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PREFACE.

Anyone familiar with the meaning of common
arithmetical terms can quickly understand the methods
of performing on the Comptometer any of the classes
of examples explained herein. It is not difficult to
learn the methods, but to acquire the skill of the fingers
is quite as necessary and requires considerable practice.
The Comptometer is not a hand organ or grind stone.
Being a key-operated instrument, like the typewriter,
practice is necessary to become a rapid operator.

Addition requires more practice than anything
else. Multiplication requires comparatively little prac-
tice, but in multiplication care must be taken to follow
the methods laid down in this book, because there are
other methods which one is very liable to fall into which
are not nearly so rapid. Division is more difficult to
learn, but easy to remember, and though it requires
more practice than multiplication, it does not require
nearly as much as does addition.

Any accountant will find it advantageous to be a
good Comptometer operator, which he can do by using
it twenty minutes a day for sixty or eighty days on his
regular work. The more practice per day the better,
but some practice every day for several wecks is essen-
tial to speed and accuracy. Both come with practice.

Overlooking the fact that it takes practice to do any-
thing well which is worth doing, some assume that they
are operators before they can “operate” a little bit.

One feature of the Comptometer which distin-
guishes it from all other calculating instruments is its
capacity to receive the work as fast as. the most expert
operator can touch the keys. Owing to the light touch,
an operator can maintain a high speed without fatigue.



No error results if two or more keys are depressed at
once. The hand remains uninterruptedly on the key-
board. There is nothing to do but touch the keys. The
speed is not limited by a governor. For these reasons,
the speed at which work can be turned out on it is only
limited by the skill of the operator. A beginner whose
speed is within the capacity of other machines may not
realize their limitations, but after he 'has reached the
limit on any other machine he can quickly double his
speed by the use of a Comptometer.

The degree of accuracy which regular use of the
Comptometer gives is well illustrated by the experience
of a large department store in which the daily auditing
room footings done by mental process did not balance
with the cash in the case of ten to fifteen out of twenty-
eight departments each day owing to errors in footing,
and therefore had to be checked over and corrected
each day. '

A few months after the introduction of the Compto-
meter into this auditing room there was seldom a single
dayv in a month when the footing in the auditing de-
partment did not at the first time over, balance with the
cash for every one of the twenty-eight departments.
The use of the Comptometer reduced the errors in foot-
ing, and consequently the labor of checking up, to
practically nothing, while reducing the time required
for originally doing the work one-half.

Some not only do not practice long enough, but fail
to obtain a correct understanding of the methods for
operating, and therefore jump to the conclusion that it
is not adapted to their particular work, when there are
hundreds using it on precisely the same work at a large
saving of time and trouble. 'We will be glad to write
spec1al instructions for any one who will send us a
sample example in their principal work. This book is
not intended to give the short cuts on the Comptometer,
which can be employed on almost every kind of special
work.




Directions for Oiling.

Tf used only once or twice a week, oil about once in
three months. If used regularly ecight hours a day by a
rapid operator, oil once a week.

The printed - instructions must all be followed in con-
nection with the illustration.

First take off the face plate, by loosening the five screws
in front of the No. 1 keys and taking out the two screws
just below the register. Then pull the face plate toward you.

The places to oil are indicated by arrows on the cut
on opposite page, each numbered to correspond with follow-
ing paragraphs:

1. Oil around the key stems.

2. Set the machine on a level desk and put six drops
of oil in each one of the four holes ncar the row of 9 keys
and in one hole near the 6 key.

3. Put a drop of oil on each frame plate main piece
o3or where 1t passes between each pair of accumulator
wheels 061; also where it passes between 077.

4. Put a drop on the inner end of each back stop or7r
where it rests on the top of each accumulator wheel just
at the right of the figures.

5. Put a drop on each carrying spring 0203 which can
be seen down under the carrying guards, coiled around the
carrying gear shaft.

6. Put two drops of oil on the left side of cach back
stop near where it is pivoted on its shaft.

7. Operate the 5 key and you will see on the first carry=
ing gear 0130, a steel guard alternately come around into
view and pass out of sight. This is the carrying guard
0135. Cancel and add 5 and 5 on cach column where
a carrying guard is in full view. Cancel once more and
add 99,000,009. The carrying guards will now be out of
sight except for one end of each. Put one drop of oil on
the visible end of each carrying guard.

8. With the canceling crank set up 222222223 on the
register and put a drop of oil in the notch of each can-
celing gear hub 0361.

