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Clear the Comptometer by moving the lever on the right side of the machine as far back as it will
go and pulling it forward. This brings all register wheels to cipher, ready for a new problem.

ADDITION

Addition on the Comptometer is the simplest and easiest of all operations. Beginning on the right,
the two white columns (the keys 1 to 9 constitute a column) represent the units and tens of cents; the
successive rows are the units, tens, hundreds of dollars, etc. ’

Rule—

Strike the first item to be added according to the large figures on the
keys, striking each figure of the item in its proper column. Strike in the
same manner the remaining amounts to be added and the total will appear on

the register. In amounts containing ciphers strike the figures only. For $5.00
strike the 5-key in the units of dollars column. :

In adding, locate the key desired, place the finger on it, and simply push it down till you feel it
strike bottom. This push-stroke requires practice, for it differs distinctly from the sharp, staccato blow
of a typewriter. It is the easiest known stroke on the finger, for the blow of hitting the key is done
away with. This method of operating will insure absolute accuracy and fair speed in the beginning
and ultimately becomes very rapid.

For the first few days go very slowly, memorizing the keyboard and acquiring the stroke. Speed
will come later.

Add the following columns, using the first and second fingers of the right hand. Remember to
place the finger on the key desired, and push it down until you feel it strike bottom.

1.45 1.35 13.45 87.00
.67 47 35.00 45.50
2.30 5.60 23.57 235.00
4.46 2.35 86.40 57.68
5.00 8.00 240.00 68.77
2.25 3.50 33.46 433.24
5.70 2.34 5.67 700.00
1.25 5.70 53.30 55.25
6.90 6.05 400.00  24.50

Add each column, write down the total obtained. Then prove it at once by re-adding
the column. Nothing will convince you so thoroughly of the perfect accuracy of the machine
as the fact that you can without previous practice get the corrcct total time after time
without error. If an error is made it will be the direct result of trying to go too fast.
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ADDITION

Touch Method

This method is advised for the operator who will use his Comptometer for an hour a day
or more and wishes to become a highly efficient operator. It is just as simple as the first
rule, but admits of almost unlimited speed. A large part of the time spent in operating an
ordinary adding machine is lost in looking from the work to the keyboard. The easiest
method to operate the Comptometer entirely by touch is to use only the lower half of the
heyboard. Thus, every key to be operated is within easy reach of the fingers, practically
without any movement of the hand.

Rule:

In beginning, place a blotter between the rows of 5 and 6 keys.
To add 9 strike 4 and 5 To add 7 strike 3 and 4
To add 8 strike 4 twice To add 6 strike 3 twice

To make touch operating very simple, we make the odd keys, 1, 3, 5, ete.,, with cup-
shaped tops, and the even keys, 2, 4, ete., with flat tops. With this in mind, add the follow-
ing columns, beginning at the top of each column and adding down. Use the first finger
for adding in the tens column only and the second finger for adding in the units column
only. Keep each finger on its own column. Find the keys by feeling' as much as possible.
Go slowly and carefully; speed will come later. :

Remember to put the finger on the key desired, and push it down until you feel it strike
bottom.

Examples: :
N 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 o 63 14
34 32 44 48 65 84 52
14 3 23 35 95 93 71
45 35 32 49 48 32 42
55 5 24 43 64 26 35
54 24 21 36 23 82 92
43 292 35 42 72 48 25
31 35 45 36 83 99 18

Add each column at least four times, in order to firmly fix in your mind the combina-
tions used.
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A | ~ ADDITION RULE

Use only the first and second fingers to add the following four and five figure items.

: First, add the cents only, adding the tens with the first finger and the units with the

ADDITION RULE | e

Use only the first and second fingers to add the following four-figure items. Leave the total of the cents in the answer register, and—

; _ i Then, add the dollars, adding both hundreds and tens with the first finger and the units
First, add the cents only, adding the tens with the first finger, and the units with the with the second finger.

second finger. |
Remember to place the finger on the key desired and push it down until you feel it
Leave the total of the cents in the answer register, and— strike bottom.
Then, add the dollars, adding the tens with the first finger, and the ‘units with the sec- Examples: ;
ond finger. No. 14 No. 15 No. 16 No 17 No. 18 No. 19 ~ No. 20
Remember to place the finger on the key desired, and push it down until you feel it 5>4.00 22.00 333.64 789.45 73.23 75.45 70.00
strike bottom. ‘ _ 73.68 65.98 43.45 355.64 633.75 98.67 543.21
20.00 37.43 400.67 54.67 22.98 45.21 29.00
100.87 60.45  45.00 45.796 -:32.75 80.00 98.23
Examples: 32.40 20.65 45.78 40.00 78.21 945.24 378.80
67.68 200.00 78.64 434.54 '67.35 31.23 345.45
No. 8 No. 9 = Noi 10 No. 11 No. 12 No. 13 36.35 23.67 20.00 56.20 = 87.67Y  111.34 896.87
k124.64 3 66.43 62.43 62.43 54.56 33.45 33.00 24.24 88.78 - 64.02 12.50 70.00 454.22
55.33 50.34 17.56 17.56 43.21 65.34 45.65 800.00 98.00 90.87 - 226.78 76.41 30.00
44.24 83.75 23.67 12.67 32.61 7791 45 44.58 63.55  500.00 36.88 13.12 236.79
26.78 74.96 11.24 13.24 11.33 13,12 34.48 366.57 13.75 42.45 78.87 2211 400.00
83.33 34.99 12.36 24.36 392 94 63.33 50.00 10.00 13.00 75.32 33.34 67.78 323.00
45.21 94.34 13.36 24.36 82 97 63.44 38.44 32.22 67.00 53.40 35.75 400.90 2.30
46.35 85.09 38 il 21.11 79.97 14.55 42.65 45.00 47.33 78.89 443.00 34.42 20.16
76067 58.87 4:7 24 32 35 72 56 54 33 66-00 78.23 : 333-.4:5 334-32 66.4:3 67.89 678-93
44.32 75.43 40.54 146.54 23.24 25.98 | G -
28.23 66.21 80.66 22.66 44.45 65.67 TOTALS
87.68 16.11 90.24 35.24 62.75 53.22 = & A 0 3 bl dd cal like the ab
95.55 . = : NOTE: ter sufficient practice, operators are able to add columns like the above
. = - a2y 5 = : g ol - a4 o - without adding the dollars and cents separately, but the above method should be used for
——— S Ee . o - T
145 . 22 <0 G 005, D = Vb ® 51%8° L1 0N | at least two weeks. .



















