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Inserting Paper

To insert paper hold it evenly, well down between the Paper
Rest (No. 5) and Cylinder (No. 6) with left hand, and turn the
Cylinder Knob (No. 14) from you with right hand.

Paper Clamps

The Paper Clamps (Nos. 4, 15) may be moved to any position
on the cylinder either right or left to accommodate any size paper
within the capacity of the machine. When paper clamps are ser,
Marginal Stops (Nos. 22, 25) should be sct also to fix the length
of writing line within the space indicated by paper clamps. When
carbon paper is used the paper clamps should be pulled away from
cylinder before moving them to prevent marring the carbon copy.

Paper Release Lever

Should the paper be inserted unevenly, the Paper Release Lever
(No. 12) may be raised with index finger of right hand. This
relieves pressure on the paper so that it may be easily straight-
ened, Note that the Writing Line Scale (No. 7) is two spaces
above the Main Scale (No. 103, which extends the full length of
cvlinder. The writing line should be adjusted by the main scale,
then moved forward two spaces.

Marginal Stops

The Marginal Stops (Nos. 22, 25) are on a Rack (No. 23) back
of the paper rest. This rack is notched to correspond with the
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main front scale. The right hand Stop (No. 22), as you face the
machine, fixes the margin at end of line and rings the bell. The
bell rings six spaces before machine locks regardless of length
of line, thus indicating that end of writing line is near. The left
hand stop fixes the margin at the beginning of the line.

Marginal Stop Release Lever

To write in the margin at left or right of paper, without
changing position of marginal stops, push the Release Lever
(No. 11).

Writing Line

The writing line is just above the Writing Line Scale (No. 7),

two spaces above the Main Scale (No. 10).

Writing Point
The writing point is the space back of notch in Type Guide
(No. 8) and directly in center of the guide. The position is easily
reached by depressing the carriage release lever and moving the
carriage to writing point. The scale will be seen directly in the
center of the guide.

Line Space Adjusting Lever

When the Line Space Adjusting Lever (No. 1) is pushed down
to its lowest position the machine is set to write automatically
double space. If it is desired to write single space, raise this lever
to the top.

Variable Line Space Lever

The Variable Line Space Lever (No. 26) makes it possible to
write at any position on the paper from top to bottom. This is
convenient for filling in blanks or writing on ruled paper. To
adjust the machine for variable line spacing, raise this Lever (No.
26).

Paper Bale

The Paper Bale (No. 3) will be found very useful in holding
druggists’ labels, small cards and various widcths of paper. The
two rolls on the Bale can be moved at will.
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Space Bar

When one word is finished, before writing the next, press the
Space Bar (No. 27). By pressing this bar, a space is made berween
words without operating the keys.

Line Space Lever

To return the carriage to begin a new line, place the index finger
of left hand in curve of Line Space Lever (No. 2), and push
carriage to the right.

Carriage Release Lever

To move the carriage in either direction without writing or
changing the line space, depress Carriage Release Lever (No.13)
with index finger of right hand.

Shift Keys

The Underwood Four Bank Portable is a single shift machine,
and has two characters to each key. To secure capitals, depress
Shift Key (No. 28) at right or left of keyboard and strike the
desired character while Shift Key is down. This Shift Key gives
all of the upper case characrers. Release Shift Key as soon as
upper case impressions have been made.

Shift Key Lock

When several capitals are required depress Capital Shift
(No. 28) and push down Shift Key Lock (No. 30). This will
hold the carriage in position for writing all capirals.

Shift Key Lock Release
To release the Shift Key Lock (No. 30) strike shift key in use.

Back-Space Key

To back space, in event of striking a key too lightly, or for any
other reason, depress Back-Space Key (No. 21).
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Ribbon

The best results will be secured by using Ellwood Ribbons pur-
chased from Underwood Typewriter Company. These special
ribbons are on sale at all Underwood Sales Offices.

Ribbon Reverse

To reverse the ribbon move Lever (No. 19) from one side to
the other. When at right side the ribbon feeds on Left Spool
(No. 32), and vice versa.

