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A0DING AND CALCULATING MACHINE

EASY INSTRUCTIONS FOR OPERATING

THE COMPTOMETER IS A HIGH-SPEED, DIRECT-ACTING,
EASILY-PORTABLE DESK MACHINE FOR BOTH
ADDING AND CALCULATING

HE operation of the Comptometer is extremely simple—nothing to do but press the keys—
the machine does the rest.

An Automatic Safeguard, known as the ““ Controlled-key ”—an exclusive feature found
only in the Comptometer—positively prevents the registering of an error from a partial or in-
complete key-stroke.

How the Controlled-Key Blocks Short Key-Strokes.

This is how it does it.

The  operator  added
right along down to
£42. 2. 4. Then something

r happened. She slighted
a key stroke—didn’t put
the 4-key clear down.

' Did she notice it ?

She couldn’t help it.
The machine automatic-
ally locked up and re-
fused to add another fig-
ure until the fault was
corrected.

Did she have to cancel
and add the columns all
over again !

No, she simply com-
pleted the unfinished
stroke, touched the re-
lease key and went right
on.

It was the Controlled-
key that did it. Like a
sentinel on guard, the
Controlled-key stands watch
over every keystroke. It
will not permit an imper-
fect key-stroke to register
an error.

Only when a fault occurs that would otherwise produce an error, does the Controlled-key
clamp on the brakes. :

That is why, even in the hands of a beginner, it will not permit an incomplete key-stroke
to register an error. Every key-stroke must give the right answer or none at all.

See page seven for instructions on “ When the Machine Locks in Adding.”

If not made by Felt & Tarrant, it’s not a Comptometer
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EASY INSTRUCTIONS FOR OPERATING

ADDITION RULES

THE three columns of keys to the extreme right side of the keyboard are for adding pence,

units of shillings and tens of shillings. The next three white columns are for adding units, tens
and hundreds of £s. The next three green columns are for adding thousands, tens of thousands
and hundreds of thousands of £s ; the keys farther to the left are for adding higher denominations
of £s. By “ column ” of keys is meant the keys in the same up and down line, reading from 1 to 9.

When adding, the keys are used according to the large figures on them. To add £4,
locate the units of £s’ column (which is the 4th column from the right) and strike the key having
To add £404 strike the 4 key in the hundreds
of £s’ column and skip the tens of £s’ column and add 4 in the units of £s’ column. ‘

on it a large 4. No keys are struck for ciphers.

Always add the items from the top item downward and it is always best for a beginner to
keep the place with the index finger of the left hand, running the finger down the column of
figures while adding it.

The keys should be operated only one at a time.
the 2 key, then the 3 key and then the 5 key.

For instance in adding 235, press down

Remember to place the finger on the key desired and push it down until you feel it strike
bottom. This push-stroke requires practice, for it differs distinctly from the sharp, staccato
blow on a typewriter. It is the easiest known stroke on the fingers, for the blow of hitting
the key is done away with. This method of operating ensures 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.

Between the repeated depressions of a key as in adding 6 by depressing 3and 3 ; or where
the same figure is added twice as in adding £50 and £50, always lift the finger slightly off the
key after each stroke. Lift the finger off the key about 7 of an inch. Do not lift the finger too
high, but just enough so that it will be off the key. Watch this carefully at first, and the
sense of touch will soon develop so that you will, without any conscious effort, always lift the
finger slightly off the key before making the next stroke.

Always prove an addition by adding it again. Re-addition of the original

figures is, of course, the quickest, easiest and surest method.

If not made by Felt & Tarrant, it’s not a Comptometer
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ADDING AND CALCULATING MACHINE

EASY INSTRUCTIONS FOR OPERATING

ADDITION RULES
Sight Method, Adding Each Item Complete

FTEN it is necessary to add each item complete—that is not adding the shillings and pence

first, then pounds separately. This is especially so in adding from different book pages,

adding slips or checks, making cross additions, when adding amounts not written in
columns, or in adding amounts that are not in sterling.

When adding each item separately and completely, use only the first and second fingers
and add all figures with the first finger, except the right-hand figure which should be added
with the second finger.

Remember to place the finger on the key desired, and push it down until 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 ensures 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.

