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Reference Tables of Weight and Measure
Bushel, Barrel and Keg Weights
Copy for Future Use

. Weight per bushel

119 (4 ({4
[ [ {3
< 113 (43
¢ ‘¢ {3
4 113 {4
113 1 113
13 9 143
(13 “ 13
(43 € 13
(13 < (14
(13 [ 113
(13 (4 3
13 ‘€ (13
(13 “ (13
o “ Barrel
5 “ Firkin
b “  Barrel
(43 (4 I{eg
" “ Barrel
each
and others
express
forward
free on board
freight
gross
interest
invoice
letter of credit
merchandise
money order
number
it is so, all right
overcharge
postpaid ; parcel post
by the way
waybill
per cent
number, if written before
a figure
pounds, if written after
a figure

Feet; minutes

Y T B PO R S L R SR DR, 48 1b
T e SRS LS SR S S e € 48 “
T e R R S ST SRR e 60 “
Bielewihieat “fe i anatost el oo s 8 48 «
GilovertSeed ot oo v d tu T e, Sl Do 60
g W G SRR A AL S 70"
BB T e At e 56
| D oy o TR ORI G LR T PRI e 56- ¢
7L T R R AR S O S, S 34
Ciatsedeacs e e e L 32"
R S AR N (e 5 SRR Ry e o - s
| L e s R S e T IR B 60 “
Potatoesh v e o oG e e 60 “
10 A PRAIESER S A e S TR A 56
T U i 45 “
L0 T R SELE AW B A SR N L A 5 I
Beetand Pork caof . o a ol 200 “
T E PR FEE Y TR S WA ot Py . a0
T e R A e I NG LS R S L 196 =
T R R W L e Lo Kl 100 “
T T L) S S ey W 8 T e M 280 “
Abbreviations Used in Business

@ at or to ea.

acct., a/c account etc.

amt. amount €Xp.

ans. answer ford.

art. article F.O.B.

avdp. avoirdupois frt.

bal. balance grt'

bbl. barrel :Ev

B. & O. Baltimore & Ohio L/C

bdl. bundle vndae.

bg. bag M.O.

bkt. basket No.

B/L bill of lading 0.K.

bu. bushel o/c

bx. box P-p-

C. B. & Q. Chicago, Burlington & Quincy via

c/o care of W/B

C.0.D cash on delivery %

Cr. credit #

C.W.0O Cash with order

cwt. hundredweight #

disc discount

doz. dozen 4

Dr. debit 4

inches: seconds
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The Comptometer Course

The Comptometer Course is a special course in business
arithmetic, with clearly defined educational and vocational
objectives. It specifically trains an individual in the applica-

tion of the Comptometer to office figuring routines.

The aim of the Comptometer Course is to give each
student planning to enter business a marketable skill in the
performance of a fundamental office task. Comptometer oper-
ating is a profession which is unequalled in opportunities for
advancement. Because a Comptometer operator is so close to
the pulse of business, management is more likely to turn to a
Comptometer operator to advance to a supervisory position

than select an employee doing other kinds of office work.
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Description of Comptometer

The Comptometer is a key driven adding and calculating machine which is manufactured in three stand-
ard sizes. The keyboard is arranged in eight or more columns of nine keys each. These are grouped in alternating

sections, colored green and ivory.

RELEASE BUTTON |

CANCELING szzn]

SUBTRACTION BUTTON lr

DECIMAL POINTER I__.J

W Cushioned Touch Model M

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

Electric Model K

Each key-top has a large and a small figure; the large figures are used for addition and multiplication; the
small figures for subtraction and division. The register dials show the result of the calculation. The lever at the
right clears the register dials. The pointers at the base of the columns are used for pointing off decimals. The
subtraction buttons at the left of each column are used when subtracting. The red button at the upper right
hand corner is a “Release Button”, which is one of the most important parts of the entire keyboard. It con-
nccts with the mechanism that compels correct mechanical operation for your protection, which will be explained

in detail throughout the course.

i COMPTOMETER DIVISION .
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Comptometer Operating Safeguards

The Comptometer is a business machine. On it can be performed any arithmetic problem. It adds, mul-
tiplies, subtracts, and divides faster and easier every known figuring calculation than can be done any other way.

The Comptometer, like all other machines, can only be as accurate as its operator. As far as mechanical
errors are concerned, provisions have been made automatic to remove the possibilities of these errors.

It is a recognized fact that safety devices are necessary on all mechanically operated equipment. Safety
devices are not only effective on elevators and trains, but they are equally effective on machines operated in
offices. All machine operators in offices or factories need the protection of safety devices. Safety features have
been built into the Comptometer which will not allow the machine operation to continue if the operator has
performed a machine operation incorrectly.

The various operator safeguards found exclusively on the Comptometer are:

1. The clear signal mechanism, often referred to by
operators as the “stop and go” signals on the
Comptometer, increases operating speed and ac-
curacy. The three human senses called into play
by the Comptometer clear signal mechanism are:

A. Touch—After a machine cancella-
tion, the first key depression has
more tension than depressions
thereafter.

B. Sight—The numerals on the regis-
ter dials move into the center of
the dial openings upon first key
depression.

C. Hearing—A bell rings upon first de-
pression after a cancellation.
2. Two-colored key tops (green and ivory) to make
easier the accurate handling of dollar and cents
amounts.