I\"'.
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Directions for Oiling.

DIRECTIONS FOR OILING MACHINES
Which Have Oiler Tubes in the Front

If used only once or twice a week, oil about once in three
months. If used regularly ecight hours a day by ‘a rapid
operator, oil once each week.

1. Putea very little oil on the side of each key stem.

2. Set the machine on a level desk and put three drops
of oil in each one of the 11 holes near the row of 9 keys and
in one hole near the 6 key.

3. Set up 8's on the register and then put three drops of
oil in cach of the 9 oil holes under the row of 1 keys.

4. Put three drops of oil in each of the 18 oil holes just
under where the answer shows.

Do not expect a machine to last if you do not attend
to the oiling.

the visible end of each carrying guard.

8. With the canceling crank set up 222222223 on the
register and put a drop of oil in the notch of each can-
celing gear hub 0361.




Oil around the Keystems.

METHODS OF USING THE DUPLEX
COMPTOMETER.

Do not attempt complicated examples, such as interest,
exchange, square root, etc., until thoroughly familiar with
handling the keys in the operations of addition, multiplication,
subtraction, and division.

Always depress each key clear down with a full, light,
quick stroke in both directions.

To Set the Machineat Naught, Give the lever on the
right of the machine a full back and forward stroke.

The keys can be operated only when the canceling lever is
nearest the operator.

Explanation of the Keyboard. It will be observed that
there are two figures on each key, a large one and a small one.
The large figures indicate the keys to be struck in addition
and multiplication, and the small figures, those to be struck in
division and subtraction.

The large figures on the keys indicate their power to add
and will hereafter be called the “digits.” The small figures on
the keys are used only in operations of a negative character,
like Subtraction, Division, Square Root, etc., and will be called
the “Co-digits.”

The small figure on each key is the Co-digit of the large
one on the same key, i. e., that figure which added to the large
one will equal 9.



In the following rules and explanations thosc keys run-
ning in a line up and down are called a column, and those
running in a line from left to right are callad a row. Thus
all the keys which bear the digit 4 stand in a row and are
called the row of 4s.

In explaining the key-board for addition and multiplica-
tion, the keys are called by the digits on their tops. Beginning
at the right of the machine, the first column running from 1 to
9 represents units; the second column, tens; the third, hun-
dreds; the fourth, thousands, etc. Thus the 7 key in the fifth
column indicates 70,000, and the 3 key in the second column
indicates 30; therefore, to strike 467 on the machine, depress
the 4 key in the third column, the 6 key in the second column,
and the 7 key in the first or units column; 467 will then be
indicated on the register of the machine. This number being
left on the register and some other being struck, as, for
example, 3261, the register will show the sum of the two
numbers; in this case, 3728.

ADDITION.

Many users of the Comptometer, after several months’
practice, become so familiar with the key-board that they do
not look at the keys at all when adding.  Therefore we make
the tops of every other row of keys concave so that one can in-
stantly tell by the feeling which row he is striking. All the
keys standing for odd numbers have concave tops, and all
standing for even numbers have flat tops. It requires consid-
erable practice to acquire sufficient skill to enable one to use
the Comptometer rapidly and accurately on addition. It is
not to know how, but it is to acquire skill of the fingers, which
requires practice. In this respect it is precisely like the type-
writer.

It is possible to begin by not looking at the keys at all,
and this is the best method for acquiring accuracy and a high
degree of speed in a comparatively short time, but under the
conditions of ordinary office work one can not always spare
the time at first for such practice, but must look at the keys so
as to get out his work while learning.

It requires more practice to perform addition rapidly than
it does to do any other class of examples. Doing actual work

2

POSITION OF HANDS FOR ADDITION.

Always begin at the top of the column and add
downward, keeping the index finger of the left hand
where it points to the next item to be added.



is the only practice that makes a good operator. But as addi-
tion constitutes the bulk of mathematical work, the Compto-
meter is used for addition more than for anything else. Do
not imagine that you can estimate what you will be able to do
after more practice, when you have only practiced ten days,
for at that time you will just be beginning to learn how to use
the machine, although ‘you may think yourself quite an
operator.

To perform addition, it is necessary merely to strike each
number on the machine and the total will be indicated on
the register.

