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TRUST IN DATA ENTRY  
In This Document: 

Learn how to enter receipts to trust accounts. 
Understand how to allocate receipts to one or multiple parties. 
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The Trust (IOLTA) Bank is where your trust receipts and checks are generated. The TRUST IN function in 
Soluno® is where any trust money is deposited to the Trust or IOLTA account. 

To navigate to the Trust In screen, click on the DATA ENTRY icon and then click on the TRUST IN tab. 

 

There are two sections on this screen. The first is the RECEIPT ENTRY portion at the top, and second is 
the RECEIPT ALLOCATION portion at the bottom of the screen. 

RECEIPT ENTRY 

 

The Receipt Entry section is where you will enter the information about the funds coming into the firm. 
We will now break down the different fields you will need to populate. 

BANK ACCOUNT: This field is where you select the trust account into which the funds will be deposited. 
Soluno allows for unlimited bank accounts. To select from a full list of available accounts, click on the 
field. 

  

Note: Bank accounts are controlled in SYSTEM SETTINGS. 
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DATE: This will display the date of the receipt entry. Soluno automatically defaults to the current date, 
but this can be manually changed by typing the date in or clicking the field to see a calendar.  

AMOUNT $: Enter the dollar amount of the trust receipt. 

TYPE: Under the Type heading, you will select how the firm is receiving money into the trust account. 
Options include Cash, Check, Bank Draft, Certified Check, EFT (Electronic Funds Transfer)/ Direct Deposit, 
Credit Card, Debit Card, and Interest. 

 

OPTIONAL FIELDS 

The next two fields show up optionally if selected in System Settings. 

ORIGINATING BANK: This field identifies the bank where the receipt was initiated.  

ORIG. CHECK#: Enter the check number from the originating bank here. 

RECEIPT #: This field allows you to use a numbering convention to track the receipts you have entered 
into the system.  

BANK BALANCE AND PROJECTED BALANCE: These two informational headings allow you to see the 
current balance for the selected bank account (Bank Balance), and the new balance after the receipt is 
processed (Projected Balance). 

Note: Depending on your security access level, bank balances may not be visible. 

CONTACT: If your receipt is coming from one of your contacts you can select it here. The RECEIVED 
FROM field to the right will become non-editable and will automatically populate with the contact’s 
name. In the case of a third party you may leave this field blank. 

If you wish to add a NEW CONTACT to the receipt you can click on the ADD CONTACT icon. 

    

To learn about adding new contacts, please review the Adding Contacts document.  
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RECEIVED FROM: If you identified a contact in the Contact field, the Received From field is not required. 
If you opted to leave the Contact field blank, enter the payee’s name here. 

MEMO: You can enter any notes regarding the receipt in this field. The content from this area will be 
automatically populated into the EXPLANATION column of the RECEIPT ALLOCATION section. 

RECEIPT ALLOCATION 

The receipt allocation section of the Trust In screen determines the file to which the trust receipt will be 
deposited. 

 

FILE: This is a required field because all trust entries must be associated with a file. You can search for a 
file using a file number, contact name, or file description. Simply click on the field, type in the information 
you have, and select the correct file from the suggested list. 
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To see the details about the selected file, click the INFORMATION icon beside the number in the field.  

 

After selecting the file, the contact number will appear in the CLIENT field, and the trust balance for this 
file and contact will populate the BALANCE field. 

Note: The balance in the field does not include the current entry, as it has not been saved. 

CLIENT: Enter the contact related to the file in this field. It will be automatically populated with the 
contact number associated with the selected file, or you can enter it manually. 

ACT CODE: This denotes the activity code associated with the entry. This is an optional field, however if 
an activity code is entered, the EXPLANATION field will automatically show the activity description 
associated with the activity code. 

 

EXPLANATION: This field contains any notes regarding the entry. Any information entered in the Memo 
field of the Receipt Entry section, as well as the description associated with a selected activity code will 
appear here as well. The activity code explanation will appear before the memo text in the field. Soluno 
will display the contents of this field on reports and invoices where applicable.  

AMOUNT: This column shows the dollar amount you wish to apply to the file. 
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APPLY A TRUST DEPOSIT TO MULTIPLE FILES 

The allocation section allows you to distribute the total amount of a trust deposit between multiple files. 

In the following example there are two separate files that will receive funds from a settlement with ABC 
Insurance.  

 

Notice that the total amount is tracked at the bottom of the Receipt Allocation screen. If the total amount 
of the allocations does not equal the AMOUNT $ defined in the RECEIPT ENTRY section, you will not be 
able to save the receipt.       
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To remove one of the allocations of the receipt, click on the DELETE icon at the far right of the allocation.

 
 

FINISHING UP 

Once the receipt has been fully allocated, click the SAVE button. The receipt will be saved as long as the 
allocated amount equals the Amount $ field in the Receipt Entry section. 

 

You also have the options to CANCEL and PRINT RECEIPT to be handed to the client. 
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