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ENTERING TIME & FEES 
In This Document: 

Explore each column of the data entry sheet in Soluno®. 
Learn how to create a Time/Fee entries. 
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ENTERING TIME / FEES 

To begin a Time/Fee entry in Soluno click on the DATA ENTRY ICON located on the main tool bar.  

 

The first tab on the far left is the TIME/FEES tab. This tab will display a blank entry line for you to start 
entering your firm’s time and fees.  

 

Navigating the timesheet screen: 

CHECKBOX  

The first column on the left of the data entry screen is the SELECTION CHECK BOX. This allows you to 
select which of the time entries on the Timesheet you want to post to your files at this time.  

• A bold checkmark means you have selected the entry to be posted to files. 
• A greyed-out checkmark means the entry will not be posted. 

 

Click the checkmark in the column header to select all entries at once. 
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Once you have selected all your desired entries, click on the SAVE button in the bottom left corner of the 
entry sheet. 

 

If you want to clear the sheet of all the entries, click on the RESET button. Proceed with caution, you will 
be warned that all your work on the sheet will be removed. By clicking YES, the time sheet will be cleared. 

 

TIMER  

You can track your actual time as it occurs directly from the data entry sheet. The timer column in the 
data entry sheet displays a STOPWATCH ICON which will turn green and start the timer when selected.  

   

To pause the timer, click on the field again and the stopwatch icon will turn red.  

  

You can activate and switch between multiple timers at once if you are multitasking with different files or 
clients. 
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When activated, the timers will automatically update the hours column depending on the rounding 
option that was configured in system settings. 

DATE  

The date column is located to the right of the Timer column and is where you can enter the date of an 
entry. 

  

The default date of time entries will be taken from the system date. 

  

You can manually change the date of an entry by either double-clicking in the field to bring up a calendar, 
or by typing it in one of the following formats:  MTH ## or MM/DD  

Note: The year will default to the current year. You only need to enter year if it is not the current 
year. 
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FILE  

This column is where you select the file to which the time entry will be posted. 

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. The client name will auto-fill once a file has been 
selected. 

  

Once a file number is selected you will notice an INFORMATION ICON beside the number in the field. 

 

Click on this icon to see details about the file you have selected.  
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FEE EARNER  

This field is where you enter which fee earner is associated with the entry. 

TASK  

The task column denotes which task has been performed. If no special task is associated with the fee earner for the file, 
the system will default to BW (billable work). For eBilling files, select the corresponding ABA codes for the task, such as 
B110, L120 or P200. 

WORKING HOURS 

This column is optional for tracking working time vs billable time. For instance, a fee earner might work 
for 5 hours but only bill for 3 hours. The working hours can be tracked with reports. In order for this to 
occur, the feature must be turned on in firm settings by going to ADMINISTRATOR SETTINGS → FIRM → 
SETTINGS → FEATURES. 

 

Select the ENABLE WORKING HOURS checkbox to invoke this feature. 

This column shows the amount of time spent on the task. If you are using a timer for the entry it will post 
the time in increments as specified in your ADMINISTRATOR SETTINGS. 

To adjust how the hours column displays time entries go to ADMINISTRATOR SETTINGS → FIRM → 
SETTINGS → FEATURES. 
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You can set your time entry page to display time in hours and minutes, or as a decimal. 

 

Note: Working and billable hours use the same setting. 

BILLABLE HOURS 

This column shows the amount of time spent on the task. If you are using a timer for the entry it will post 
the time in increments as specified in your ADMINISTRATOR SETTINGS. 

To adjust how the hours column displays time entries go to ADMINISTRATOR SETTINGS → FIRM → 
SETTINGS → FEATURES. 
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You can set your time entry page to display time in hours and minutes, or as a decimal. 

 

Note: Working and billable hours use the same setting. 

RATE  

The column displays the hourly rate that will be used with this entry. A default is provided based on the 
fee earner, the task, and the RATE GROUP associated with the file. However, this can be overridden at 
the time of entry, if required. The rate groups are created by your administrator. 

This column displays the rate specified in the RATE GROUP associated with the FEE EARNER that is 
attributed to the entry.  

The Rates that are used with the file are determined in the FILE MANAGER → GENERAL. This is where 
the Rate Group is selected. 

 

The amounts of the Rate Group for your Fee Earners are set in ADMINISTRATOR SETTINGS → 
RATES/CODES → RATE GROUPS.  
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AMOUNT  

This column shows the amount entered for the fee entry, or the calculation of the number of hours 
multiplied by the rate. 

ACT CODE (ACTIVITY CODE)  

Activity Codes are shortcuts to typing explanations for time, expense and trust entries. They are often 
required for eBilling files in conjunction with Task codes. Soluno will automatically populate the 
explanation column with the corresponding ACT CODE description.  

 

EXPLANATION  

The explanation field is the final column. Here you can enter details about the time or fee entry. These 
explanations will appear on Soluno reports and generated invoices.  

FEE ENTRY  

Now that we’re familiar with each column, we can understand the Time/Fee entry process.  

FEES VS TIME ENTRY 

There are two ways to charge for your services; flat fee entry and time entry. The method your firm 
chooses will depend on how your clients are billed. In Soluno, you can enter both from within your time 
entry screen.  

FEE ENTRY: This is used for flat-rate charges. To enter a Flat Fee, change Hours to 0, Rate to 0.00 and 
enter the flat fee amount in the Amount field.  

TIME ENTRY: This is used when there is a specified rate that is multiplied by the amount of time spent on 
an entry. In this instance, both the time and the rate fields are important because they act as multipliers 
to determine the final amount. 
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Ex. Person X has a rate of $50/hr and worked for 3 hours. Therefore Amount = $150.00 

For a fee entry, fill every column except for the time fields (either the timer and/or hours columns). The 
default rate for the fee earner will appear but will not impact the amount you enter in the Amount field. 
You can change the rate to match if you wish. 

 

• At the bottom of the screen you will see the totals for the time and fees entered both in hours 
and amount. 

 

• Once entries have been entered, use the CHECKBOX COLUMN to determine which ones you 
wish to post and click on the SAVE button. 

To remove all the entries for your current time/fee entries, you can click on the RESET button to the 
right of the SAVE button. When clicked, Soluno will display a warning message before you can 
continue. 

 

 A single time/fee entry can be deleted by clicking on the trash can icon at the right side of the entry. 
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DISPLAYING / HIDING COLUMNS 

This grid of entries can be customized by the user. Columns can be shown or hidden by clicking on the 
three stacked lines in the top right corner of the grid. 

 

This will open a list of columns which can be selected/deselected to appear on this grid. 

   

When a specific column is clicked, a check mark or an X will appear indicating whether or not that column 
will be displayed. 

Note:  The selections pertain to the current user only; they are not system-wide. 

REPORTS 

You can review your time entries by referring to either the CLIENT LEDGER REPORT or the TIME LISTING 
REPORT. 
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