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Suggestions to the Student

The constantly increasing use of machines in the modern busi-
ness office has made it necessary for commercial students to acquire
the ability to operate the more common office machines.

Because of this condition, the school has provided this machine
for your use. Learn it as well as you can, for by doing so, you
are increasing your earning capacity.

This booklet is designed to teach you how to operate the
Comptometer. It teaches only such operations on the machine as
every office worker should know. The special processes used in
certain offices can be quickly learned if you understand the funda-
mentals taught in this course. Enough examples have been given
to illustrate the various processes taught. If you require more
problems, your instructor will furnish them for you.



v Suggestions to the Student

The work in this booklet has been arranged so that you may
proceed as rapidly as you are able. Your chances of securing a
position are increased by the extent of your knowledge of office
machines. Therefore, work persistently and use your time to the
greatest possible advantage.

To understand the pages that follow, it is necessary for you to
read every word of the instructions very carefully. Before starting
to work any job, read all the instructions given for it. After you
have read the instructions through, begin to work the job. In
working the job, be sure that you follow directions exactly. Per-
form each step in the order in which it is suggested in the instruc-
tion sheet. If you follow this plan, you will have very little
difficulty in learning to operate the machine.

Work by yourself as much as possible. This will help you to
develop the trait of self-reliance, which, in turn, will make you
more valuable as an office worker. If you have difficulty, seek
the aid of your instructor, but do not ask for his assistance until
you have read the instructions over at least three times and tried
to work out the problem for yourself.

As you work each problem, prove it. The method of proving
the problems is usually explained in the job sheet. Do not skip
this. If you would develop a habit of accuracy and become a
valuable office worker, you must learn how to prove your answers.
-Develop the habit of proving your work,

THE COMPTOMETER

Job 1

GENERAL INFORMATION

The Comptometer belongs to that class of machines
called “key driven.” This means that, in order to set a
number in the machine, it is only necessary to depress the
key that represents that number.

The Comptometer is operated by the touch method, and
a high degree of speed can be acquired with diligent
practice. Proficient Comptometer operators earn sub-
stantial salaries. In this course you will be taught the
fundamentals of the machine, and after that, if you wish
to acquire speed, extra practice will be necessary.

Parts of the Machine. As each part of the machine is
described, try to locate it on the machine. Illustration 1
(page 2) will help you.

The keyboard of the machine is arranged in eight or more
columns of nine keys, which are grouped in alternate
green-and-white or black-and-white sections. A small
figure and a large figure appear on each key top. The
large figures are used for addition and multiplication and
the small figures for subtraction and division.

The dials that show the result of a calculation are at the
bottom of the machine. These dials are sometimes called
the register.

Just above each dial is a decimal pointer. At the right-
hand side of the machine, at the back, is a single red key.

This is the correction key and is used to correct errors
1



2 The Comptometer

caused by not depressing the keys all the way down when
using them. Beuh

The lever on the right-hand side of the machine is the
canceling lever, and is used to clear the machine.

CORRECTION KEY

CANCELLING LEVER

SUBTRACTION CUT-OFF
DECIMAL POINTER
REGISTER DIALS

ILLUSTRATION 1. PARTS OF THE MACHINE

Position. To attain the best results, the Comptometer
should be set at an angle, so that the left-hand side of the
machine is in a direct line with the center of the body. The
work to be performed should be placed on the desk or
table to the left of the machine. The operator should
always hold a pencil between the thumb and the palm of
the right hand. The pencil is then in a position to record
the answer as soon as the calculation has been completed.
Holding the pencil in this manner also steadies the hand as
it glides across the keys.

The Comptometer 3

The keys should always be pressed down as far as they
will go. When the keys are pressed all the way down, the
key stroke is said to be complete. If you make a partial
or incomplete key stroke, the keyboard will lock. The
method of releasing the keyboard will be explained later.

Always work from above the machine. The machine
should be placed low enough to permit the operator to
hold his fingers in a vertical position when he needs to do so.

Job 2

ADDITION—ONE COLUMN

Addition is performed by depressing the keys that
represent the figures to be added. The large figures on the
key tops are used in addition.

There are two methods of operation. The first of these
is called the ‘full-keyboard” method, because the entire
keyboard—all the keys from 1 to 9—is used. This
method should be used only when a limited amount of
adding is to be done by an untrained operator, and for
this reason no instruction in this method is given here.

If the quantity of adding is large, the operator should
learn the touch method, in which the operator works
without looking at the keys. :

To assist you in operating the machine by touch rather
than by sight, the tops of the keys have been made in two
shapes. The keys of the odd numbers, 1, 3, 5, 7, 9, are
concave (hollow). The keys of the even numbers, 2, 4, 6, 8,
are flat. Feel both kinds of keys and see if you can tell
the difference.