Example :—
No. | No. 2. No. 3 No. 4 No. 5 No. 6

£ 7 9 £291. 5 9 £79 2 7 £42 6 7 £21 2 5 £96 5 7
18 5 7 78 2 5 65 7 6 58 1 4 15 9 6 58 2
21 4 5 451 3 5 M3 4 5 87 0 0 43 2 1 68 4 2
4 6 7 6 4 7 135 0 0 45 5 0 87 6 5 102 1 9
432 3 5 560 223 5 7 235 0 0 152955 2 79 1 8
14 4 6 12 3 5 8 4 0 57 6 8 218 1 9 517 2 9
5 3 8 38 0 0 240 0 0 68 7 7 93 1 5 61 4 8
432 2 5 913 5 0 33 4 6 433 2 4 37 9 2 43 2 7
165 7 0 4 3 4 6 5 7 700 0 O 479 9 9 97..5 2
21 2 5 95 7 0 53 3 0 55 2 5 61 2 9 8 7 5
86 9 5 146 0 5 400 0 O 24 5 0 54 3 7 97 8 6

Add each column and write down the total obtained. Then prove at once by re-adding
the column. Add each column at least four times in order to firmly fix in your mind the com-
binations used. Nothing will convince you so thoroughly of the perfect accuracy as the fact
that you can, without previous practice, get the correct total time after time without error. If
an error is made it will be the direct result of trying to go too fast.

If not made by Felt & Tarrant, it’s not a Comptometer
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EASY INSTRUCTIONS FOR OPERATING

ADDITION RULES
Touch Method

THE touch method is advised for the operator who will use the Comptometer for an hour
a day or more and wishes to become a highly efficient operator. It is just as simple

as the sight method 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 keyboard. Thus, every key to be operated is within easy reach of the fingers, without
moving the hand up and down the keyboard.

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

To make touch operating very simple, the odd keys 1, 3, 5, etc., are made with cup-shaped
tops and the even keys 2, 4, etc., with flat tops. With this in mind, add the following 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.

Remember to put the finger on the key desired, and push it down until 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 ensures 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.

Examples :—

No. | 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 Al
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

Add each column and write down the total obtained. Then prove it at once by re-adding
the column. Add each column at least four times in order to firmly fix in your mind the com-
binations used. Nothing will convince you so thoroughly of the perfect accuracy as the fact
that you can, without previous practice, get the correct total time after time without error. If
an error is made it will be the direct result of trying to go too fast.

If not made by Felt & Tarrant, it’s not a Comptometer
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ADLING AND CALCULATING MACHINE

EASY INSTRUCTIONS FOR OPERATING

ADDITION RULES

SE the first and second fingers of right hand and first finger of left hand. First add the

shillings and pence only, adding the tens of shillings with first finger of left hand, units

of shillings with the first finger of right hand, and pence with the second finger of right
hand. Leave the total of the shillings and pence in the answer register and—

Then, add the pounds, adding the tens with first finger and the units with second finger
of right hand.

Remember to place the finger on the key desired and push it down until you feel it strike
bottom. This push-stroke requires practice, for it differs distinctly from the sharp, staccato
blow on 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 ensures 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.

Examples :(—

No. | No. 2 No. 3 No. 4 No. 5 No. 6 No. 7
£2 6 4 £66 4 3 £62 4 3 £24 3 6 £54 5 6 £33 4 5 £66 8 8
5 3 3 50 3 4 17 5 6 4 6 7 43 2 1 65 3 4 26 1 9
44 2 4 83 7 5 23 6 7 43 2 4 32 6 1 77 2. 1 64 4 5
26 7 8 74 9 6 1 2 4 62 4 3 1 3 3 43 1 2 72 5 6
83 3 3 34 2 2 12 3 6 17 5 6 32 2 4 63 3 3 48 9 1
45 2 1 9% 3 4 13 3 6 23 4 6 82 8 7 63 4 4 24 6 3
46 3 5 8 0 9 38 1 1 21 1 1 72 5 6 14 5 5 74 2 6
76 6 7 58 8 7 47 2 4 32 3 5 23 2 4 54 3 3 15 4 1
44 3 2 75 4 3 4 5 4 46 5 4 252 Sl 25 9 8 45 3 6
58 2 3 66 2 1 80 6 6 22 6 6 44 4 5 65 6 7 28 5 3
87 6 8 16 1 1 9 2 4 35 2 4 62 7 5 53 2 2 9% 7 1
95 5 5 44 3 3 55 8 9 44 2 4 43 3 1 54 4 3 37952
78 8 9 18 7 6 32 2 2 7M1 6 5 23 5 2 M1 2 4 45 1 3

Add each column and write down the total obtained. Then prove at once by re-adding
the column. Add each column at least four times in order to firmly fix in your mind the com-
binations used. Nothing will convince you so thoroughly of the perfect accuracy as the fact
that you can, without previous practice, get the correct total time after time without error.
If an error is made it will be the direct result of trying to go too fast.

