number of every item. Use the second finger only for adding the
last number of every item. Find the keys by sense of touch. Look at the number and add it
into the comptometer exactly as it is written. :

Do not think about the number or repeat it mentally or orally. Just see the number and put
it into the Comptometer.

In adding it is necessary to acquire a smooth rhythmic stroke. Hold a pencil between the
thumb and palm of the operating hand. This helps to balance the hand and the pencil is
always in readiness for writing down answers.

A Comptometer improperly placed is detrimental to speed and ease of operation. It should
be placed at right angle, slightly to the right of the operator, with the left edge in a direct
line with the center of the body. The desk and the seat of the chair should be of a height to
permit the feet to touch the floor and the fingers to rest comfortably on the keys.

COMPTOMETER Instructions

Addition Exercises

No. 1 No. 2 No. 3 No. 4 No. 5 No. 6 No. 7
22 33 43 23 67 84 25-
23 34 33 36 43 47 92
33 43 12 43 77 63 14
34 32 54 48 65 84 52
44 31 23 35 95 93 71
45 35 32 49 48 32 42
55 53 24 43 64 26 35
54 25 25 36 23 82 92
43 24 35 42 72 48 25

353 310 281 355 554 559 448

Add each column and compare the total obtained with that shown at foot of column. For
practice add each column at least four times. If an error is made it is usually the result of
trying to go too fast. Speed will come with a little practice.

Addition Exeréises

Carelessness in reading numbers is often the cause of errors.
Practice very slowly on the following. Keep the eyes constantly on the figures you are adding.

If the keyboard locks, it is signaling an incompleted key-stroke error. Give each key a full
stroke.

No. 1 No. 2 No. 3 No. 4 No. 5 No. 6 No.? No. 8 No.9 No. 10

89 72 75 29 88 42 28 56 25 82
73 34 83 83 96 51 31 48 20 12
35 68 96 45 30 32 40 17 34 96
98 75 29 75 24 98 64 90 75 70
54 93 84 90 21 41 98 17 34 34
23 86 63 45 75 42 35 74 75 22
48 34 84 96 34 63 13 64 24 96
73 21 26 84 96 96 70 24 31 34
31 55 75 21 11 42 22 68 70 21
48 45 45 74 21 80 44 71 96 70
78 83 98 35 34 75 45 30 75 34
34 42 93 75 84 29 91 34 21 35
61 31 70 32 75 73 30 73 95 34
78 13 21 26 80 96 96 24 31 22
48 31 12 52 48 59 59 42 13 57
45 37 82 29 83 90 73 28 57 10
73 48 34 88 57 13 30 60 22 27
84 45 79 41 92 22 98 75 80 34
54 70 21 12 68 81 54 43 21 48
S0 63 44 33 40 26 17 21 15 13

I
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Addition Exercises

No. 11 No. 12 No. 13 No. 14 No. 15 No. 16 No. 17

24 96 43 53 45 29
43 31 81 29 31 17
61 42 63 43 13 26
32 75 56 43 32 72
98 34 80 59 30 57
70 63 12 95 54 59
64 35 36 20 92 30
35 10 71 56 54 86
75 31 42 36 23 25
12 98 92 42 34 75
67 36 32 31 15 55
98 45 48 67 98 93
14 13 31 84 29 24
90 10 40 45 92 30
35 56 53 80 52 47
33 75 84 62 25 45
75 37 48 45 70 63
84 62 25 21 44 29
60 80 57 92 68 40
25 52 26 48 57 33

14
53
25
10
59
75
34
25
29
47
45
30
96
47
45
73
82
80
95
57

Controlled-Key

The “Controlled-Key’' is a positive system of auto-
matic control which prevents operating errors caused by
fumbled or incomplete key strokes. The *‘Controlled-
Key' mechanism gives instant signal of an operating
error, by locking all columns except the column in which
the incomplete key stroke was made — this is left open
for correction. With positive protection against operat-
ing errors, the operator can speed up safely and be

assured of a higher degree of first time accuracy.

No. 18

66
58
19
92
20
21
49
29
21
21
45
12
67
40
59
84
29
41
13
22

After correcting the incomplete key stroke,
touch the release key and continue adding

No. 19

54
54
13
20
25
53
53
43
50
31
26
13
84
45
93
54
34
10
22
88

No. 20

23
23
53
54
63
75
96
90
75
14
42
53
34
67
12
50
79
33
81
20
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How to Correct an Incomplete Key Stroke

There is no guesswork required in using Controlled-Key,
neither is there a complicated formula to follow.

Method of Correcting Operating Errors When
H-J-M-K and 3DI1 Comptometers
Are Being Used

In adding and subtracting, when a locked keyboard
signals an operating error, the use of Controlled-Key
is as simple as going back to the last key operated. If
this key is left open for correction, complete the stroke,
touch the release button and continue adding, starting
on the key that locked and signaled the error as shown
in the example.

Example:
In adding this short column, intentionally 45
press the S cent key part way down. On 23

attempting to strike the 2-key, you find it

locked. Go back and depress again the last 34
key operated (5), touch the release button 12
and the correction is made. Continue adding e
on the key that locked and signaled the error, 2. 1.14

In adding,'when’a lockedkeyboard signals an operating
error and the last key operated is found locked, touch
the release button, add in the previous key in same
column, and continue adding with the key that locked
and signaled the error as shown in the example.

