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ACCOUNTS PAYABLE 
In This Document: 
How to create a payable. 

How to process (or pay) an individual or group of payables for a single vendor. 
How to process a batch (multiple payables from multiple vendors) of payables. 
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OVERVIEW 

Managing vendors is an important part of a firm’s cash flow. In Soluno® it is easy to create a payable to be 
processed either individually or as a group later, and to track the payments to vendors. 

Before we begin it is important to note that Soluno represents both clients and vendors as CONTACTS, 
rather than having a separate list of vendors. When a contact is used as a Payee on the OPERATING OUT 
screen, the contact is automatically recognized as a vendor. You can also manually set a contact as a 
vendor in the contact manager. To learn more about adding contacts, refer to the Adding Contacts 
document. 

CREATE A PAYABLE 

To create a payable go to the ADD ENTRIES icon. 

   

Then click on the PAYABLE tab. Let us examine the fields involved in a payable entry. 

 

CONTACT: This field assigns a vendor to the payable. Search for a contact by typing the contact number, 
name, or other information into the field. You can then select from the drop-down list.  

If you need to add a new vendor, you can click on the ADD CONTACT icon. 

   

To learn more about adding contacts, refer to the Adding Contacts document. 

PAYEE: This field will automatically display the name of the contact you have selected.  

PAYABLE DATE: This is the day the vendor invoice was created. It will automatically default to the 
current date; however, you can manually enter/adjust it if necessary. 
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DUE DATE: This field contains the date the payment is due. This date will appear on the vendor invoice.  

REMINDER DATE: Here you can choose when you want Soluno to remind you to pay the invoice. 

AMOUNT $: The total dollar amount of the vendor’s invoice. 

REFERENCE: Here you can assign a reference number for the payable. This is useful for reporting and 
tracking purposes and is a required field. 

Note: A common practice is to enter the vendor’s invoice number. 

MEMO: This field contains notes regarding the payable. This explanation will appear on reports, or on 
your client’s invoice (in the case that the payable is being charged to a file). 

PDF INVOICE UPLOAD BOX: This option allows you to attach a digital version of the original vendor 
invoice to the payable. Additionally, you can have the digital image append to client’s bills if needed. To 
attach a digital image, either click the box to select from your computer’s file explorer or drag and drop 
the desired file into the box. 

 

Once the digital invoice has been attached to the payable, the document will appear on the screen. 
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APPLY PAYABLES 

Now that we have entered the payable’s information, we can then determine where it will be applied.  

A single payable can be distributed to one or multiple files, or to the firm.  

 

Let’s walk through the columns visible in the payables table. 

FILE: If the payable is being applied towards a specific file, you can search for a file using a file number, 
contact name, or file description. Simply click on the field and begin to type in the information you have. 
While typing, auto-fill will suggest the closest matching files in a drop-down list, which you can then 
select.  

 

LINKED ENTRY: In this column you can link the payable to an existing expense recovery that was 
previously entered. Enter in the ENTRY NUMBER of the expense recovery that appears on the CLIENT 
LEDGER REPORT. 

ACT CODE: This field contains the ACTIVITY CODE you want to associate with the entry. The explanation 
field will display the activity description associated with the assigned code.  

When entering a payable for the firm (i.e. the payable is not associated with a specific contact file), the GL 
ACCOUNT field will be populated automatically with the general ledger account that corresponds to the 
specified activity code or vendor. 
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EXPLANATION: This field holds any information from the Memo field as well as the activity description 
associated with the payable’s Act Code. You may also record any notes regarding the entry here. The 
activity code explanation will always appear before the memo text in the field. The explanation field will 
appear on Soluno reports and invoices where applicable. To edit the explanation, click the field in the row 
you wish to adjust. 

 

 

AMOUNT: This is where you enter the dollar amount you wish to apply to a file or firm. The sum of all 
entries will always equal the amount entered in the AMOUNT $ field from the previous section.  