It is not necessary to strike the figures in regular order,
but for convenience and speed it is better to strike the small
figures in each number before striking the larger ones. Thus:
In striking the number 263, first, with the first and third
fingers, strike 2 in the third column and 3 in the first column,
either singly or both at once together; then with the second
finger, strike 6 in the second column. The movement of the
hand back and forth over the key-board several times is thus
avoided, and the keys next to be struck are always exposed to
view.

A beginner should start touching the keys one at a time,
except perhaps where two figures are close together, like the
22 in 722, or the 4 and 5 in 475, or 333 in 3337, always
being sure to put all the keys clear down. Later he will
unconsciously grow into the habit of depressing several keys at
a stroke. To the beginner the greatest advantage in the duplex
feature of the Comptometer is the entire freedom from danger
of making errors by depressing one key before another has
been entirely released.

Always begin with the figures at the top of the paper and
add downward. Point to the place on the paper with the index
finger of the left hand. Take three columns at a time, using
the first finger for the hundreds column, the second for the
tens, the third for the units column.

Do this every time, so that each finger has one column
to attend to, and there is no movement of the hand from left
to right and from right to left. When the three columns are
added, move the hand over on the keys and take the next three
columns. Some prefer to use four fingers and carry four col-
umns at a time. If one finds the little finger handy it is well to
do so. Others prefer to carry all the columns at once, and it is
always best to do so when adding scattered items, or directly
from checks, or when adding cross footings.

MULTIPLICATION.

In multiplication the first thing is to acquire the habit of
rapidly giving the keys the proper stroke a number of times
in succession. Therefore practice for fifteen minutes the fol-

ing finger exercises:
lo““P%race %he second finger of the right hand on the 7 key and
strike four times; move to the 70 key and strike it four
times, and continue clear across the machine, striking each 7
key four times. Let the finger raise quickly off the key one-
half inch each stroke, not much more or less. Strike thfem
just as rapidly as possible, always giving a full stroke. After
practicing on the 7 keys for a few minutes, take the 5 keys,
then the 9 keys, then the 2 keys. Then begin on the 7 keys
again and strike the first one six times, the next four times,
the next one six times, the next one four times, and so
on across the row. Do this on some of the other rows.

Then practice on 77, using one finger (the index finger)
of each hand, and depressing both at once in rapid succession
six times, moving one column to the {eft after each six strokes,
then practice on 67, 98, 72, 84, 69, and 23, the same way.

Then practice, with two fingers of the right hand, on 77,
68, 22, 45, 89 and 5035, putting both keys down g,:m.ul-
taneously in rapid succession five times in each column, taking
care to depress each one clear down.

It is always better to use two fingers of one hand rather
than one finger of each hand zthn handling two keys at once,
providing the keys are conveniently located for handling both
at once, because it leaves the other hand free to point the
work. :

Then_ practice on 66, 65, 302, 76 and 505, with two
fingers of the left hand, striking both together five times in
cach column, $

Then practice onh3267, using two fingers of each hand

nd striking all together.
% Then pgractice on 3627, using two fingers of the left hand
for the 3020 and the ﬁngers of the right hand for 60‘71,
striking all together in rapid succession four times on each
column, working from the right clear across the machine.

In Multiplying keep the eyes on the paper and not on
the machine. By keeping the eyes on the paper the accu-
racy and rapidity of the work will be increased 100 per
cent. It is advisable to glance at the keys each time when one
starts on a new row, but not when moving from one key to
another in the same row.

5



2053 x 8.

MULTIPLICATION.

AVA U A L AL AJAN O L A\J AN,

Its simplicity as done on the Comptometer
illustrated by rules and diagrams.

Copyright 1894, by Felt & Tarrant Mfg. Co.

Rule for a One-Place Multiplier.

Begin at the right of the row of keys indicated by the
figure of the multiplier, and strike each successive key in the
same row towards the left as many times as indicated by the
corresponding figure in the multiplicand.

Explénation of Diagram.

See black lines descending from arrow on cut. Fach line
represents a stroke on the key in performing the following
example: Example—2053X8. 8 being the figure of the
multiplier, begin on the first key of the row of 8s and strike the
first one three times, the second one five times, the third one
being o, skip it, and strike the fourth one two times—that is,
strike each key in succession the number of times indicated by
the corresponding figure of the multiplicand (2053), when
the )answer, 16,424, 1s shown on the register in front. (Sce
cut.

Observe that in multiplying the finger only moves from
one key to its next neighbor, therefore, keep the eyes on the
paper, not on the keys.

Note.—Study the finger exercises on page 5 and posi-
tion of hands on page 8.














































































