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Figure 2-1 Number System on Both Sides of the Decimal Point 



EXAMPLE  A 
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to Round Decimal Numbers 

1. Find the last place, or digit, to be retained. 

2. Examine the digit to the right of the last digit to be 

retained. 

3. a. If it is equal to or greater than 5, increase the 

 digit to be retained by 1. Drop all digits to the 

 right of the ones retained. 

 b. If it is less than 5, leave the digit to be retained 

 unchanged. Drop all digits to the right of the 

 ones retained. 
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EXAMPLE  B 
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to Add Decimal Numbers 

1. Arrange the numbers in columns, with the 

decimal points in a vertical line. 

2. Add each column, from right to left, as with whole 

numbers. Insert the decimal point. 

Option: You may want to write zeros in some of the 

 right-hand columns of decimal numbers so 

 that each number shows the same number of 

 decimal places. 
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EXAMPLE  C 
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to Subtract Decimal Numbers 

1. Arrange the numbers in columns, with the 

decimal points in a vertical line. 

2. If necessary, write enough extra zeros so that 

both numbers have the same number of decimal 

places. 

3. Subtract each column, from right to left, as with 

whole numbers. Insert the decimal point. 
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EXAMPLES  D and E 
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to Multiply Decimal Numbers 

1. Multiply the two numbers as if they were whole 

numbers. 

2. Count the total number of decimal places in the 

two original numbers. 

3. a. In the product, place the decimal point so that 

 the number of decimal places is the same as 

 the number in Step 2. (Count from right to left.) 

 b. If necessary, insert zeros in front of the left-

 hand digit to provide enough decimal places.

 (See example G.) 
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EXAMPLES  F, G, H, I, and J 
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to Divide one Decimal Number by Another 

1. Arrange the divisor, dividend, and division bracket as in 

whole-number long division. 

2. Move the decimal point in the divisor to the right until 

the divisor is a whole number. (You won’t have to move 

it if the divisor is already a whole number.) 

3. Move the decimal point in the dividend to the right 

exactly the same number of decimal places as you did in 

Step 2. If necessary, attach more zeros to the right end 

of the dividend.  

4. Write the decimal point in the quotient directly above the 

new decimal point in the dividend (in Step 3). 

5. Write zeros, if necessary, in the quotient between the 

decimal point and the first nonzero digit. 

6. Divide as you would for whole numbers. 
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EXAMPLES  K and L 
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to Approximate a Multiplication Problem 

1. Round the first nonzero digit from the left end in 

each factor. (How does the digit to its right 

compare to 5?) 

2. Change all the digits to the right of the first 

nonzero digit to zero. 

3. Multiply the two new factors. 

4. Place the decimal point in the product. 
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EXAMPLES  V and W 
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to Approximate a Division Problem 

1. Round the divisor to a single nonzero digit at the 

left, followed by all zeros. 

2. Round the dividend to a two-digit number at the 

left, followed by all zeros. Select the two-digit 

number so that it is evenly divisible by the new 

divisor. 

3. Divide the new dividend by the new divisor. 

4. Place the decimal point correctly in the quotient. 
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EXAMPLES  X and Y 
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Chapter Terms for Review 

decimal equivalent mixed decimal 

decimal places pure decimal 

decimal point rounding off 
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Assignment 2.1: Addition and Subtraction of Decimal Numbers 

Use digits to write each number that is expressed in words.  Use words to write each 

number that is expressed in digits. 
A 
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Assignment 2.1: Addition and Subtraction of Decimal Numbers 

Round as indicated. B 
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Assignment 2.1: Addition and Subtraction of Decimal Numbers 

Write the following numbers in columns, and then add. C 
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Assignment 2.1: Addition and Subtraction of Decimal Numbers 

Subtract the following. D 
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Assignment 2.2: Multiplication of Decimal Numbers 

Multiply the following.  Round monetary products to the nearest cent.  Do not round 

nonmonetary products. 
A 
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Assignment 2.2: Division of Decimal Numbers 

Divide the following. 

Round monetary 

products to the 

nearest cent. Do not 

round nonmonetary 

products. 

B 
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Assignment 2.2: Multiplication and Division of Decimal Numbers 

Multiply and/or divide by just moving the decimal point or by doing some simple 

multiplication/division and moving the decimal point.  Round monetary answers to the 

nearest cent.  Do not round nonmonetary answers. 

C 
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Assignment 2.2: Multiplication and Division of Decimal Numbers 

For each of the following problems, underline the estimate that is most nearly correct. D 
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Assignment 2.3: Decimal Numbers in Business 

Business Applications and Critical Thinking. Solve the following. Do not round your final 

answers. 
A 
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Assignment 2.3: Decimal Numbers in Business 

Business Applications and Critical Thinking.  Solve the following.  Do not round your final 

answers. (cont’d) 
A 
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Assignment 2.3: Decimal Numbers in Business 

Business Applications and Critical Thinking.  Solve the following business problems.  

Use shortcuts where possible.  If necessary, round answers to two decimal places. 
B 
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Assignment 2.3: Decimal Numbers in Business 

Business Applications and Critical Thinking.  Solve the following problems.  Use 

shortcuts where possible. If necessary, round answers to two decimal places. (cont’d) 
B 


