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PREFACE

Any one 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 grindstone. Being a
key-operated instrument, like the typewriter, practice is necessary
to become a rapid operator.

Addition requires more practice than anything else. Multi-
plication requires comparatively little practice, but in multiplica-
tion 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 diffi-
cult 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 Comp-
tometer operator, which he can do by using it twenty minutes a
day for sixty or eighty days on his regular work. The more prac-
tice per day the better, but some practice every day for several
weeks is essential to speed. Speed comes with practice.

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

One feature of the Comptometer which distinguishes it from
all other calculating instruments is its capacity to reccive 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
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once. The hand remains uninterruptedly ‘on the keyboard.
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 Comptometer
into this auditing room there was seldom a single day in a month
when the footing in the auditing department 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 footing, 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 there-
fore jump to the conclusion that it is not adapted to their particular
worlk, 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
special 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.
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The Comptometer on the Bookkeeper’s Desk




OILING INSTRUCTIONS

Unless a Comptometer is oiled regu-
larly, one can not expect to get the best
service out of it. The degree of wear is
progressively greater the longer the ma-
chine is used unoiled.

It is to your own interest to see that
your Comptometer is oiled regularly and
with proper oil which will not gum.
Much of the oil sold is utterly unfit be-
cause it contains traces of acids or sub-
stances which gum machinery of this
kind, making it necessary to send the
machine to the factory to have the gum
boiled out. This is expensive. Where
desired, we supply a pure, non-gumming
oil. It is immaterial to us where you get
your oil, so long as you get pure, non-
gumming oil and oil the machine regularly.

To those who wish it, we supply a two-
ounce bottle of absolutely pure, non-gum-
ming and tested oil, made especially for
the Comptometer. It comes carefully
packed in mailing cases, containing one
bottle each, or you can secure it by
applying to any of our solicitors. The
price is 3b cents a bottle, postage paid.

No machine can be expected to wear well if it is not
regularly and properly oiled
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DIRECTIONS FOR OILING THE
CONTROLLED-KEY CLEAR-SIGNAL COMPTOMETER

MODEL H

Copyright, November, 1919, by Felt & Tarrant Mfg. Co.

If the machine is used only once or twice a week, oil once
every three months. If used regularly eight hours a day by a
rapid operator, oil each Monday morning.

1. Set the machine with the back end toward you. Put
one drop of oil on the back of each 9-key stem close up under the
celluloid top. Do the same with each 8-key while holding down
the 9-key in same column. Then each 7-key while holding down
the 8-key in the same column. And so on with all keys.

2. Set the machine on a level desk and put three drops of
oil in each oil hole back of the 9-keys.

3. Clear machine; strike 8-key in the units column. Put
eight or ten drops of oil in the oil hole under the 1-key in that
column: also in the oil hole in the face-plate between the units and
tens columns below where the answer shows, after pressing back
the spring that closes the oil hole. Operate the 9-key twenty or
thirty times.

Clear machine. Set up 8 on the register in the tens column.
Put eight or ten drops of oil in the hole under the 1-key in the tens
column; then in the oil hole in the face-plate between the tens and
hundreds column. Operate the 90-key twenty or thirty times.
Repeat for each column.

4. Pull forward the zero crank and put three drops of oil in
each hole on the right side of key plate near the front and work
zero crank back and forth. Then with crank in normal or rearward
position put another drop of oil in the rear one of the two holes.
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CONTROLLED-KEY CLEAR-SIGNAL
COMPTOMETER

MODEL H
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SPECIAL DIRECTIONS FOR OPERATING MODEL H
CONTROLLED-KEY DUPLEX COMPTOMETER

The Model H Comptometer embodies the best features of all
previous models, to which have been added important improve-
ments.

It has the duplex key-action, which permits the operating of
two or more keys in separate columns at the same time, in unison
or otherwise.

It has the Controlled-key device, which makes it proof against
imperfect operation, whether due to carelessness or inexperience
of the operator. Through the Controlled-key, means are provided
for automatically locking all the other columns until the fault is
corrected, when any key in any column is not completely depressed ;
also means to prevent starting any key down again, after starting
on the up-stroke, until the up-stroke is completed.

In the Model H, if a key is not given its full downward stroke,
the keys in all the other columns are immediately locked and the
numeral wheel in the column where the error is made shows a
figure in the answer register standing out of alignment in a direc-
tion nearer to the operator. He can tell which key was mis-
operated in that column by looking at the figure of the last item
added in that column.

In case of such a misoperation on addition, if many numbers
have already been added, correct the mistake by depressing clear
down the key only partially depressed. Then depress the Release
Button which stands close to the 9-key. Proceed with the
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addition. Remember to touch the other keys in that item which
remained unoperated before the mistake was made. Beginners,
however, instead of trying to correct such a misoperation on addi-
tion as above explained, should cancel and start all over again,
beginning with the first item to be added.

In case of such a misoperation on multiplication or division, cancel the
machine, giving the canceling lever a complete stroke, thus unlocking the
mechanism and setting everything back to normal.

- If one or more keys are partially depressed at the same time, the error
must be corrected in each misoperated column before the Release Button will

unlock the machine and permit the operator to proceed.

