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COMPTOMETER

Instructions

INTRODUCTION

HE COMPTOMETER is a key-driven

adding and calculating machine which per-

forms quickly and easily all forms of
arithmetical figuring involving addition, multi-
plication, division, and subtraction.

Operation is exceedingly simple—no operat-
ing lever to pull, no crank to turn, no prelimi-
nary 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 white.

On each key top there is a large and small fig-
ure. The large figures are used for addition
and multiplication , the small figures for division
and subtraction. The answer dials show the re-

sult of the calculation. The lever at the right,

CORRECTION KEY

ﬂCANCEUNG LEVER

SUBTRACTION CUT-OFF
DECIMAL POINTER

ANSWER DIAL

called the canceling lever, clears the answer
dials. The numbered pointers are used to point
The cut-offs at the left of each
column are used for subtraction. The red cor-

off decimals.

rection key at the upper right-hand corner re-
leases the keyboard after the partial key stroke

error has been corrected. See page 5 for proper

use of correction 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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ADDITION

General Instructions

HE two columns of white keys on the
Tright side of the keyboard are for adding

units and tens of cents. The next three
columns of green keys are for adding units,
tens, and hundreds of dollars. The adjoin-
ing three columns of white keys are for
adding thousands, tens of thousands, and
hundreds of thousands, amounts. Keys
farther to the left are for adding correspond-
ingly higher denominations.

In addition always use the large figures
on the keys.

Only one key should be operated at a time.
For example, in adding $3.45, first press
down the 3 key in the third column, then
the 4 key in the second column and then the
5 key in the first column. No keys are
struck for ciphers. Always lift the finger
slightly off the key after each stroke. For
the first few days go slowly, memorizing
the keyboard and acquiring the stroke.

Remember to place the finger on the key
desired and press it down until you feel it
strike bottom. This push-stroke requires
practice. It differs distinctly from the sharp
staccato blow of the typewriter It is the
easiest known stroke on the finger It elim-
inates the impact of hitting the key

Full Keyboard Method

Below are six columns of figures to be
added. Use only the first and second finger
The first finger is to be used for all figures
except the right-hand figure which should
be added with the second finger

Use the full keyboard, adding each item
across from left to right. If you find the
keyboard locked it is a positive signal of
misoperation. The rule for correcting this
error is explained on page 5. For the
first few days go slowly Strike only one
key on each depression. Speed will come
later

41.79 91.59 79.27
18.57 78.25 65.76
21.45 451.35 413.45
4.67 6.47 135.00
432.35 5.60 223.57
14.46 12.35 86.40
5.38 38.00 240.00
432.25 913.50 33.46
165.70 42.34 5.67
540.62 78.16 41.71

No. 4 No.5 No. 6
42.67 21.25 96.57
58.14 15.96 5.82
87.00 43.21 68.42
45.50 87.65 102.19
235.00 1.92 79.18
57.68 218.19 517.29
68.77 93.15 61.48
433.24 37.92 43.27
700.00 479.99 197.52
307.20 45.55 37.25

519679508649755187469746275396471847513987120473 COMPTOMETER Instructions

TOUCH

HE touch method of addition provides
Tthe greatest degree of speed and accu-

racy and is simple and easy to learn. If
the Comptometer is used for an hour or more
a day the touch method is highly recom-
mended, because it eliminates time spent 1n
looking from the work to the keyboard.
Only the lower half of the keyboard is used
in touch addition, all keys are within easy
reach of the fingers.

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

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

With this in mind add the following

METHOD

examples. Begin at the top of each column
and add down. Use the first finger for adding
in the tens column only and the second finger
for adding the units column only Keep
each finger on its own column. Find the keys
by sense of touch, as much as possible.

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 mmproperly placed is det-
rimental to speed and ease of operation. It
should be placed at right angles or 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 com-
fortably on the keys.

