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OPERATING OUT 

In This Document: 
Learn how to enter new checks. 

Understand how to allocate checks to one or multiple locations. 
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OVERVIEW 

The Operating Bank (General Bank) is where the day-to-day receipts and checks are generated. The 
OPERATING OUT function in Soluno® allows you to enter any non-trust money that is going out of the 
firm. 

To navigate to the Operating Out screen, select DATA ENTRY → OPERATING OUT. 

 

CHECK ENTRY 

There are two sections of the Operating Out screen; the CHECK ENTRY area at the top and the CHECK 
ALLOCATION section at the bottom. 

The Check Entry section is where you will enter the information about the funds going out of the firm. 
Let’s explore the different fields involved in this section. 

 

BANK ACCOUNT: This field is where you can select the operating account from which the funds should 
be taken.  

Click in the Bank Account field and select the account from the dropdown list. If you know the name or 
any related information about the account you wish to use, you can also begin typing in the field and 
Soluno’s auto-fill will display accounts that match your search.  
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DATE: Enter the date of the transaction. You can type in the date or click on the field to select from a 
calendar.  

AMOUNT $: Enter the amount of the check that is being paid. 

TYPE: This field allows you to choose the format of the payment. By clicking in the field, you can select 
from a list including Cash, Check, Bank Draft, EFT (Electronic Funds Transfer), and Credit card. 

 

REFERENCE: This is an optional field which can be used as a reference if the firms requires an additional 
field for information on funds going out. 

CHECK #: This field displays a numbering convention to help track the checks which have entered. It is 
automatically populated based on the type of payment selected in the TYPE field.  

Note: You can manually change the Check # for certain types of transactions, except for printed 
checks. You will only be able to change the check number once the printed check has been saved. 

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

CONTACT: If the check is being paid out to one of your contacts you can select them here. Since the 
contact is known to Soluno, the PAYEE field to the right will be updated automatically with the contact’s 
name and will not be editable. 

Note: If you wish to add a new contact, click on the ADD CONTACT icon and fill in the contact 
information. 

  

To learn more about adding Contacts, review the Adding Contacts document. 
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PAYEE: This field contains the name of who the check is made payable to. Note that if a check is not 
made payable to a contact, you can enter the payee as required. 

MEMO: This area is where you can enter in any notes pertaining to the check. 

CHECK ALLOCATION 

The check allocation section of the Operating Out screen determines where the entry will be posted. 

 

PAYABLE INVOICE: This field is used when paying a payable in Soluno. If the Contact is a vendor, you can 
see details about outstanding payables by clicking on the DETAILS icon beside the Contact number.  

  

This will display the list of invoices available to be paid (pictured below). 

 

Note:  Further information about Payables will be covered in the Accounts Payable document.  
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FILE: If the check is a client advance on behalf of a specific file, enter the file to which this advance 
applies.  

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. Auto-fill will display a drop-down list of files to choose 
from. 

To see the details about the file you have selected, click the INFORMATION icon beside the number in 
the field. 

 

ACT CODE: This field contains the activity code you want to associate with the entry.  

Note: The activity code may alter the GL account.  

 

EXPLANATION: Any notes regarding the entry can be entered here. The explanation will be displayed on 
Soluno reports and invoices where applicable.  

Note: The details of the associated Act Code plus any information from the Memo field in the 
Check Entry section will be displayed in this field.  

 

AMOUNT: Enter the amount you wish to apply to a file, payable, or GL account (in the case of a firm 
check). 

GL ACCT: This contains the general ledger account associated with the entry. 

• When entering a firm check, the activity code determines which GL account is used. 
• If you choose not to use an activity code, or no GL account is associated with the Act Code, you 

will need to manually select a GL account from a drop-down list. 
• If the outbound funds are a client advance, the GL Account field will be deactivated as Soluno 

always posts client disbursement checks to the 1210.hard GL Account. (5010.hard for cash-based 
accounting). 



 

5 

 

 

If you are not sure which account to apply the entry to, please contact your bookkeeper, admin, or 
accountant.  

BREAKING OUT A CHECK 

In the CHECK ALLOCATION area, you can distribute a check to multiple recipients. Whether they are 
different contact files, payables (which you can learn about in the Accounts Payable document), or GL 
accounts. In the example below, a check for $150.00 is being created. Some of the check is applied to a 
file as a cost, while the other portion is for a firm expenditure. 

 

Notice that the total of the check is tracked at the bottom of the allocation section, and the funds out on 
behalf of the client has deactivated the GL Acct field. 

To remove one of the allocations of the payment click on the DELETE icon at the far right of the row. 

  

Once the check has been fully allocated, you can save it by clicking the SAVE button on the bottom left of 
the screen. The save button will only activate once the allocated amount is correct. You also have the 
option to cancel the check if needed. 
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CHECK MANAGEMENT 

The CHECK MANAGEMENT (CHECK MGT) field allows you to choose how you want the check to be 
processed. 

 

REQUEST: If the administrator has set up the Request and Release function for all outbound 
expenditures, select REQUEST to place the check in queue for release.  

REQUEST/PRINT REQUEST: Puts the check Request in queue for release and creates a copy of the 
request. 

Note: For more information about setting up the Request and Release feature, please refer to the 
Administrator Settings: Firm document. 

RELEASE/PRINT NOW: This option processes the check and prints it, prompting you for a check number. 
Make sure the check number corresponds to the next available preprinted check. 

RELEASE/PRINT LATER (BATCH CHECK): Select this option to process the check immediately but save 
the entry to be printed in a batch at a later time. 

RELEASE/NEVER PRINT: This option processes the check but will not create the image to be printed 
(hand-written checks, EFT, Certified check, and Bank Charge are entry types which would not require a 
printed check).  

Note:  A check number must be entered prior to saving the entry. 

 

Once you have made your selection, click SAVE to finish or CANCEL to abort the entry. 
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