Bichrome Ribbon Lever

The Bichrome Ribbon Lever (No. 20) makes it possible to use
aribbon with two colors by shifting this lever from onesideto the
other. When the lever is at extreme left Cunder blue) the upper
part of ribbon is used; when moved to the right (under red)
the lower part of ribbon is used.

Stencil Cutting

For stzncil cutting the Bichrome Ribbon Lever (No. 20) is
moved to center (under white), which renders the Ribbon Guide
(No. 9) inoperative.

Changing Ribbons

Wind the ribbon all on one Spool (No. 16 or No. 32), then re-
waove knurled thumb screws and life both spools from Ribbon
Cups (Nos. 18, 31). Note Carerviry before taking ribbon off
how it is threaded through the Slots (No. 17) in ribbon cups,
also in Ribbon Guide (No. 9) at the cylinder, and replace ribbon
in like manner. Artach end of new ribbon to emprty spool, and
wind it around until the eyelet (in all Ellwood ribbons) reaches
hub of the spool. Insert spools in cups as before, with eyelet
inside the cup, being careful not to twisc the ribbon.

Make Sure that ribbon feeds around front of both spools.
It is necessary to have the ribbon well down in the cup, with pin
at side of ribbon shaft in hole in ribbon spool.

L8k



Undevrwood Standard Portable Typewriter

Corrections

When it is necessary to make a correction or an erasure the paper
should be rolled forward so that erasuré can be made on top
of Cylinder (No. 6). After erasure is made, return paper to
writing line with the writing point immediately behind notch of
Type Guide (No. 8) and make correction.

Care

The machine should be kept clean at all times, in fact, it should
be thoroughly wiped off each day with a soft cloth, the Carriage
Race-way (No. 24), on which the carriage rides, should be kept
free from dust. The machine requires very little oil. No part of
the machine should be oiled to such an extent that it will cause
an accumulation of dust. The typist should study the machine
and understand it, but the screws should not be loosened or any
adjustments changed. Do not permit those who are inexperienced
to use the machine.

o

Replacing Cover

In order to put cover on machine, first, raise the small Carriage
Lock (No. 29) at left side of carriage rail, then depress carriage
release until carriage stops, when it will be locked. Place cover |
over machine with back resting level with baseboard, holding |
the front at such an angle as will avoid contact with machine,
Pull cover forward and downward until the two lugs in back of
cover are brought well under the baseboard. Then close.

Lok
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1. Line Space Adjusting Lever 9. Ribbon Guide

2. Line Space Lever 10. Main Scale j
3. Paper Bale 11. Marginal Stop Release Lever

4. Paper Clamp (left) 12. Paper Release Lever w
5. DPaper Rest 13. Carriage Release Lever

6. Cylinder 14. Cylinder Knob

7. Writing Line Scale 15. Paper Clamp (right)

8. Type Guide 16. Ribbon Spool (right)
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17. 8lot in Ribbon Cup 25. Marginal Stop (line lock)
18. Ribbon Cup (right) 26. Variable Line Space Lever
19, Ribbon-reverse Lever 27. Space Bar

| 20. Bichrome Ribbon Lever 28. Capital Shift Key
21. Back Space Key 29. Carriage Cenrering Lock
22, Marginal Srtop 30. Shift Key Lock
23. Marginal Stop Rack 31. Ribbon Cup (lefr)
24. Carriage Race-way 32. Ribbon Spool (Jeft)
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Touch Typewriting on the
Underwood Portable

The Underwood Four Bank Portable Typewriter may be readily
learned and operated by the Touch Method, By following the in-
structions found on the next few pages any one may acquire a
good start and become an expert touch typist.

POSITION AT THE MACHINE

Sit in an erect position with your chair so adjusted that your
forcarms slope slightly downward from the sccond row of keys
toward the elbows. Place your feet squarely on the floor beneath
your desk. Do not press them against the desk nor allow them to
assume any position in which there may be the least tension or
strain.

DIAGRAM AND GUIDE KEYS
The diagram at the top of the following page shows the second

and third rows of keys. Usetheshaded keys ASDFand ;LK]
as Guide Keys for the left and right hands, respectively.