No I o2 No s 2o 8 o3 ALEQ o v
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 3855 554 559 448

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

Add each column and write down total at least four times. If an error is made it
obtained. Then prove at once by re-adding is usually the result of trying to go too
the column. For practice add each column fast.
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figure items use the first finger for all
figures except the extreme right-hand fig-

The second finger is used only in adding
the extreme right-hand figure.

ure.

apparent that the danger of misreading figures

is greatly reduced.

The superior adaptabil-

ity of the Comptometer to touch operation
gives it a positive advantage in speed-with-

With eyes on the work—no glancing back accuracy.
No.l _No.2. No. 3 No. 4 _No.5 No.6 No.7
212 367 378 24.36 54.56 33.45 70.00
364 238 265 42.67 43.21 65.34 543.21
543 762 532 43.24 32.61 77.21 29.00
267 926 461 62.42 11.33 43.12 98.23
845 545 637 17.56 32.24 63.33 378.80
963 823 572 24.36 82.27 63.44 345.45
787 415 726 21.11 72.56 14.55 896.87
312 564 847 32.35 23.24 54.33 454.22
357 382 623 46.54 72.27 25.98 30.00
386 637 549 22.66 44.45 65.67 27.42

= partial kKey strokes. Lhe “Controlled-Key mechanism
gives instant signal of an error, by locking all columns except
the column in which the partial key stroke was made—and this
is left open for correction. With positive protection against
such errors, the operator can speed up safely and be assured
of a high degree of accuracy

How to Correct a Partial Key Stroke

When a key locks in adding, it is a positive signal that a  After correcting the partial key stroke,
partial key stroke was made either on the last key depressed ~ #7¢% e CZZ‘LML‘;"Z%;ZZ' Ll
or the key previous to the last.

RULE 1 When a key locks, always go back RULE 2. Butif the last key depressed is found
and try to operate the last key depressed. If locked, touch the red correction key and add
this key goes down, touch the red correction in the previous key*, then continue the ad-
key and continue the addition, starting on dition, starting on the key that locked and
the key that locked and signaled the error signaled the error

Example of Rule 1 Example of Rule 2

Add each column and write down the total
obtained. Then prove at once by re-adding the
column. For practice add each column four
times in order to fix firmly in mind the combina-
tions used.

“Split’” Method of Addition

In adding long columns it is often an ad-
vantage to split the items, adding first the cents
and then the dollars. Add columns number 4,
5, 6 and 7 using this method. First add cents
only, adding the tens with the first finger and
the units with the second finger, leaving the
total of cents in the answer dials. Then add the

dollars, using the first finger for the tens and
the second finger for the units. Correct selec-
tion of keys is made entirely by sense of touch.
In adding column number 7 use the first finger
for both hundreds and tens of dollars.

Add each column and write down the total
obtained. Then prove at once by re-adding the
column. For practice add each column at least
four times in order to fix firmly in mind the
combinations used.

As previously mentioned under General Ad-
dition Instructions, a locked keyboard is a posi-
tive signal of misoperation. The rule for cor-
recting misoperation is found on page 5.
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In adding this short column inten- .45
tionally press the 5 cent key part way 3.25
down. On attempting to strike the 3 .67
dollar key, you find it locked. Follow- .45
ing your rule, go back and strike again 482
the last key depressed (5) touch the
correction key (see illustration) and the
correction is made. Continue adding,
starting on the key that locked and sig-
naled the error, 3.

In adding this column, intentionally .22
press the 30 key part way down. Then .75
give the 40 key a regular stroke. On at- .56
tempting to strike the 5 key, you find it 2.80
locked. To correct, go back to the last 3.20
key depressed (40), and you will find it 7.53
locked. Following the rule, touch the °°
correction key and add in the previous
key (the 30) This completes the correc-
tion and you continue adding, beginning
on the key which locked and signaled the
error, 5.

In Multiplication and Division

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

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.

*NOTE: If the “key previous to the last” is larger than
the “‘last key depressed,” cancel and re-add the
column.  Applicable to Model J only.
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