Example:

In adding this column, intentionally press the 22
30-key part way down. Then give the 40-key @) 75
a regular stroke. On attempting to strike the *
5-key, you find it locked. To correct, go back .16
to the last key depressed (40) and you will .80
find it locked. Touch the release button and

add in the previous key (30). This completes 20
the correction. Continue adding, beginning
on the key thatlocked and signaled theerror,5.  2.13

Method of Correcting Operating Errors When
the New Electric 992 Comptometer
Is Being Used

In adding and subtracting, when a locked key signals
an operating error, the key on which the operating error
was made will be held in a depressed position. Complete
the stroke on the depressed key and touch the
Release Button. Continue adding with the key that
locked and signaled_the operating error.

In Multiplication and Division

When the key locks, the positive danger signal prevents
an error slipping into an answer without the knowledge
of the operator.

Old Method of Operating Error Correction

Owing to the speed of the Comptometer, it is simpler
and faster to cancel and go over the problem than to
stop and make the correction.

New Method of Operating Error Correction
Non-Electric Comptometer

Simply push back the multiplication and division
button at left of keyboard before starting a multiplica-
tion or division operation. If, and when, an operating
error is made, all the keys held will lock except the key
or keys misoperated. These are left open so that the
operator may correct the operating error without
removing fingers from the keyboard. Depress the key
or keys that can be depressed and continue operating.

Electric Comptometer

When an operating error is made, all the keyboard
locks except the key or keys on which the operating
error was made. The operating error is indicated
visually and by touch in that the key or keys mis-
operated are held in a depressed position and remain
so until the operating error has been corrected. Make a
full depression of the keys misoperated. Touch the
Release Button and continue through the operation.




No. 11

111
121

131

141
151
161
171
181
191
161
191
131
151
141
171

347
656
179
145

23
915

29
246
823
348
662
562

81
806

33

No. 12

242
515
102
551
301
141
402
315
205
919
828
747
616
343
252

892
578
857
214

12
455
218
455
876
375

16
367

67
227
575

No. 13

666
626
696
636
616
646
676
686
606
616
626
636
656
686
636

778
160
576
235

47
752
148
424
555
634

43
412

68
513

24

No. 14

484
434
494
424
474
464
414
484
424
464
474
434
414
454
424

418
240
814

59
533

44
197
267
788
229
187
361

51
237
876

No. 15

343
393
373
313
323
353
393
363
343
373
393
363
323
343
373

774
101
596

66
877

14
729
883
966
434
635
336

13
451
217

No. 16

681
481
281
781
181
581
881
381
781
981
381
581
281
681
181

460
145
582
330

92

31
975
334
436
850
754
503

24
647

91

672
223
219

25
192

48
786
421
781
958

33
255
541
236

11

No. 17

298
498
698
898
998
798
598
398
198
498
598
798
898
398
198

avve -

326
445
148
234
768

71

47
635
664
877
624
352
360
648

25

No. 18

627
729
326
475
917
169
326
652
837
235
641
316
752
276
965

658
268

87
824
315

36
612
667
350
543
317
453

45
619
123

No. 19

731
854
462
235
945
816
653
278
536
122
389
892
371
737
455

No. 20

544
326
495
738
219
682
731
854
462
235
946
817
654
279
536

\JLilly WIICLL LUAULIIIIC M ULLLE UCTLULLCD CULILCLY auluuldaul dlud LUe llulldll CICIICIL OI error
in operation ceases to be a factor, can there be dependable first-time accuracy in mechanical
calculation.

This is evidenced by the fact that accounting offices in which first-time results are accepted
without being checked or refigured, are so few as to be negligible. When working against
a predetermined total such proof is, of course, unnecessary.

First-time machine figuring, however, should closely approximate absolute accuracy on
all classes of figure work.

With the Comptometer it does that.

In figuring a recent inventory of a chain of 100 grocery stores, the first-time accuracy of
the Comptometer was 99.5519,.

Addition Exercises

No. 1 No. 2 No. 3 No. 4 No. 5 No. 6 No. ? No.8 No.9 No. 10
32 6.16 2.83 41 6.62 a7 8.93 .92 7.44 .22
.54 .75 44 g1 3.85 .39 3.84 8.65 5.41 .93
.80 3.12 3.92 7.63 5.30 1.64 2.46 7.51 8.51 4.07

1.89 .78 .50 44 3.86 4.87 .16 9.88 .24 3.23
.35 1.39 8.58 5.99 5.23 5.99 .01 3.08 2.03 6.46

4.16 .10 .27 .53 5.74 .81 .85 .84 2.03 5.48

9.45 7.99 8.05 4.37 .21 5.29 37 .92 .19 g1
37 .69 .50 6.81 4.88 .82 7.59 4.12 8.88 .84

7.66 4.48 4.47 2.61 71 1.95 4.00 7.52 34 .63
A2 .45 .35 3.84 .87 .67 1.80 1.88 .25 7.11

6.35 74 7.24 .28 9.55 2.49 15 .98 12 .57
41 2.32 13 1.05 .93 31 .57 .54 12 .81
15 .61 4.62 .79 8.94 7.55 8.63 33 5.15 6.67

5.42 .27 .81 5.24 .52 .85 9.27 A1 5.90 .06
.03 9.05 5.34 35 41 1.58 .19 5.05 5.84 .35




















