Exereise 1
Allow the fingers to rest lightly on the Guide Keys. Keep
your eyes on the diagram and write several lines of the following
exercise, going from the outside keys toward the center, thus:
asdfgf ;lkjhj asdfgf ;lkjhj asdfgf ;lkjhj asdfgf ;lkjhj asdfgf
Next write one line of the fingering exercise with three lines of
cach of the following words:

ask fall lass alas flasks

lad asks falls half jags

all lads flask gala flags
Exercise 2

Keep your eyes on the diagram and write several lines of the
following exercise, thus:
awerqfa ;oiupj; awergfa joiupj; awergfa joiupj; awergfa ;oiupj;
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LEF"I‘ HAND HIGHT HAND

©®®® lclolelGle,
®OOOOPOR®OO®

GUIDE KEYS GUIDE HKEYS

Next write one line of the fingering excercise with three lines
of each of the following words:

liked equals orders parked those
skilled  juries quarrels  flights there
jailed afford equipped  yours streets
field worked jokers yolks should
laviels would sidewalk  where this

Exercrse 3
SHIFT KEYS

The fingering should not be changed for capital letters. Hold
down the shifc key on the left side of the keyboard with the
little finger of the lefc hand when you desire to strike a capital
on the right side of the keyboard., Similarly, the shift key on
the righe side of the keyboard should be held down with the
little finger of the right hand for capiral letters on the left side
of the keyboard. Strike the comma and the period with the
third and fourth fingers of the right hand respectively.

Write each of the following sentences ten times or until you
have thoroughly mastered the use of the shift keys:

Keep up your skill through hard work.

It will do you good to work hard.

It is silly that ne could say all gold glitters.

There are dear fclk who wish o do well without our help.
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Exercise 4

Keep your eyes on the diagram and write several lines of the
following exercise, thus:

azxcvf lkmnbj azxevf lkmnbj azxcvf lkmnbj azxcvf lkmnbj

Next write one line of the fingering exercise with three lines
of cach of the following words:

jovial abnormal daybook  journal saving

fabled sixfold formula working waybill

kicked shacks puzzles unquiet notary

general  behalf bewail several mighty

maxilla  zealots equally delves walker
Exercise 5

Write each of the following sentences ten times:

Change of work is good for all.

Habits easily acquired make for accuracy.

An even touch goes with a regular rate.

Rhythm results from writing at a regular rate.

Look at the diagram when learning each new word.
Employ all your spare time in practising.

Skill follows wisely directed efforts.

Every boy and g'rl should own a portable.

See that you pracuse for some time every day.

Make haste slowly; accurate repetition hastess speed.
It’s an ill wind that blows nobody some good.

Tell your friends they should learn to write by touch.
Have patience and acquire good habits in the beginning:

Exercise 6

Keep your eyes on the diagram and write several lines of the
following exercise, thus:

12345 09876 12345 09876 12345 09876 12345 09876 12345
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LEFT HAND RIGHT HAND

Exercise 7
Write each of the following sentences ten times:

Use two hyphens -- never one hyphen with a space on each
side -- for a dash.

Use the asterisk (*) to call attention to a footnote. The frace
tions Y4, 14, and 3{ will require much practice,

The special agent returned Policy 34578 (]J. L. Mason) to
Johnson & Fowler, and requested them to grant a loan of
$500.00 on it, for which his client was willing to pay as
much as 6% per annum. He said the sales of his client’s
book “"Health and Good Cheer” were increasing rapidly
and added that the loan would be temporary.

L1s K
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Tue UNDERWOOD TYPEWRITER COMPANY
GENERAL OFFICES
342 Mapison Avexuve, New York, N. Y.

Branch Offices and Service Stations for the Under-
wood Typewriter are maintained in the following

cities of the United States and Canada:

Aberdeen, 8. D.
Abzrdeen, Wash.
Abilene, Texas
Akron, Ohio
Albany, Ga.
Albany, N. Y.
Albuquerque, N. M.
Alexandria, La.
Allentown, Pa.
Alroona, Pa.
Amarillo, Texas
Ashville, N, C.
Ashland, Kv.
Atlanta, Ga.
Atlantic City, N. J.
Augusta, Ga.
Aurora, I11.