• When applying a payment to multiple files or GL accounts, click the Amount box to adjust the 
amount allocated accordingly. Soluno will automatically create a new entry row for the remaining 
payable. 

GL ACCT: This column contains the general ledger account associated with the entry. In the case of a 
payable associated with a contacts file, or an existing payable, this field will not be available to you.  

Once your entry is complete, click SAVE. The entry will be stored, and the Payables screen will be cleared. 

PROCESS PAYABLES: SINGLE VENDOR 

To process an individual payable or group of payables for a single vendor, start by selecting the ADD 
ENTRIES icon. Next, select the OPERATING OUT tab. 

 

 

Begin by filling in the BANK ACCOUNT from which the payment is being made; the DATE of the payment; 
and the TYPE of payment method you will be using.  
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You have two options when filling in the AMOUNT $ field: 

1. Fill in the Amount field. This places a dollar limit on the payment to the vendor that will be 
considered throughout the rest of the process. 

2. Leave the Amount field blank for now. This is the best option if you plan on paying multiple 
payables. You will have an opportunity to fill in the AMOUNT field later in order to satisfy the 
total invoice amount. 

Next, select the contact associated with the vendor either by typing the contact number, contact name, 
or related information into the CONTACT field. Once selected, Soluno will automatically populate the 
PAYEE and MEMO fields. You are still able to add notes within the Memo field; however, the Payee field 
will become non-editable. 

The rest of the procedure will depend on which option you chose for filling in the AMOUNT $ field. 

AMOUNT FIELD: FILLED-IN 

Once a contact is identified, the SELECT PAYABLE TO PAY window should appear.  

 

If the SELECT PAYABLE TO PAY window does not appear, click the INFORMATION Icon to the right of the 
Contact field. 

 

This window will display the PAYABLE REFERENCE NUMBER, DATE, PAYABLE AMOUNT, and the 
OUTSTANDING amounts of all payable entries associated with the vendor. You can also enter a discount 
for the payable in the DISC. AVAILABLE column if you choose.  

The final PAY column is where you can specify the funds you wish to direct towards each payable. This 
column will be affected depending on whether you are paying one or multiple payables.  
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IDENTIFY PAYABLES TO PAY 

If you want Soluno to automatically select the oldest outstanding invoices to pay, refer to the AUTO 
ALLOCATE paragraph of the Error! Reference source not found. section below. 

You can manually select the payable(s) to which your payment will be allocated by clicking on the 
CHECKMARK icons to the left of the entry. 

 

You can select one or multiple entries at this time; a selected entry will be indicated by a black 
checkmark. You can also opt to include all fully paid payables in the listing by selecting the INCLUDE 
FULLY PAID INVOICES check box. 

ALLOCATE PAYMENT TO SELECTED PAYABLES 

If you are paying only one payable, Soluno will automatically allocate the full payment amount from the 
AMOUNT field towards the outstanding balance. 

Note: If there is unallocated money left at the end of this process, you will need to either adjust 
your original AMOUNT $ entry so that the Operating Out total is equal or identify another 
payable to which you can apply the remaining funds. 

If you have selected more than one entry to pay, you have two options for allocating the payment funds: 

AUTO ALLOCATE: If you wish Soluno to automatically distribute the total payment starting with the 
oldest invoices first, click the AUTO ALLOCATE button at the bottom left of the window. 

Note: This feature will pay off the oldest invoice in full before moving on to the next one. It will 
continue doing this until the total payment AMOUNT has been distributed. 

MANUAL ENTRY: As you select your entries for payment, Soluno will automatically divide the payment 
starting with the oldest invoices first. To override these allocations, simply click in the PAY field and add 
the desired payment amount. 

Note: The remaining unallocated Amount will be tracked at the bottom right of the window. This 
should equal $0.00 before continuing. 
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Once you have selected your payables and allocated your payment amount, click OK to add your data to 
the Operating Out screen. 

To continue the processing payables from this point, skip to the Check Allocation to a Payable: Single 
Vendor section of this document. 

