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Card Punchinrg

Description

-

For the successful conduct of any organization which em-
ploys people, it is necessary to record and maintain certain in-
formation pertaining to each employee in an accurate and readily
accessable manner., Such records can be efficiently created and
naintained by card machines.

The first step in applying these machines to any type of
accounting function is to record the information in a card. In
the application used for this practice provlem, the information
relative to each employese is punched inte a Personnel Record
card by means of a card punch, which is manuslly operabed. Cace
it has been recorded, this card can be used for refsrence by
clerical persomnnel, and can slso be used by various machines to
prepare many types of reports and other decuments which may be

required for the successful conduct ¢f the business.
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General Description of Machine

THE TYPE 24 Card Punch can be used to punch numerical, é
alphabetical and special character information. The keyboard
is connected to the punch by a cable and can be moved anywhere

on the reading board, to suit the convenience of the operator,

On the combination numeric and alphabetic keyboard, a
group of the right-hand keys serves for punching digits as
well as letters, wit® the shift from one to the other automa-
tically made by a program card. This permits the operator to
punch an alphabetic field with both hands and, without shift-
ing from the "home" position, to punch a numeric field with
her right hand only. This frees the 1left hand for document

handling.

A light depression of a key on the keyboard causes the
punching in a single column of one, two or three holes depend-

ing upon which key is depressed.

As each column is punched, the card is advanced automatically
to the next column. This is similar to the action which takes

place on a typewriter as letters are typed on paper.

OPERATING FEATURES

Card Hopper ‘
The card hopper,which holds approximately 500 cards,is located
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On the upper right side of the machine. The cards are placed

in the hopper, face forward with the 9°g down, and are fed
front card first. A sliding pressure plate insures uniform
feeding.

A card is fed from the hopper to the card bed automaticlly
or Dy depression of a card feed key. The first two cards to be

punched must be fed by key depression, but all other cards in

y
the hopper may be fed automatically under the control of a

switche.

Punching Station

Punching is performed @t the first of two stations in the card

bed through which the cards pass from Pight to left. Normally.

to start an operation,two cards are fed into the card bed at the right

of the punching stations.As the second card is fed in,¥he first
card is automatically registered for punching--that is, it is
positioned at the punching station. While the first card is
being punched, the second card waits at the right of the card
bed. When column 80 of the first card passes the punching
station, the second card is registered at the punching station,
and the next eard in the hopper is fed into the rignt ¥ +%the
card bed.

‘ A single card may be placed in the card by hand, and re-
gisteréd in punching position by key depression.

Reading Station

The reading station where the cards are read forvduplicat—
ing is located approximately the distance of one card to the

left of the punching station. Consequently, each card that has
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Operation of the machine may be started gproximately ome =zinute
after the Mein Line switch is turped om; S0 allow sufficient time

for the electronic tubes to heat. Whsn %he stacker is full; the

-~
s

switch is thrown off automatically

Backspace Eey
This key is located below the card bed Dbetween the reading

and punching stations. 4s long as it is held depressed, the cards

at the punching and reading stations are backspaced continuously.

At the same time, the program card, which controls skipping and

%
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duplicating, is also backspaced. Backspacing should not be

attempted after column 78 is passed, without first removing

the card in the card bed at the right

Column Indicator

The indicator, lLocated at the base of the program dzum
bolder, indicates to the operator the next e¢olumn to be punched.
'he numbers are scaled around the base of the drum holder. The
drum holder turns as the cards are being punched. Spacing or

backspacing to a particular column is facilitated by reference to

the indicator.

Pressure Roll Release Lever

Depression of the pressure roll release lever permits the
removal of a card caught at the punching or reading station.
Normally, a card can be removed in one piece if it is pulled out
with care. If Gorn pieces are caught at either stations, however,
they can be pushed out with another card or a smooth edged metal
blade, while the pressure roll release lever is held down. Saw-

edged metal blades should not used.

Chip Box and Fuses

The chip box is located under the reading board. When it is

removed, the fuses for the machine are accessible.

Keyboard

The home keys are more concave than the other keys to facili-
tate accurate touch operation. The keyboard is interlocked so that
no two keys can be depressed at the same time, but it is not
necessary to wait for one key to rise before depressing another.
This design permits "rolling™ of keys. ﬂultiple digits may be

punched manually in one column, by holding the space bar down
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while the keys are depressed. On some machines, a multiple
punch key is supplied for this purpose.

The combinafion keyboard has the letter keYs/arranged for
operation by the standard typewriter touch system, while the
digit keys are placed s¢ that a rapid three-finger touch systenm
can be used , The usual numeric keys on a typewriter have been
eliminateds; instead, a group of dual purpose keys at the right
serves for digit as well as letter punching. This permits
numeric punching with the right hand from the normal home posi-
tion for alphabetic punching. The tcuch system for these ten
numeric keys iss index finger for digits l-4=7, middle finger

for digits 2--5-8, and ring finger for digits 0-3-6=9. The

&

KEYBOARD CHART
punching of a digit ¢or a letter with any of the combination keys

depends upon the shift of the keyboard. IFor example, depression
of the 4-J key punches a 4 when the keyboard is in numeric shift,
but a J when in alphabetic shift. This shifting is similar to
upper or lower case shifting on a standard typewriter and may be
"controlled automatically by the program unit or méﬁually by key

depression.
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Functional keys

NUM (numeric shift) shifts the combination keyboard into
numeric position as long as it is held down. It is normally used
to punch numbers in an otherwise alphabetic field.

ALPH (alphabetic shift) shifts the combination keyboard into
alphabetic position as long as it is held down. 74 is normally
used to punch letters in an otherwise numeric field.

DUP (duplicate). With program control: causes duplication
‘of the field for which it is depressed at the rate of 20 columns
per second.

Without program control: duplicates at the rate of 10
célumng per second only as long as the key is depressed.

-SKIP (or) -« In numeric shift punches an 11 (-) and causes
skipping Of the field for which it is depressed; in alphabetic
shift punches an 11 (-) only.

REL (release) causes the cards at the punching and reading
stations to be advanced completely past those stations. Fields
programmed for automatic»dubliéation‘beYOnd the point of release
are puhched ih the card before release is completed.

FEED (card feed) causes a card feed cycle:

a. Feeds a card from the hopper.

b. Registers the cards at the punching and reading
stations.

¢. Stacks the card from the left of the card bed.

SKIP causes shipping of the field for which it is depressed.
It is normally used for skipping the unused right-hand portion'of

an alphabetic field.
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REG (card register) is used primsrily when inserting cardg
manuaily:
a. Registers the cards at the punching and reading
stations.

b. Stacks the card from the left of the card bed.

Switches

Automatic Skip snd Duplicate. When this switch is turned
ON, the program card punching for aubomatic skipping and automat
‘duplicating is effective.When this switch is turned OFF,the 1l
(start automatic skip) and O (start automatic duplication)cedes
in the program cerd are nullified.

Automatic Feed. When this switch is turned ON and column
80 of the card passes the punching station, a new card is fed
automatically. At the seme tinms, the card in the left of the car
bed is stacked, the one in the center is registered at the reading
station and the one at the right is registered at the punching
station. This automatic feeding cccurs when column 80 of the card
passes the punching station by any one of three possible opera-

tions - punching, skipping, or releasing.
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Numeric Punching

In punching numeric information, the operation is simply
that of punching holes representing particular digits (O to 9)
in predetermined columns of the card. If for example, a 3 and
a 7 are punched in two successive columns, the number 37 is
recorded. What this number represents is determined by The

card field heading. The term field is used to describe a
columns or group of columns set aside by vertical lines for

a particular item of information.
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