Austin, Texas

Bakerstield, Cal.
Balcimore, M.
Bangor. Me.
Baron Rouge, La.
Beaumont, Texas
Bellingham, Wash.
Billings, Mont.
Binghamron, N. Y.
Birmingham, Ala.
Bismarck, N. D.
Bloomington, I1l.
Boise, Idaho
Boston, Mass,
Bridgeport, Conn,
Broclton, Mass.,
Brooklyn, N. Y.
Buifalo, N. Y.
Burlington, Iowa
Burlingeon, V.
Butee, Mont,

Canton, Ohio
Cedar Rapids, Iowa
Champaign, Il
Charleston, 8. C.
Charlesron, W. Va.
Charlocte, N. C.
Chatranooga, Tenn.
Chevenne, Wyo.
Chicago, Il
Cincinnati, Ohio
Clarksburg, W, Va,
Cleveland, Ohio
Clinton, Iowa
Columbia, 8. C.
Calumbus, Ga,
Columbus, Ohio
Council Bluffs, lowa
Cunberland, Md.

Dallas, Texas
Danville, TH1.
Davenpore, Iowa
Dayron, Ohio
Decarur, T11,
Denver, Colo.

Des Moines, Iowa
Detroir, Mich.
Dubugue, Towa
Dulugh, Minn.

Easton, Pa.

Eau Claire, Wis.
El Centro, Calif.
Eldorado, Ark.
Elmira, N. Y.
El Paso, Texas
Eriz, Pa.
Eugene, Ore.
Evansron, Il
Evansville, Ind.
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Fargo, N. D.
Fiingto, Mich.

Fr. Dodge, Iowa
Fr. Smith, Ark.
Fr. Wayne, Ind.
Fr. Worth, Texas
Fresno, Calif,

Galveston, Texas
Gary, Ind.

Glens Falls, N. Y.
Gloversville, N. Y.
Grand Forks, N. D.
Grand Island, Nebr.
Grand Rapids, Mich.
Great Falls, Mont.
Green Bay, Wis.
Greenshoro, N. C.
Greenville, 8. C.

Hagerstown, Md.
Hamilwon, Ohio
Hammaond, Ind.
Harlingen, Texas
Hzrrisl?urg, Pa.
Hartford, Conn.
Hibbing, Minn.
Hollywood, Calif.
Housron, Texas
Huntingeon, W. Va.
Hucechinson, Kan,

Indianapolis, Ind.
Ithaca, N. Y

Jackson, Mich.
ackson, Miss.
acksonville, Fla.
amestown, N, Y.
anesville, Wis.
cfferson City, Mo,
ohnson City, Teon.
ohnstown, Pa.
oliet, 111,
oplin, Mo.
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Kalamazoo, Mich.
Kansas City, Mo.
Kenosha, Wis.
Knoxville, Tenn.

La Crosse, Wis.
Lancaster, Pa.
Lansing, Mich.
Lawrence, Mass,
Lewiston, Idaho
Lexington, Ky.
Lima, Ohio
Lincoln, Necbr.
Litcle Rock, Ark.
Long Beach, Calif.
Los Angeles, Calif.
Louisville, Ky.
Lynchburg, Va.

Macon, Ga.
Madison, Wis.
Manchester, N, H
Mankarto, Minn.
Mansfield, Ohio
Marquette, Mich,
Marshalltown, Icwa
Mason Cicy, Jowa
Memphis, Tenn.
Meriden, Conn.
Meridian, Miss,
Miami, Fla.
Milwaukes, Wis.
Mianeapolis, Minn.
Mobile, Ala.
Monroe, La.
Montgomery, Ala.
Muncie, Ind.
Muskogee, Okla,

Nashville, Tenn,
Newark, N. J.
Newburgh, N. Y.
New Haven, Conn.
New Orleans, La.
New York, N. Y.
MNiagara Falls, N, Y.
Norfolk, Va.
Norristown, Pa,

Oakland, Calif.
Ogden, Utah
Oul City, Pa,

Oklahoma City, Okla.

Olympia, Wash.
Omaha, Nebr.

