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1. When Solvay Bank sends a 
file request, it will arrive as an 
email with the subject line, New 
File(s) Request is Waiting.   The 
message will contain credentials 
and link to Solvay Bank’s Move It 
portal. The credentials and link 
will expire in 60 days.

2. Click on the link and use the one-time use credentials to access the 
portal.  Once you have successfully entered the portal, you will find a 
message from Solvay 
Bank with directions 
on the files they are 
requesting.  

FILE REQUEST FROM YOUR 
SOLVAY BANK RELATIONSHIP MANAGER

Message inside the Move It portal 
from Solvay Bank

New File Request email notification 
in your inbox
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3. Click on the Reply button to respond and include your attachments.  The 
portal will give you the ability to respond to the message and upload 
attachments using drag-and-drop or file browse.   

4. Click Send.  The screen will show the original message.  At the top, you 
should see a check box and “Sent Package with ID XXXXX.”   This is your 
confirmation that the files went through.

5. Solvay Bank will confirm receipt of files in a separate email.  

File Upload section of Move It portal - drag-and-drop or file 
browse.
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FILE REQUEST FROM YOUR SOLVAY BANK RELATIONSHIP MANAGER
Cont.



NEW PACKAGE NOTIFICATION FROM 
YOUR SOLVAY BANK RELATIONSHIP 
MANAGER
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1. When you receive a package 
notification from Solvay Bank, 
it will arrive as an email with 
the subject line, New Package 
Notification.   The message will 
contain credentials and link to 
Solvay Bank’s Move It portal.  
The credentials and link will 
expire in 60 days.

2. Click on the link and use the one-time use credentials to access the 
portal. Once you have successfully entered the portal, you will find 
a message from 
Solvay Bank along 
with attachments.  

New File Package Notification email 
in your inbox

Message and file inside the 
Move It portal from 

Solvay Bank 
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NEW PACKAGE NOTIFICATION FROM YOUR SOLVAY BANK RELATIONSHIP 
MANAGER
Cont.

3. Click on the Download button and the files should begin to download 
to your device.  Depending on your computer’s settings, the files may 
open after download completion or you will need to access them in 
your default Download file.

4. You can respond to the message by clicking the Reply button.  The 
portal will give you the ability to also upload attachments using 
drag-and-drop or file browse.   

5. Click Send.  The screen will show Solvay Bank original message.  
At the top, you should see a check box and “Sent Package with ID 
XXXXX.”   This is your confirmation that the files went through.

6. Solvay Bank will confirm receipt of your message and file(s) in a 
separate email.  