AMOUNT FIELD: LEFT BLANK 

Once a contact is identified, the SELECT PAYABLE TO PAY window should appear.  

 

If the SELECT PAYABLE TO PAY window does not appear, click the INFORMATION Icon to the right of the 
Contact field.  

 

This window will display the PAYABLE REFERENCE NUMBER, DATE, PAYABLE AMOUNT, and the 
OUTSTANDING amounts of all payable entries associated with the vendor. You can also enter a discount 
for the payable in the DISC. AVAILABLE column if you choose.  

The final PAY column is where you specify the funds you wish to direct towards each payable. This 
column will be affected depending on whether you are paying one or multiple payables.  

IDENTIFY PAYABLES TO PAY 

If you want Soluno to automatically select all outstanding invoices for payment, proceed to the PAY ALL 
paragraph of the Allocate Payment to Selected Payable(s) section. 

To manually select the payables you wish to pay, click on the CHECKMARK icons to the left of the desired 
entries. 

 

You can select one or multiple entries at this time; a selected entry will be represented by a black 
checkmark. You can also opt to include fully paid payables in the listing by selecting the INCLUDE FULLY 
PAID INVOICES check box. 
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The sum of each selected payable will be totalled beneath the PAY column. This total will populate the 
Amount field once you have finished the allocation process. 

ALLOCATE PAYMENT TO SELECTED PAYABLE(S) 

If you are paying only one payable, Soluno will automatically allocate the full payment amount from the 
Amount field towards the outstanding balance. 

If you have selected more than one entry to pay, you have two options to allocate the payment funds: 

PAY ALL: Selecting this option will immediately select all outstanding payables to be paid without the 
need to manually enter payments or discounts. Soluno will consider any established payable rules, and 
the sum of all payables will be totalled underneath the Pay column. Click OK to add all the selections to 
the Operating Out screen. 

MANUAL ENTRY: As you select your entries for payment, Soluno will automatically assign the full 
outstanding payment to the Pay column.  

• If you would like to pay less than the full payable amount, you can click on the PAY field and 
manually adjust the amount you wish to pay. 

• If you manually enter a PAY amount that exceeds the outstanding balance, the field will be 
marked with a red underline. You will need to account for the overpayment later in the payable 
process. 

Once you have selected your payables and allocated your payment amount, click SAVE to add your 
selections to the Operating Out screen. 

CHECK ALLOCATION TO A PAYABLE: SINGLE VENDOR 

The CHECK ALLOCATION section of the OPERATING OUT screen will display the payables that were 
selected from the SELECT PAYABLE TO PAY window. Let us review each column in the CHECK 
ALLOCATION table. 

 

PAYABLE INVOICE: This column identifies the payable(s) that have been selected for processing.  

FILE: The file column is not used for vendor payments and so will be deactivated. 

ACT CODE: This is an optional field where you can enter the activity code you want associated with the 
entry. This is not required for vendor payments as the explanation is automatically populated from the 
payable’s reference field.  
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EXPLANATION: Notes regarding the entry can be written here and will be displayed on Soluno reports 
and invoices where applicable. This field will be automatically populated with information from the Act 
Code and Memo fields however you can manually add or adjust the information as needed.  

AMOUNT: The dollar amount that is set to be paid against the outstanding payable balance. 

GL ACCT: It is not necessary to fill out this field as Soluno has the information from the originating 
Payable entries. 

IMPORTANT 

If you did not enter an amount on the OPERATING OUT screen before selecting PAYABLES TO PAY, you 
must fill it in before you can save. Fill in the field with the total Operating Out amount shown at the 
bottom right of the table. 

 

Once any additional information has been added to the payables, you must click the SAVE button on the 
bottom left of the screen. 

Note: If the allocated amount is not correct the SAVE button will not be activated. You also have 
the option to CANCEL the check if you do not wish to continue.  