At first, you will find that it will help you to locate the
keys if you will place a piece of paper or a blotter between
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the row of 5’s and the row of 6’s. This will shut off the
top of the keyboard. After you have learned the keyboard,
however, you should not use this device.

Below are a number of problems. To solve them, pro-
ceed according to the directions given below:

1. Hold the pencil between the thumb and palm of the
right hand.

2. Depress each number given in the extreme right-hand
column of the keyboard. Try to find the keys without
looking at them. This may seem difficult at first, but with
practice you will soon acquire this ability.

3. When you have finished adding each problem, the
total will appear in the dials in the front of the keyboard.
These dials when taken together are called the register.
Copy on a piece of paper the answer that appears on the
register. Keep the answer to all problems on this piece of
paper.

4. After each calculation it will be necessary to clear the
register. The machine is cleared by use of the canceling
" lever, which is on the right-hand side of the machine. On
some models it is necessary to push the canceling lever
backward and then forward. On other models it is only
necessary to pull the lever forward. In any case, be certain
to return the lever to its regular position.

When you have finished canceling, the register will show
only zeros. ‘

5. Prove your work. Get the habit of proving all work
that you do. This insures accuracy and makes you more
valuable to your employer. To prove the answer of an
addition problem, reverse the direction of adding. If you
add from bottom to top first, prove the problem by adding
from top to bottom.

The Comptometer 5

6. Add these problems in the extreme right-hand column
on the keyboard. This is called the “units” column. In
the units column, the figures are depressed with the second
finger (the longest) of the right hand.

7. If the keyboard locks while you are adding these
columns, clear the register and begin again.

1 2 3 4 5 6 7f 8 9. 10
i 1 1 il 1 3 2 2 3 3
2 2 2 2 2 3 3 2 4 2
2 1 3 2 1 2 4 3 4 5
1 2 3 3 3 2 3 4 3 3
1 1 2 il 1 il 3 4 3 2
2 2 3 2 3 1 4 3 3 1

It is not enough merely to add the problems given above
once. You should add them over and over again until
you acquire the ability to find the keys accurately and
rapidly. It is suggested that each day, before beginning
your regular work on the machine, you practice some ad-
dition problems. Speed is also most important. It car
be acquired with practice.

Job 3
ADDITION—TWO COLUMNS

In adding two columns of figures on the Comptometer
it is necessary to use two fingers. Use the first and second
fingers of the right hand in order to solve the following
problems.

1. Use the long, or second, finger of the right hand on
the units column, which is the extreme right-hand column,
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and the first, or index, finger on the tens column, which is
next to the units column.

2. Hold the pencil between the thumb and the palm of
the hand. (See Tllustration 2.)

ILLUSTRATION 2

3. Locate the keys without looking at the keyboard.
Remember that speed depends upon your ability to use
the touch method.

4. After each problem, copy the answer from the register
and then prove it. To prove an addition problem, add the
figures in the opposite direction.

5. If the keys lock while you are adding these problems,

clear the machine and begin again. Correction rules will
be studied later. s

The Comptometer
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1 2 3 4 5 6 7 8 9 10

11 11 31 21 11 23 12 12 33 - 33
12 22 22 32 12 33 23 22 34 44
22 11 23 22 21 32 34 33 44 45
(Ll 12 33 23 23 22 33 34 43 55
21 21 22 11 31 11 43 44 33 54
12 22 23 21 23 21 34 23 43 45

Job 4

ADDITION—NUMBERS ABOVE 5

Thus far, you have had no problems containing numbers
above 5. Such numbers were left out because, in the
touch method of addition on the Comptometer, numbers
above 5 are formed by combining two lower numbers.
For instance, to add 6, depress the 3-key twice; to add 7,
depress the 3-key and then the 4-key; to add 8, depress
the 4-key twice; to add 9, depress the 4-key and then the
5-key.

When using two keys to form a number, always depress
the smaller number first. For instance, 7 is formed by
depressing first 3 and then 4. In the problems that follow,
there are many figures above 5. Pay particular attention
as to the method of forming these figures. Remember

1 2 3 4 5 6 7 8 9 10

13 84 75 55 73 95 37 78 17 28
36 48 52 48 78 94 84 87 27 39
36 83 51 88 43 29 38 98 37 63
66 66 46 38 46 33 86 89 73 62
64 72 85 36 49 39 65 91 47 57
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that you are trying to acquire speed and accuracy. This
can be obtained only by diligent practice. In solving these
problems, follow the directions given in the preceding jobs.

