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Welcome to Money Matters!

We designed Money Matters to help you take better care of
yourself by taking better care of your money.

When you feel good about your money management, you’re
less stressed. You have more energy for the things that are
important to you.

What will you learn?

In today’s workshop, you will learn:

@ The parts of an ATM

@ How to withdraw money from an ATM

@ How to use an ATM safely
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What is an ATM?

ATM is short for Automated Teller Machine. An ATM is a
machine that provides cash from your own bank account.

Most ATMs will let you:
* withdraw money from your bank account

* deposit money into your bank account

-

\
Cash is paper money and coins. (é |

Paper money is small pieces of paper
&)

that are worth $5 and up. Paper money
is also called cash or bills.

When you withdraw money, you ‘
take money out of a bank account. i

When you deposit money, you put [\
<
money into a bank account.
\_ J

0= ATMs can be faster than going to the
bank. You can usually use them even if
the bank is closed.

CD  Let'stalk about it:

o
M % Have you seen an ATM before? Where are some places
you might see an ATM?
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Meet John

John brings his debit card to the convenience store

to buy some snacks.

When John gets to the store, he sees a sign on the door
that says “Cash Only.” John doesn’t have any cash
with him, though.

A debit card is a card from your bank.
It lets you spend money from your bank
account. It also lets you use an ATM.

John says, “I know I can use my debit card to get cash
from an ATM, but I’ve never done it before.”

Let’s help John use an ATM.
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The parts of an ATM

Here are some of the parts of an ATM. It’s easier to
use an ATM when you know what these parts are for.

Cash dispenser Screen Deposit slot
This is the slot your This shows you instructions This is where you put cash and
cash comes out of for using the ATM cheques you're depositing

) 5
= = =
[ S ) [
Number pad Receipt printer Card reader
This is a kind of keyboard This is where your receipt This is where you put
where you type information  comes out when you're your debit card to
for the ATM finished with the ATM start using the ATM
_ Are you visually impaired? You can still use an ATM!
Tip Many ATMs have braille on the buttons and a place
° to plug in headphones so you can hear instructions.

Braille is an alphabet made of raised
dots. People who are visually impaired
can read by feeling the raised dots.




Money

Workbook 4: How to use an ATM Matters

©

How to use an ATM “

1. Enter your card
To use an ATM, you put your
debit card into the card reader. -

2. Read the instructions
The screen tells you to enter your Welcome.

. . Please enter your PIN
Personal Identification Number (PIN).

3. Enter your PIN [1][2][3] [cancell]
Use the number pad to enter your [4][5][6] [cer ]

PIN. Then press the green Enter. = E E ’@
=) oF) ) [

. )
A card reader is the ATM slot you put your debit card
into when you start using an ATM.

A PIN is your password to use your debit card. PIN is
short for Personal Identification Number.

A number pad is a kind of keyboard where you type
information for an ATM.
\— J

. )
If you make a mistake on the ATM, press the

yellow button that says Clear or Correct.
This button lets you fix your mistake.

If you need to stop using the ATM right

away, press the red button that says Cancel.
The ATM will return your debit card. :

\— J

=BC

Life Canada




Money

Matters Workbook 4: How to use an ATM
°

@ How to withdraw money
from an ATM

You can use an ATM to withdraw money from your bank
account.

1. Select a transaction

After you enter your PIN, the ATM screen asks what you
would like to do. It says Select a transaction. Choose the
button that matches what you want to do.

Which button do you press to withdraw money?

Select a transaction

Withdraw Check my balance

Deposit Cancel

4 )
A transaction is any time you give something
to a business, or you get something from a
business.

A transaction can happen at an ATM:

+  when you withdraw money from your
bank account

* when you deposit money into your bank
account

+ when you check your account balance

=BC :

LifeLiteracyCanada



Money

Workbook 4: How to use an ATM Matters
°

2. Select an account

After you choose Withdraw, the ATM asks if you want to
take money from a chequing account or a savings account.
Pick the account that is the best choice for you.

© O=
Tip Many ATMs have a Back option on the screen.
This option lets you go back to the last screen
o you saw.

Select an account

Chequing

Saving

Did you know?

Do
oV

Some ATMs use touchscreens. Pick the option you want by
touching it on the screen.

Some ATMs have buttons on the side of the screen. Pick the
option you want by pressing the button next to your choice.

4 )

A chequing account is an account for money
you'll spend using cheques or your debit card.

A savings account is an account for money you
hold onto until you need it.

A touchscreen is a kind of screen that can sense
when you touch it with your finger.
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3. Select an amount

Next, the ATM screen asks you how much money you want
to withdraw. It says Select an amount and shows some
amounts you can pick.

If the screen doesn’t show the amount of money you want to
withdraw, choose Enter amount. Then use the number pad
to type in the amount of money you want to withdraw.

@ O
] Many ATMs only give out $20 and $50 bills.
Tip That means you have to withdraw at least
(o) $20 when you use an ATM.

Select an amount

$80

Enter amount
Back

Which button do you press if you want to withdraw $40?

Which button do you press if you want to withdraw $100?