Orlando, Fla.
Oshkosh, Wis,
Orctumiwa, lowa

Paducah, Ky.
Parkersburg, W. Va,
Pasadcna, Calif,
Paterson, N J.
Pensacola, Fla.
Peoria, 111,
Philadelphia, Pa.
Phoenix, Ariz.
Pittshurgh, Pa.
Pittsficld, Mass,
Pocatello, Idaho
Fortland, Me.
Portland, Ore.
Portsmouth, Ohio
Poughkeepsie, N. Y,
Providence, R. 1.
Puchbla, Colo.

Quiney, IL

Racine, Wis.
Raleigh, N. C.
Reading, Pa.

Reno, Nevada
Richmond, Va.
Riverside, Calif,
Roanoke, Va.
Rochester, N. Y.
Rockford, 111,
Rocky Mounr, N. C.

Sacramento, Cal.
Saginaw, Mich.

St. Joseph, Mo,

St. Lows, Mo.

St Paul, Minn.
Salem, Ore,

Salina, Kansas

Sale Lake Ciey, Ueah
San Angelo, ‘f:cxas
San Antonio, Texas
San Bernardino, Calif.
San Diego, Calif.
San Francisco, Calif,
San Jose, Calif.
Santa Ana, Calif,
Santa Barbara, Calif.
Santa Rosa, Calif.
Savannah, Ga.

Schenectady, N. Y.
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Scranton, Pa.
Seatcle, Wash.
Sharon, Pa,
Shreveport, La.
Sioux City, Towa
Sioux Falls, 8. D.
South Bend, Ind.
Spartanbur$, s.C.
Spokane, Wash,
Springficld, 111
Springficld, Mo.
Springfield, Mass.
Springficld, Ohio
Stockeon, Calif.
Syracuse, N. Y.

Tacoma, Wash.
Tallahassee, Fla.
Tampa, Fla.
Terre Haurte, Ind.
Texarkana, Ark.
Toledo, Ohio
Topeka, Kans,
Trenton, N. J.
Troy, N, Y.
Tucson, Ariz,
Tulsa, Okla.

Uniontown, Pa.
Utica, N. Y.

Vicksburg, Miss.

Waco, Texas
Washingron, D. C.
Warterbury, Conn,
Warerloo, Jowa
Warertown, N. Y.
Wankegan, I11.
Wausau, Wis.
Wenatchee, Wash.
West Palm Beach, Fla.
Wheeling, W, Va,
Wichita, Kans.
Wichita Falls, Teyas
Wilkes-Barre, Pa,
Williamspore, Pa.
Wilmington, Del,
Wilmington, N. C.
Winston-Salem, N. C.
Worcester, Mass.

Yakima, Wash.
York, Pa.
Youngstown, Ohio

Zanesville, Ohio
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UNITED TYPEWRITER COMPANY, LTD.
General Offices; TORONTO, CANADA

Br:.m.[ord, Ont, Montreal, Que. St. Catherines, Ont.
Calgary, Alta. Moose Jaw, Sask. St. John, N. B.
Edmonton, Alta. North Bay, Onr. St. Joha's, Nild.
Fort Williams, One, Ograwa, Onr, Saskaroon, Sask.
Halifax, N. 8. Peterboro, One. Vancouver, B, C,
Hamilton, Ont, Port Archur, One. Vicroria, B. C.
Kitchener, One, Prince Albere, Sask. Windsor, One,
Lethbridge, Alea. Quebec, Que. Winnipeg, Man.
Londoo, Ont. Regina, Sask.

Undtrwosd Sales and Service Stations are main-
tained in the principal cities of afl forcign coamtries
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TRADE MARK ‘l

RIBBONS and CARBON PAPER

Product of Underwood Elliott Fisher Company

Carvied in stock at all Underwood Sales Offices

typist is judged by the Quality of her work.

ELLWOOD Ribbons and Carbon Papers

are made of materials and from formulac designed i
expressly for the production of Quality work on

Underwood Typewriters. |

~
AN UNBEATABLE COMBINATION

The UNDERWOOD TYPEWRITER
plns UNDERWOOD SERVICE and g

ELLWOOD

ADE MARK

RIBBONS AND CARBON PAPER |

Printed in US.A, E *P10-7-20—75M S.P.
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