
A guide to your new Online Banking and BillPay service 
including step-by-step instructions PLUS easy-to-read 
screen shotsscreen shots

A guide to your new Online Banking and BillPay service 

online banking  and billpay  from Legacy

quick start guide



welcome to Legacy’s new Online Banking service

On April 8, 2009, Legacy Banks will transition to a new Online Banking and BillPay service, which 

will have a new look, simpli• ed navigation, and enhanced security.  You’ll have all of the same 

features to which you have become accustomed, plus new features such as secure messaging and 

the capability of exporting • les to Quicken®, Quickbooks®, and Microsoft Money®.

Enhanced Security

Our newly enhanced Online Banking service includes the latest security feature called PassMark.  PassMark consists

of an image, a caption, and three challenge questions.  This information is known only to you and protects you, whether 

you are logging in to your accounts from your own computer, or from somewhere else.  Once you enter your login ID and 

click ‘Log In’, your image will be displayed along with your caption.  This veri• es that you are at Legacy Banks’ online 

banking website and it is safe to enter your password and access your accounts.  If you are logging in from a different 

computer, PassMark will not recognize the computer ID and will ask you several challenge questions to verify your 

identity, protecting you from fraud.  Once you provide the correct answers, your image and caption will display and you 

may enter your password.

Simpli! ed Navigation

Our Online banking features are organized by categories:  Accounts, Account Transfers, Bill Payment, Messaging, 

Administration, Customer Service, and Calculators.  Each category includes several online banking features - all are 

easily located and accessed from the left navigation panel on each online banking page.

Quick Start Guide

This Quick Start Guide provides current online banking customers with the information needed to ensure a smooth and 

successful transition to our new services.  It’s designed with step-by-step instructions for your • rst login, information 

about navigating the online banking features, as well as frequently asked questions.  Many screen shots have been 

included to help make your transition as easy as possible.  Please review this information carefully.  If you have any 

questions, please call Legacy Banks at 800-292-6634 or email us at contact.us@legacybanks.com.



step 1:  go to www.LegacyBanks.com
You must click ‘Online Banking’ from the Login options located on Legacy Banks’ homepage at www.legacybanks.com to 
get started. If you previously bookmarked Legacy Online Banking, your link will not be operational.  Once you login from 
the homepage, you may once again bookmark the site. 



step 2:  login with your current username
 and temporary password

On the next two screens you will be asked to enter your current username and then enter your temporary password.  Your 
temporary password is the last four digits of your social security number.  You will be asked to change your password 
once you have completed the authentication process.

Password*

Forgot my password

*RequiredLog In

Please enter  your  password.



step 3:  change your password
You will be asked to change your temporary password to a new password.  Once you’ve entered your temporary 
password and then your new password (two times), simply click ‘Submit’.  You will then be prompted to submit your Pass-
Mark image and phrase.



step 4:  select your image
This screen will ask you to select or upload an image that will be your unique ‘PassMark’. You can view the images by 
selecting a category from the ‘Select Image Category’ drop-down box.  You also have the option of uploading your own 
image.



step 5:  name your image
  and set-up challenge questions

The next screen asks you to add a phrase to your image, as well as select and answer 3 challenge questions.  The 
image phrase is not your password, but another way to help secure the login process.  Each • eld must be unique and 
consist of anywhere from 6 to 30 characters.  Once complete, simply click ‘Next’.  You will then be asked to review and 
con• rm the information.  You can click ‘Go Back’ to make changes or ‘Finished’.
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Accounts / Account Overview Page
The ‘Account Overview’ is the • rst option listed under ‘Accounts’.  This screen provides a list of virtually all of your 
accounts held with Legacy Banks, account numbers, available balance, and current balance as of the stated date.  You 
can access account details by clicking on an account, under ‘Account Name’, by clicking on your account number, or by 
clicking on ‘Account Detail’ listed in the left navigation panel.  

Accounts

Account Overview

Account Detail

Account Summary

eStatement

Account Number Available Balance Current Balance As of DateAccount Name



Accounts / Account Detail
By clicking on an individual account link from the ‘Account Summary’ page, you will be connected to the ‘Account Detail’ 
for that speci• c account.  

The “Account Detail’ itemizes transaction and activity that has occurred in that account for the time period that you select.  
Since the information is current, you can conveniently check your account balances and transactions any time you like, 
day or evening.

Accounts / Account Detail

Accounts

Account Overview

Account Detail

Account Summary

eStatement



Account Transfers / Enter Transfer
With online funds transfer, you can move money from one account to another in just an instant, any time you’d like, in the 

middle of the day or the middle of the night.  All it takes is a few short key strokes.