Job 5

ADDITION—THREE COLUMNS

When adding three columns on the Comptometer, it is
necessary to use only two fingers, the first and the second
fingers of the right hand. Use the first finger of the right
hand for the two left-hand columns and the second finger
for the right-hand, or units, column. In solving the prob-
lems given below, proceed as follows:

1. Hold the pencil between the thumb and the palm of
the right hand.

2. Use the first finger of the right hand to add the two
left-hand columns and the second finger of the right hand
to add the units column. For instance, in the first number
in problem 1, depress the 2 and the 6 with the first finger

“and the 4 with the second finger of the right hand.

1 2 3 4 5 6 7 8 9 10

264 524 314 217 321 378 767 989 976 299
321 213 213 714 472 874 877 788 679 369
425 471 512 326 746 643 788 898 421 142
153 434 413 671 326 743 848 799 916 317
214 213 324 423 517 377 488 869 639 746
242 512 135 341 774 788 \ 776 921 728 635
521 4256 451 672 367 787 673 191 817 703
132 541 214 326 712 686 576 372 737 839
215 323 332 731 627 674 756 174 818 246
324 422 415 476 427 377 786 286 929 311

The Comptometer 9

3. If you wish to acquire speed on the Comptometer, it
is necessary to develop the ability to find these keys without
looking at your hands. Therefore, try to find the column
without looking at your fingers. It may be slow work at
first, but speed will come much more rapidly later if you
can develop this ability.

4. If the machine locks, clear it and begin again.

Solve the preceding problems and prove each.

Job 6

ADDITION—FOUR COLUMNS

Even if the problems that you are adding consist of
four columns, you nevertheless use only the first and
second fingers of the right hand.

1 2 3 4 5 6 7 8 9 10

2678 1450 1257 2062 47 2726 698 4000 674 134
1485 16 2235 620 2057 1607 2516 57 5176 265
617 95 710 740 45 856 4567 103 137 451
868 141 642 458 650 3013 420 4384 316 5525
13 1336 2462 54 357 2737 254 3030 4762 474
1765 856 1047 2648 3541 132 2175 4405 806 5641
547 15 14 123 67 45 4105 10 5205 513
275 1458 67 215 597 3214 42 175 47 12
86, 234 2002 668 381..235 245 702 202 3275
1265 1040 15 1403 3107 3356 3034 600 43 46
244 100 30 155 786 1268 505 4517 4300 5717
1436 3141 586 86 645 351 75 77 5376 230
846 60 2856 1475 56 3406 4355 135 5444 60
82 715 1045 32 3247 541 66 578 372 500
435 1435 7158 47 45 3591 300 4680 1506 5815
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1. Place the machine in the proper position.

2. Hold the pencil between the thumb and the palm of
the right hand.

3. Use the second, or longest, finger of the right hand to
depress the keys in the extreme right-hand column and
use the first finger of the right hand to depress the keys in
all other columns.

Solve the preceding problems and prove each.

Job 7
ADDITION—FIVE COLUMNS

There are two methods by which you may work when
adding five columns or more.

If the figures you are adding are arranged in columns,

1 2 3 4
426784 62 47869 8974
- 6731624 87184 7136 6
86790 62 42618 231
3216 283216 7326 56782
647861 142689 426 83642
28645 776 6 126

5 6 7 8
42 4831576 487624 7836
89763 78133 6317 412
214 374829 62371 38
78423 3354 864 6126
6217 18120 1236 18743
18962 5893 324872 546826

The Comptometer 11

it is easier to ‘“‘split”’ the addition. ‘‘Splitting”’ the addition
means dividing it into parts. Each part is then added
separately. The numbers of any column of figures should
be “split” in the most convenient manner.

1. In the first problem below add the three right-hand
columns but do not clear the machine.

2. Add the remaining four columns. To do this, shift
the hand to the left so that the second finger of the right
hand is on the fourth column from the right. Use this
finger to add the fourth column, but use the first finger to
add the other three columns.

Solve the preceding problems and prove each.

Dollars and Cents. The procedure of splitting numbers
is practically the same when these numbers consist of
dollars and cents, except that the numbers are split between
the cents and the dollars columns. For instance, in the
first problem below proceed as follows:

1. Hold the pencil in the proper position.

2. Clear the machine.

3. Just above each dial is a small arrow. These arrows
are called ““decimal pointers.” (See Illustration 1, page 2.)
They are used to show where the decimal point should
come in the answer. By means of these markers, the
operator is able to read the answer correctly. As you are
now working with dollars and cents, it is necessary to show
the decimal point in the answer, so turn toward you the
marker between the second and third dials from the right,
like this:

- 00000000'00.

Turn the other decimal markers to the right so that they
will be-out of the way. In the answer, all figures to the

































































































