OfF— Sometimes, an ATM charges you a fee to
Tip withdraw your money. To spend less money
— on fees, use an ATM that belongs to your bank.

A fee is money you pay for a service,
like using an ATM.

LifeLiteracyCanada
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4. Receipt

You’re almost done! Next, the ATM screen asks you if you
want a receipt. You can choose Yes or No. The receipt shows
you how much money you took out of your bank account, so
you can have a record for later.

RECEIPT

5. Withdraw your money

Finally, the money you want to withdraw comes out of the
cash dispenser. Remember to take your money with you!

o@o

O f q . R
© A customer service representative at your
Tip bank can show you how to deposit cheques
S and cash into your bank account using an ATM.

A customer service representative can also tell
you more about ATM fees you might pay.

Money
Matters

— J

e )
A receipt is a piece of paper that shows your
transaction in writing.

€

A cash dispenser is the ATM slot your cash
comes out of.

A customer service representative is a bank
worker who answers your banking questions
and helps you deposit and withdraw money.

— J
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™  ATM safety
Q

Activity

When you use an ATM, it’s important to keep your money
and your bank information safe. If they are not safe,
dishonest people might steal your money.

Here are the things John does while he uses the ATM.
Do you think John is being safe or unsafe?
Circle your answer below.

If you’re not sure, talk to your instructor or other
people in your group.

‘ ATM l John looks around to make

|:|5I_ sure no one can see the Safe Unsafe Not Sure
m —— =1 number pad.

John puts his hand over the
() number pad so no one can Safe Unsafe Not Sure
see him enter his PIN.

O John writes down his PIN and Saf T - e
— 1 Y] keeps it with his debit card. are nsate ot sure

John uses a PIN that’s easy to
N , , Safe Unsafe | Not Sure
4 guess so he won’t forget it.

=BC 9
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It's a good idea to use a PIN that other
people can't guess. Some numbers that
o) are too easy to guess are your birthday,
your phone number, or 1234.

Here are some other ways to stay safe when you
use an ATM:

@ Make sure no one is standing too close to you

@ Count your money later, when you’re far away from
the ATM

@ Only withdraw as much money as you need.
Remember that money is safer in your bank account,
where you can’t lose it

If you ever feel unsafe when you’re using the ATM, press
Cancel to get your debit card back. Then leave
the ATM. You can find another ATM or come back later.

10 =BC
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How to use an ATM

What we learned today

Today we learned about:

* The parts of an ATM

*  How to withdraw money from an ATM

*  How to use an ATM safely

Remember

It’s important to protect your PIN. Choose a PIN that’s
hard to guess. Then memorize your PIN so you don’t
have to write it down.

Practice on your own

Are you ready to practice using an ATM? Next time you
need some cash, try withdrawing money at an ATM.
Remember these tricks to help keep your money safe:

* Make sure no one is standing too close to you

* Cover the number pad with your hand when you enter
your PIN

*  Memorize your PIN so you don’t have to write it down
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ATM Short for “Automated Teller Machine.” A
machine that provides cash from your own ATM
bank account. It also lets you withdraw and 0s
deposit money using your debit card and a
PIN (personal identification number)

Braille An alphabet made of raised dots. People =~ .:2.%0,

12

who are visually impaired can read by
feeling the raised dots

Card reader

The ATM slot you put your debit card
into when you start using an ATM

Cash Paper money and coins é
Cash The ATM slot your cash comes out of E 3y 3
dispenser
Chequing An account for money you’ll spend @ 2\
account using cheques or your debit card 7\
B2
Customer A bank worker who will answer your g
service banking questions and help you deposit

representative

and withdraw money

Debit card A card from the bank that lets you spend
0o O
money from your bank account. It also lets =
you use an ATM
Deposit To put money into a bank account

[@
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Fee Money you pay for a service, like
using an ATM @
Number A kind of keyboard where you type 808
pad information for an ATM &‘\,
Paper Small pieces of paper that are Q
money worth $5 and up. Paper money is _——
also called cash or bills
PIN Short for “Personal Identification
Number.” Your PIN is your password K %
to use your debit card
Receipt A piece of paper that shows your
transaction in writing
Savings An account for money you hold onto
account until you need it
Touchscreen A kind of screen that can sense when

you touch it with your finger

Transaction

Any time you give something to
a business, or you get something
from a business

Withdraw

To take money out of a bank account
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Learning more

The Government of Canada has a website about ATM fees.

The website tells you how much your ATM fees might cost,

and how you can save money.
https://www.canada.ca/en/financial-consumer-agency/services/banking/
atm-fees.html

Calgary Police Service has a website about ATM safety.

The website has tips for staying safe and protecting your

PIN while you use an ATM.
https://www.calgary.ca/cps/Pages/Community-programs-and-resources/
Crime-prevention/ATM-safety-and-security.aspx

ABC Life Literacy Canada has online resources to help
you learn more about money management.
https://abcmoneymatters.ca/about/#mmpwda

Thank you for participating in
Money Matters for People with Diverse Abilities!

Founding Sponsor
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