1.  ‘Enter Transfer’ is the • rst option listed under ‘Account Transfers’ sub-menu located on the left side of the page.

2.  Click on the ‘From Account’ drop down list to pick the account you want the money to be taken from.  All of the deposit 
accounts and their available balances you have with Legacy Banks should automatically show up on this list.  Then, 
click on the ‘To Account’ drop down list to pick the account you want the money to go into.  Your available balance for 
each account will show.

3.  Type in the amount that you would like transferred and the date that you would like the transfer to take place.  You can 
also enter a description of the transfer.  Click ‘Submit’ to process the transaction.

Account Transfers / Enter Transfer

Account Transfers

Enter Transfer

Transfer Activity

Recurring Transfers

Transfer Templates

You can also set up loan 
and mortgage payments
using this feature.

You can also set up loan 



Account Transfers / Recurring TransfersAccount Transfers / Recurring Transfers

Account Transfers

Enter Transfer

Transfer Activity

Recurring Transfers

Transfer Templates

You also have the option of scheduling repeating funds transfers to take place automatically.  All it takes is a few short key 
strokes.

1.  Click on the ‘Recurring Transfers’.  Any recurring transfers will be listed here.

2.  To create a new recurring transfer click on ‘Create Recurring Transfer’ and • ll in the • elds just a s you would a normal transfer.

3.  Select the frequency which you wish the transfers to occur.  Be certain to • ll in  ‘# of Transfers’ and ‘Description’ as 
these are required • elds.

4.  Click ‘Submit’.

You can view all of your 
recurring transfers by clicking 
‘Recurring Transfers’.

You can view all of your You can view all of your 



BillPay
You have familiar and simple navigation with our BillPay service.  BillPay options are located on the left tool bar. 

Current BillPay customers need to be aware of the following important information:  

1.  Existing payees will transfer over from previous BillPay.   Upon ! rst login you’ll want to verify that your payees and 
scheduled and recurring payments were transitioned properly.  If you see a recurring payment that is not correct, you 
will have the capability to edit it.

2.  BillPay scheduling will be based on the payment due date.   Please note that funds will be debited 2-5 days prior 
to the actual due date.

3.  Electronic payments made through BillPay will process the same way they do currently.

4.  Check payments made through BillPay will be generated from your account. You will see an out-of-sequence 
check number attributed to the payment.  This new feature will alert you to any outstanding bill payment checks.

5.  BillPay payment history will not carry over to the new system , however all of this information is available on your 
account statement. You also have the option of downloading your payment history prior to April 7th if you wish to do 
so.

6.  If you have more than one funding account,  please verify payments are being made from the correct account. 

If you have any questions while using BillPay, please call Legacy Banks at 800-292-6634 or email us at 

contact.us@legacybanks.com.

Bill Payment

To register for BillPay

1.  Click on the ‘Enroll Me’ link
2.  Accept the Disclosure
3.  You are ready to pay bills

To register for BillPayTo register for BillPay



Messaging
Online Banking offers you a method to securely contact us when you have questions. 

1.  Click on ‘Inbox’ from the Messaging Sub-Menu to view all messages from Legacy Banks.

2.  Click on the ‘View’ link of any message to read the message.  You may also choose to reply, archive, or delete your   
message.  Archive moves the message from your inbox to your archived items.

3.  To send a new message, click on the ‘Create a New Message’ link.  Simply follow the on-screen instructions.  

Messaging

Inbox

Sent Items

Archived Items



Administration

Change Password

Change Account Name

Change Email Address

Alerts

PassMark

Administration / Change Password
In the ‘Administration’ sub-menu, you can change the password to access your accounts.  You can also rename your 
accounts here at any time.

1.  In the left navigation bar, click on the ‘Change Password’ link.  Follow the on-screen prompts and click on ‘Submit’.

(To change your account name or alias, select the ‘Change Account Name’ from the left navigation bar.  Follow the 
on-screen prompts and then click on ‘Submit’).  



Administration

Change Password

Change Account Name

Change Email Address

Alerts

PassMark

Administration / Alerts
Have you ever wished that you could receive an automatic noti• cation when your account has reached a certain limit 
rather than having to call or stop into the bank each time?  Well, with the ‘Alert’ feature, the system performs this task 
automatically for you, notifying you by e-mail whenever the balance exceeds the limits that you set. 

Each alert is associated with a single account, and may be based on either the current or available balance.  You can 
indicate if you wish to be alerted when the selected balance is greater than, less than, equal to any speci• c amount you 
would like.  You can also set more than one noti• cation for each account (a high balance limit and a low balance limit, for 
example).