 

 

CHECK MANAGEMENT 

This field provides you with options for processing checks. 
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REQUEST: If the administrator has setup the REQUEST AND RELEASE function for all outbound 
expenditures, select REQUEST to put the check in queue for release. 

For more information about how to set up the Request and Release function, and how to release checks, 
review the Administrator Settings – Firm document.  

RELEASE/PRINT NOW: This option processes the check and prints it. You will be prompted for a check 
number. 

RELEASE/PRINT LATER (BATCH CHECK): Select this to process the check immediately but save the 
entry to be processed in batch printing later. 

RELEASE/NEVER PRINT: This action will process the check but will not create the image to be printed 
(EFT, certified check, and bank charge are entry types which would not require a printed check). 

Once you have selected your Check Management option, click SAVE and your payable will be processed.  

 

PROCESS PAYABLES: BATCH PAYABLES/MULTIPLE VENDORS 

Depending on the workflow of your firm you may wish to process a group of payables all at once. To do 
this go to the ADD ENTRIES icon 

   

Then select the BATCH PAY PAYABLES tab.  
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The screen will display all the outstanding payables that are available to be processed. 

IDENTIFY PAYABLES TO PAY 

To select the payables you wish to process, click the CHECKMARKS to the left of each entry to be paid. A 
selected entry will be marked by a black checkmark. To select all the entries in a vendor’s section, select 
the checkmark in the table heading.  

 

EDIT/ADJUST PAYABLES 

If any of the payables require adjustment, double-click on the entry. This will take you back to the original 
payable screen, where you can adjust or add any information. 
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SAVE the payable once all necessary changes have been made. Soluno will then take you back to the 
BATCH PAY PAYABLES tab.  

RUN BATCH PAY 

Once all the desired payables have been selected and adjusted, you can run the batch payment. The 
options for this action can be found at the bottom left corner of the screen. 

To process the payables, click the SAVE button. You also have the options to CANCEL if you do not want 
to continue. 

 

 

CHECK MANAGEMENT 

The Check Management button lets you decide how you want the checks to be processed. 

 

RELEASE/PRINT NOW: This option will immediately process the checks and print them. You will be 
prompted for a starting check number. 

RELEASE/PRINT LATER (BATCH CHECK): Select this action to process the checks but save the entries to 
be processed in batch printing later. 

RELEASE/NEVER PRINT: This action will process the checks but will not create the images to be printed 
(EFT and certified check are entry types which would not require a printed check). 
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STARTING REF #: Depending on the type of checks you selected (e.g. EFT, bank draft, bank charge etc.) 
this field becomes available for you to enter in a beginning reference number. This field is not available if 
you have set the payment TYPE to Check. 

REVIEW BATCH PAY PAYABLES 

After selecting how you want the payables to be processed click SAVE in order to proceed. THE REVIEW 
BATCH PAY PAYABLES window will pop up to let you review the payment amounts. 

 

Click NO if you need to go back to the main payables screen to make changes. Otherwise, click YES to 
continue. 

The CONFIRM CHECK NUMBER TO USE window will prompt you for the starting check number. The 
default entry will be the next number in your firm’s check numbering sequence. To change the check 
number, click in the field and make the adjustment. 

If you want all future checks to continue from the assigned number, select the checkbox. Note that if you 
turn the checkbox off, you will be prompted for a check number as each check is processed. 

 

A total of all payables will be generated for each vendor when the checks are processed.  

Once Soluno has processed the checks it will instruct the user to OPEN or SAVE the PDF checks. The 
CHECK PRINTING pop-up window will ask you to confirm that the checks printed correctly. 
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It is important that you review the final checks before answering the Check Printing pop-up window.  

Selecting YES will complete the Batch Pay Payables process.  

Click NO if any checks were not printed correctly. Soluno will take you to a screen that lists all the checks 
printed. Select the checks you need to print again and then click OK to complete the process. 

 

 

PAYABLE REPORTS 

To learn about how to generate and view payable reports, consult the Reporting: Payables document. 
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