3. Plain and cupped-faced keys to help the operator
depress the keys accurately in touch operation.

4. Large visible dials and active ciphers to help
the operator read the answers quickly and
accurately.

5. Subtraction buttons which help the operator to
accurately speed up all subtraction operations.

6. The positive cancelling mechanism assures the
operator of complete cancellation.

These safeguards, plus the most positive operating safeguard, the Controlled-Key mechanism, increase the
speed and accuracy of every operator.
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Addition

Addition is the most important Comptometer operation that a student-operator will learn. The reason add-
ing is so important is that one never multiplies, subtracts or divides without adding entering into the problem.
A sales slip may have all the prices indicated, but before the clerk can make change, the item prices must be
added to get a total. Before a paymaster’can go to the bank to get the money to cover the payroll, he must
add all the extended time tickets to arrive at a total. When goods are shipped to a buyer, an invoice is sent.
Before the invoice is sent, a Comptometer operator multiplies the quantity of goods times the price and then

adds the individual extensions.

Because addition is so important in business, one-half of the Comptom-

eter Course is devoted to adding practice,

TOUCH METHOD of addition provides the greatest degree of speed

and accuracy and is simple and easy to learn.

The Comptometer should be placed at right angle, slightly to the
right of the operator, with the left edge directed toward the center of the
body. The operator should always sit in an erect position with feet on the

floor and fingers resting comfortably on the keys.

In adding, it is necessary to acquire a smooth rhythmic stroke. Hold

a pencil between the thumb and palm of the right hand. This helps to

balance the hand and the pencil is always in readiness for writing answers.

Correct Operating Position.,

Upon examining the key tops, it will be noticed that the odd-numbered keys: 1, 3, 5, 7, and 9 are concave.

The even-numbered keys: 2, 4, 6, and 8 are flat-topped. This is to make touch operation easier.
Only the lower half of the keyboard is used in touch addition ; all the keys
are in easy reach of the fingers.
Only the one to five keys are used in addition.
There are no large cipher keys so skip columns in which ciphers appear.

Use the index finger for adding in all columns of figures except the last
figure of the number being added. Always use the middle finger to add in the

last or extreme right-hand figure of any number.
Find the key to be added by sense of touch.

Operate one key at a time, beginning with the left-hand figure of a

number.

Always clear the dials before starting a new problem.
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Touch Addition

Begin at the top of each column and add down. Compare the total obtained in the register dials with the
total at the foot of the column. For practice, add each column at least five times. Do not attempt to go too

fast at first; practice rhythmic operation. Speed will come with a little practice.

1. 2. 3. 4. S. 6. 7.
11 12 11 22 23 11 21
12 23 12 23 33 21 32
22 34 22 33 34 22 43
23 45 12 23 44 32 54
33 55 22 44 45 33 55
34 44 23 34 55 43 44
44 33 33 55 44 44 33
45 22 23 45 33 54 22
35 11 44 50 22 55 11
279 279 202 329 333 315 315
8. 9. 10. 11. 12 13. 14
11 22 32 12 55 22 22
21 32 33 13 45 23 32
22 33 43 23 54 24 42
21 32 44 24 44 s 32
22 44 54 34 34 43 34
32 43 55 35 43 54 35
33 55 44 34 23 35 54
32 54 33 33 43 45 53
44 50 22 43 a2 54 45
238 365 360 251 373 323 349
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Controlled-Key

Success, as measured by a Comptometer
operator, requires an unfailing degree of accu-
racy and maximum operating speed. To insure
operating accuracy, the Comptometer is equipped
with an operating safety device known as the
Controlled-Key mechanism. The Controlled-Key
mechanism prevents operating errors caused by
fumbled or incomplete key strokes.
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13 42 34 12 55 33 41 50 11 13 42 13 55 55
15 15 14 10 14 11 11 10 15 55 >3 14 22 22
20 30 25 15 33 10 22 43 18 11 55 31 14 10

gotb - 258 A3 a4y 211 VAV AG) T A35 203 T AW 220" 236 . 187

15. 16. - 17. 18. 19. 20. 21. 22. 23. 24. 25. 26. 27. 28.

12 34 33 12 45 12 34 23 11 54 23 33 13 24
23 44 32 23 54 23 54 32 12 55 21 45 35 42
34 45 23 34 34 33 44 21 21 45 12 55 55 a5
45 55 34 45 45 32 34 11 22 43 32 54 53 53
55 54 44 54 23 21 32 12 23 23 34 45 31 13
54 +4 43 43 32 11 12 23 21 32 45 43 11 31
45 43 33 32 22 12 11 22 11 23 44 29 12 33
44 33 32 21 23 21 23 22 22 21 43 22 22 33
43 34 23 12 45 14 32 34 23 23 34 21 33 45
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