If by accident the operator partially depresses a key in a certain column
where no depression at all should have been made, he can nullify the effect
of that partial depression by holding back the subtraction cut-off between that
column and the next to the left and depress the 9-key in the misoperated
column; then depress the Release Button and, still holding back the sub-
traction cut-off, strike the 1-key in the misoperated column. For example,
if in adding a column you depress the $5.00 key and at the same time, by an
overlapping stroke, partially depress the $50.00 key, all other columns of the
keyboard except the one in which the partial depression occurred will instantly
lock up. Then, to eliminate the result of the partial depression, proceed as
follows: Push back the subtraction cut-off immediately to the left of the
column in which the partial depression occurred, and, while holding it back,
press the $90.00 key, touch the Release Button, then the $10.00 key, and the
machine will stand just as though this misoperation had not been made.

Remember, in adding, if you find a key cannot be depressed, it is either
because you have only partially depressed one or more keys, or else you have
not allowed one or more keys to come all the way up. In such a case the first
thing to do is to lift your hands entirely from the keyboard, and then, if that
key is still locked and you find no figure standing out of alignment in the
answer register, cancel the machine and begin over again. If a figure does

stand out of alignment, correct your misoperation as above explained.

X
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WHEN THE “CONTROLLED-KEY” LOCKS
THE MACHINE

When a Comptometer locks in adding, go back and complete
the stroke on the last key operated.

1. If this key works, touch the red release button and con-
tinue the addition.

2. But if the last key operated is found locked, touch the
release button and add in the key used before the last.

Example of Rule 1.

Intentionally press the 40-key part way down. The .45
5-key is then locked. Go back and complete the stroke on 1.25
the 40-key, touch the release button and your correction is .67
made. Complete the first item by striking the 5, and con- .45

tinue the addition. _

Example of Rule 2.
30
In adding 75 by the combination method, intentionally — {40 }—- 275

press the 30-key part way down. Then give the 40-key a 5 .56
regular stroke. On attempting to strike the 5-key you find 2.80
it locked. .47

To correct, go back to the last key operated (40) and you 3.20

will find it locked.

Following the rule, touch the release button and add in
the key before the last (30).

This completes the correction, and after adding in the 5,
continue with the other items of the column.

NOTE: If the ¢ key before the last ” is in the same column and is larger
than the ¢ last key operated,” cancel and re-add the column.

IN MULTIPLICATION AND DIVISION

When any key locks under the finger it is a positive danger signal of
misoperation. Owing to the speed of the Comptometer, it is simpler and
faster to cancel the machine and go over the problem than to stop and make
the correction. The positive danger-signal prevents an error slipping into the
answer without the knowledge of the operator.
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THE NEW OPERATING FEATURES OF MODEL H
COMPTOMETER

Copyright, November, 1919, by Felt & Tarrant Mfg. Co.

Several new features have been incorporated in the new Model H that
greatly increase the freedom of operation. The most noticeable of these are
represented in the canceling or zeroizing means provided and the increased
snappiness of the keystroke.

The canceling or zero lever has been carefully placed and the stroke so
shortened that the operator may clear the machine without removing the
hand from the keyboard.

Special, visible, audible and sense of touch means have been provided to
signal the operator that the machine is clear, without the usual method of
looking through each of the openings for the cipher.

The cleared condition of the register leaves no figure or cipher centered in
the sight holes; in other words, when in cleared position the zeros or ciphers
of the register are partially eclipsed — only half advanced in the register.
The advantage of this feature is that its variation from the usual registration
serves at a glance as a visible signal to the operator that the machine is clear
without examining each opening or pulling the canceling crank to make sure.

Again the cleared condition of the machine also provides means by which.

the audible signal is given when the operator makes the first keystroke. The
signal consists of the ringing of a small bell, notifying the operator that the
machine was cleared. This feature will be recognized by all operators as a
great advantage. The sound of the bell is especially designed to be low so as
not to become a nuisance to others in the room.

Another signal which serves to assure the operator that the machine was
cleared is the fact that the first keystroke after clearing is noticeably harder
than normal, but not enough to be objectionable. The absence of any one
of these signaling features is proof to the operator before operation has ad-
vanced beyond the first keystroke, that the machine has not been cleared.

In former models the reverse key-action locks were purposely thrown out
of action on account of movement of the parts they co-operated with, but in
the Model H the new form of canceling or clearing the machine allows the
reverse key lock to remain at normal, which is a locked position. The advan-
tage of this will be found in the signal that it offers to the operator that a full
lever stroke has not been made in clearing or canceling, as the keys will all
be locked against depression.
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Clearing the Register of Model H

HOW TO CLEAR THE REGISTER

To cancel or clear the register so that it shows zeros only:
With the second and third fingers of the right hand, pull or flip
towards you, as far as it will go, the lever on the right side of the
machine. After the lever stroke is completed, let the fingers slip
off the handle so it will fly back.

Clear-Register Signals

When the machine is canceled you will note that:

1st. Only tops of ciphers show in the answer holes of the
register.

2nd. First key struck gives added resistance.
3rd. Bell rings on depression of first key.

These signals apply regardless of whether the failure to cancel
is due to neglect or misoperation.
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auuliuivlidl 1ouucarivul vial uide 1egisucl was calcelicu. leIt on tne register and some oulner being Siruck, as, Ior example, 5401, tne
register will show the sum of the two numbers; in this case, 3728.
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