If not made by Felt & Tarrant, it’s not a Comptometer
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EASY INSTRUCTIONS FOR OPERATING I 1 EASY INSTRUCTIONS FOR OPERATING I
The Controlled-Key Comptometer prevents errors due to partial key strokes, common
ADDITION RULES to the older type machines. The Controlled-Key device gives instant signal of an error by
' locking all the key-board except the column in which the partial stroke was made—and this
SE the first and second fingers of right hand and first finger of left hand. First, add the is left open for correction. Sixty per cent. of the value of the Controlled-Key is in the positive
shillings and pence only, adding the tens of shillings with first finger of left hand, units signal of an error when made. The other 409, lies in the operator’s ability to correct the error
of shillings with first finger of right hand and pence with second finger of right hand. Leave d without having to re-add the column.

ey sshilingsendipence Ttk Whswe micpisoal g = When any key locks in adding it is a positive signal that a partial key stroke was made, either

Then, add the pounds, adding hundreds with first finger of left hand, tens with first finger on the last key depressed, or on the key previous to the last.

of right hand and the units with second finger of right hand. CONTROLLED-KEY RULES
When any key locks in adding, always go back and try to operate the last key
depressed.
RULE 1. If this key goes down, touch the red Correction Button and continue the addition,
starting on the key that locked and signalled the error.

Remember to place the finger on the key desired and push it down until 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 ensures absolute accuracy and fair speed in

the beginning and ultimately becomes very rapid. RULE 2. But if this last key depressed is found locked, touch the red Correction Button
and add in the previous key ; then continue the addition, starting on the key

For the first few days go very slowly, memorizing the keyboard and acquiring the stroke. that locked and signalled the error.
Speed will come later. Note : |If the *“ key previous to the last " is larger than the * last key depressed,” cancel

and re-add the column.
Examples :(— S PR A

No.3 No. 4 No. 5 No. 6 No. 7 EXAMPLE OF RULE 1.

No. | No. 2

£54 67 0 £2 0 0 £33;,,,6 4 £78§ 45 t.;;ﬁzf ; £7; vhi £i0 0 0 Inter?tionally press thfa 40-key part way down. Ofm attempting to strike the 5-key 45
73 68 6 9 8 B3 4 5 555 6 4 633 7 & 98 6 7 543 2 1 you find it locked. Follov.vmg your rule, go back and str'|ke again the last keY depres.sed 125
20 00 37 4 3 400 6 7 54 6 7 2 9 8 45 2 1 29 0 0 (40),.touch the Correction Button an.d your correction I3 m,?de. Continue adding, 67
100 8 7 & L 5 45 0 0 W57 6 32 7 5 80 0 0 98 2 3 starting on the key that locked and signalled the error, * 5. _f
32 4 0 20 6 5 45 7 8 4 0 0 78 2 1 945 2 4 378 8 0 282
67 6 8 200 0 O 78 6 4 434 5 4 67 3 5 3 2 2 345 4 5 EXAMPLE OF RULE 2.
36 3 5- 23 6 7 20 0 0 56 2 0 8 6 7 111 3 4 8% 8 7 In adding this column, intentionally press the 30-key part way down. Then 30
33 0 0 24 2 4 88 7 8 64 0 2 12 5 0 70 0 0 454 2 2 give the 40-key a regular stroke. On attempting to strike the 5-key, you find 45
45 6 5 800 0 0 98 0 0 98 8 7 226 7 8 76 4 1 30 0 0 it locked. 56

4L 5 4 5 8 63 55 500 00 36 8 8 13 1.2 236 7 9 To correct, go back to the last key depressed (40), and you will find it 280
34 4 8 366 5 7 13 7 5 2 4 5 78 8 7 2 1 1 400 0 O locked. 320
50 0 0 10 0 O 13 0 0 7532 33 3 4 67 7 8 323 0 O Following the rule, touch the Correction Button and add in the previous —
38 4 4 32 2 2 67 0 0 53 4 0 35 7 5 400 9 0 230 3 key (the 30). 731

This completes the correction and you continue adding, beginning on the key which

d signalled th ST
Add each column and write down the total obtained. Then prove at once by re-adding locked e s curor

the column. Add each column at least four times in order to firmly fix in your mind the com- < IN MULTIPLICATION AND DIVISION :

binations used. Nothing will convince you so thoroughly of the perfect accuracy as the fact that When the key locks under the fingers, the positive danger-signal prevents an error slipping
you can, without previous practice, get the correct total time after time without error. If an into an answer without the knowledge of the operator. Owing to the speed of the Compto-
error is made it will be the direct result of trying to go too fast. meter, it is simpler and faster on small calculations to cancel and go over the problem than to

stop and make the correction.

If not made by Felt & Tarrant, it’s not a Comptometer = If not made by Felt & Tarrant, it’s not a Comptometer ‘J
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EASY INSTRUCTICNS FOR OPERATING

MULTIPLICATION

Primary Rule

Example :—Multiply 1364 x 57.