To access this feature, click on ‘Alerts’ from the ‘Administration’ sub-menu.

1.  To add an alert, just click the ‘Create a new Rule’ link.  Then make the appropriate selections from the options presented.

2.  You can edit or delete any noti• cation by clicking on the appropriate link on the ‘Alert’ page.  Then pick the account and 
alert type and click ‘Continue’.  Follow the prompts on the next page to • nish setting up your alert, based on the type you 
select and click ‘Save’.  Once an alert is added it will be shown on the ‘Account Alerts’ page.



Customer Service

Contact Information

Reorder Checks

Customer Service / Contact Information

Clicking on the ‘Contact Us’ on the left-hand menu will display the different methods that you can contact us.  For 
example, this is where you can • nd our phone number or fax number.



Customer Service

Contact Information

Reorder Checks

Customer Service / Reorder Checks
Reordering checks can be done easily and quickly online.  You have the option of simply placing a reorder or changing 
your check design.  The reorder check option is listed under ‘Customer Service’ on the navigation bar.  Clicking on 
‘Reorder Checks’ will bring you to the Harland Clarke screen where you will • ll in your check information and submit your 
order.                             



Frequently asked questions
Q:  If I lose my password, how will the new system prevent someone from accessing my account?
A:  When an authorized person tries to sign in from another computer, the system will recognize that they’re using a different 
  computer and will ask one of your challenge questions.  They won’t know the answer and will not be able to sign in to your 
  account.

Q:  Why do I need to set up challenge questions?
A:  Challenge questions and answers provide information known only to you.  The questions help prevent unauthorized people  

from getting access to your account information.  If someone else has access to your Login ID and Password, they will not 
know the answer to your challenge questions and will not be able to get your information.

Q:  When I enter my Login ID, it asks me a question  instead of showing my image.  Why?
A:  This is to help verify that it’s really you signing in.  A challenge question is asked when you’re signing in from an unrecognized 

computer.  Your correct answer con! rms that it’s r eally you.

Q:  What if I cannot remember my user ID? 
A:  If you have forgotten your user ID, please contact Legacy Banks via e-mail at contact.us@LegacyBanks.com or by phone at 

800.292.6634. 

Q:  What do I do if my password does not work? 
A:  You have two options to obtain a new password., you can use the link “Forgot my password” and if supplied the 
 correct Legacy account information you can select you new password and gain access to the system instantly. Or you can 

contact the Legacy Banks Call Center at 800.292.6634.

Q:  Can I change my user ID and Password? 
A:  Your user ID will remain the same and cannot be changed. The system will allow you to change your password at any time.

Q:  I have never used BillPay what should I do?
A:  If you have never logged into BillPay, just click ‘Bill Payment’, enroll, accept the disclosures, and you can begin paying bills.

Q:  How do I export my account history to Quicken® or other accounting packages? 
A:  The new Online Banking system will support Quicken® 2004 and current. You may need to modify older versions of your 

Quicken® software to have a successful download. Refer to Quicken® User Guides on www.legacybanks.com for details.  



MASSACHUSETTS OFFICES

Great Barrington
409 Stockbridge Road
Great Barrington, MA 01230

700 Main Street
Great Barrington, MA 01230

Haydenville
142 Main Street
Haydenville, MA 01039

Lee
76 Park Street
Lee, MA  01238

Lenox
25 Main Street
Lenox, MA 01240

2 Holmes Road
Lenox, MA 01240

North Adams
331 State Road
North Adams, MA 01247

Otis
30 East Otis Road
Otis, MA 01253

Pitts! eld
99 North Street (Main Of! ce)
Pitts! eld, MA 01201

734 Williams Street
Pitts! eld, MA 01201

480 W. Housatonic Street
(Legacy Express)
Pitts! eld, MA 01201

609 Merrill Road
Pitts! eld, MA 01201

NEW YORK OFFICES

Albany
39 North Pearl Street
Albany, NY 12207

Greenville
Route 32, Bryant’s Market
Greenville, NY 12083

Latham
545 Troy-Schenectady Road
Latham, NY 12110

Middleburgh
Route 30 & Mill Lane
Middleburgh, NY 12122

Oak Hill (East Durham)
4 Elliott Place
East Durham, NY 12423

Whitehall  
184 Broadway
Whitehall, NY 12887

Windham
Route 296
P.O. Box 1001
Windham, NY 12496

Customer Service Call Center
800-292-6634

www.legacybanks.com |  800-292-6634

MEMBER FDIC  |  MEMBER DIF