LACE the 1st finger of the left hand on the 50-key and the 1st finger of the right
Strike the 57 in this position as many times as the right hand
Move both fingers one column to the left and strike
as many times as indicated by the second figure (6) of the multiplicand. Continue to move
to the left, striking in each column the multiplier as many times as indicated by the

hand on the 7-key.
figure (4) of the multiplicand indicates.

successive figures (3, 1) of the multiplicand.

In beginning multiplication confine yourself to the use of the first finger of the

right hand and the first finger of the left hand.

After the fingers have been positioned on the keys representing the multiplier,
strike slowly, giving each key a full push-stroke, until you feel it strike bottom. Raise

the fingers slightly above the keys after each stroke. Speed will develop quickly.

After placing the fingers on the proper keys, then look only at the example while striking

the keys, so you will not lose track of or misread any of the figures.

In each of the following examples use the first finger of the left hand for the tens figure

of the multiplier and the first finger of the right hand for the unit figure :

No. |

24,531
35

No. 6

35,642
45

No. |1

89,986
37

No. 16

26,433
19

No. 2 No. 3 No. 4
12,456 5,315 23,456
68 64 75
No. 7 No. 8 No. 9
15,341 45,673 36,341
88 28 23
No. 12 No. I3 No. 14
15,366 65,418 94,345
15 31 63
No. 17 No. 18 No. 19
46,541 63,222 46,812
LAl 83 61

If not made by Felt & Tarrant, it’s not a Comptometer

No. 5
84,143
79

No. 10

14,683
47

No. I5

14,312
86

No. 20

46,533
1
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ADDING AND CALCULATING MACHINE

EASY INSTRUCTIONS FOR OPERATING

MULTIPLICATION RULES
Example :—Multiply 314 x 45.

LACE the first and second fingers of the right hand on the keys in the right-
hand columns representing the multiplier (45), and strike as many times as indicated
by the right-hand figure (4) of the multiplicand ; move the fingers one column to the

left and strike as many times as the 2nd figure (1) of the multiplicand indicates. Continue

Fodmove to the left, striking as many times as the succeeding figure (3) of the multiplicand
indicates.

Never multiply with more than two fingers of each hand. Give each key a full
stroke.

~ Multiply each of the following problems, using the fingers as shown by the abbre-
viations in front of, and following the multiplier. 1 L and 2 L indicate 1st and 2nd
fingers of the left hand. 1 R and 2 R indicate 1st and 2nd fingers of the right hand.

Raise the fingers slightly above the keys after each stroke. Never use the thumb.

Examples :(—

No. | No. 2 No. 3 No. 4 No. 5
43 13 47 83 276

1R 34 2R 2R 42 1R 1L 62 1R 1L 37 1R 1L 345 182R
No. 6 No. 7 No. 8 No. 9 No. 10
19 342 43 43 56

2R 54 1R 1L 153 28 1R 1L 39 1R 1L13 1R 89 1&2R
No. 11 No. 12 No.E— No. 14 No. I5
75 83 28 284 104

1R 46 2R 1L 87 1R 1L 19 1R 1L324182R 1L 678 122Rr

Where the multiplier has four figures, split the multiplier. Example : Multiply 12,365 b
8,379. First multiply 12,365 by 79, leaving the result on the register. Then multilial); 12,365 b;
83, starting the 83 in the fourth and third columns. ’

NOTE : A hyphen indicates where the multiplier should be split.

In all ordinary cases where you are multiplying through with t
both. haRlE iR Hnger of sach. i AR e

No. 16 No. 17 No. I8 No. 19 No. 20
674k 256 5613 58026 5362
1L 735 1&2R 65-35 27-18 53-78 1L523 1&2R

No. 21 No. 22 No. 23 No. 24 No. 25
17465 15082 13461 13723 19147
43-45 1L3104 122R 19-19 73-65 9921-2;

No. 26 No. 27 No. 28 No. 29 No. 30

4817 Su47 6714 672 ~

37.29 Y 635 LR 73-68 9Uils it

If not made by Felt & Tarrant, it’s not a Comptometer
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Work out the following examples :—

271.4
86.2

52.12
8.4

143.72
96.4

32.26
743

If not made by Felt & Tarrant, it’s not a Comptometer

33.62
79.3

346.21
4.67

611.2
8.87

14.374
32.78

AL

J
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083 | 466 | .25 | 333 | Mé | 5 583 666 75 | 83 916 |
1 02083 .10416 | .1875 | .27083 .35416'? 4375 | 52083 | .60416 = .6875 | .77083 85416; 9375 |
} 0416 | 125 | 2083 | 2916 | 375 | 4583 | 5416 625 | 7083 | .7916 | .875 } 9583 1
§ 0625 | 14583 22916 3125 | 39583 47916 5625 | .64S83 72916 8125 | .89583 l 97916 ‘

























