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QUICK ENTRY 
In This Document: 

Learn how to use the Quick Entry Tool. 
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THE QUICK ENTRY TOOL 

The QUICK ENTRY TOOL in Soluno® is useful if your firm needs to enter a time/fee or expense entry at a 
moment’s notice (ex. a walk-in client) and there is no time to fill out the time or expense entry fully. 

The QUICK ENTRY ICON can be found on your main tool bar. 

    

 

Clicking the icon opens the Quick Entry screen, where you can enter the specifics of your work. There are 
two options for a quick entry; TIME/FEE, and EXPENSE. We will explore both of these tabs next. 

 

QUICK TIME / FEE ENTRY 

The TIME/FEE option allows you to quickly enter a task which can be applied to a file; a firm task; or 
added to your timesheet to be completed later.  

 

Important/required fields are marked with a red underline beneath the column heading. Let’s break 
down the different fields shown on this screen. 

DATE: Soluno automatically populates this field with the current date. This can be changed by clicking on 
the field and either typing the date or select a date from a calendar.  

FILE: If you know the file to which the work will be assigned, type in the file number, contact name, or file 
description and select from the drop-down list. 

FEE EARNER: In quick entry, the default fee earner will be your user information (if you are also a fee 
earner). Alternatively, you can click into the field and select from the list of fee earners. 



 

2 

 

 

TASK: This is the only required field for a quick time/fee entry. You can choose a standard task or select a 
FIRM TASK (a task that does not require a file). 

FIRM TASKS 

There are times when fee earners must perform tasks for the firm which need to be tracked in 
productivity reports but not applied to a file.  

To create a FIRM TASK, go to ADMINISTRATOR SETTINGS → RATES/CODES → TASK CODES. 

 

To add a firm task, click on the ADD button at the bottom left of the TASK CODE screen. Then proceed to 
create a task by filling out the NAME, DESCRIPTION, and EXPLANATION. When you get to the TASK 
CATEGORY field, click in it to see the list of available categories. Select FIRM from the list. 

 

After all the fields are filled in, save the task code. 

To learn more about task codes, review the Task Codes document. 

ACT CODE: Activity Codes are shortened formats of explanations used for time, expense, and trust 
entries. The activity code allows you to assign an activity to the time entry either by typing it in or 
selecting from a drop-down list. 
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EXPLANATION: You can enter details about the time or fee entry in this field. These explanations will 
appear on Soluno reports and on generated invoices. 
 
WORKING HOURS: This field contains the amount of time spent working on a task, for productivity 
purposes and can be viewed on productivity reports.  

Note: This field is optional and is turned on in ADMINISTRATOR SETTINGS → FIRM → SETTINGS 
→ FEATURES→ENABLE WORKING HOURS. 

BILLABLE HOURS: This field contains the amount of time assigned to the work which is to be billed. 

 Note: If this is a flat fee entry, use Zero for Hours/Rate and only fill in the amount. 

RATE: If a file has been associated with the time entry, the default rate for the designated fee earner will 
appear. If a file has not yet been assigned you will need to fill this out manually. If you are sending this to 
your timesheet to be filled out later, you can leave it blank. 

AMOUNT: The amount field will automatically be calculated by the Hours x Rate. 

Note: This can be overridden if required. To do so enter the dollar amount to be billed for the   
entry. 

INTERNAL NOTES: Here you can write any notes that you want associated with the entry. These will not 
appear on any invoice or other client communication. 

TIME / FEE OPTIONS 

Now that the quick time/fee entry window has been filled out, you have several options for processing 
the entry; SAVE, CANCEL, and ADD TO SHEET.  

SAVE: Click on this to save the entry. If the entry is for a firm task, a file number is not required. However, 
if the entry is client-related, a file number and customer task code must be entered. Soluno will 
automatically post the entry to the file’s client ledger. 

If you attempt to save a time/fees quick entry for a client-related task without a file number, you will 
receive the following message: 

 

CANCEL: Only select this option if you want to cancel the entry. 
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ADD TO SHEET: If you want to assign the quick entry to a file at a later time you can click on the ADD TO 
SHEET option. Soluno will post the entry to the current TIME/FEES sheet so that you can move on to 
another task. Below is an example of quick time entries which were sent to the Time/Fees sheet via the 
Add to Sheet button.  

 

Notice the first and third entries both have all the information required except for a file number. On the 
Time/Fees sheet you can enter the file number associated with each entry so that the entries can be 
saved. 

 

QUICK EXPENSE ENTRY 

The EXPENSE tab allows you to quickly enter a non-cash client cost which can be applied to a file 
immediately; or added to your expense sheet to be completed later.  

 

There are two required fields when you use the Quick Entry Tool to enter an expense; FILE and GL ACCT 
(General Ledger Account). They are distinguished by fields underlined in red. Let’s examine all the data 
entry fields available in this tab. 
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DATE: The quick entry function will default this field to the current date. This can be changed by clicking 
on the field and either typing the date or selecting from a calendar.  

FILE: If you know the file to which the work will be assigned, enter the file number, contact name, or file 
description and choose the correct file from the suggested list. 

ACT CODE: Activity Codes are shortened formats of explanations used for time, expense and trust 
entries. They are often required for eBilling files in conjunction with expense codes. The Activity Code 
field allows you to assign an activity to the expense entry, either by typing it in or selecting from a list. If 
the selected activity code has a general ledger account assigned to it, this information will automatically 
populate into the GL ACCT field. 

EXPLANATION: Here you can enter details about the expense entry. These explanations will appear on 
Soluno reports and on generated invoices.  

QUANTITY AND RATE: Optional:  Enter the quantity and rate and amount will auto fill (Qty x Rate). 
Some Act Codes have auto set for Qty and Rate.  

Note: To turn on Quantity and Rate option, go to ADMINISTRATOR SETTINGS → FIRM → 
SETTINGS → FEATURES and ENABLE QUANTITY X RATE CALCULATIONS. 

AMOUNT: Enter the dollar amount of the expense. You can keep the expense amount as zero and enter 
it later from your EXPENSE SHEET. 

GL ACCT: This field contains the General Ledger account to which you want to post the expense. This 
field will be automatically populated if you have entered an Act Code with an associated GL Account. 
Alternatively, you can enter the account manually by clicking into the field and selecting from a drop-
down list, or by typing in the account you want. 

INTERNAL NOTES: Here you can write any notes which you want associated with the entry. These will 
not be shown on an invoice or any other client communication. 

EXPENSE OPTIONS 

Once you have filled out the File and GL Acct fields you can either click SAVE to send the expense directly 
to the file, CANCEL if you do not want to record the entry, or ADD TO SHEET if you need to fill in 
additional information. 

If you select ADD TO SHEET, you will be able to view the expenses in the current EXPENSE SHEET. To 
view your current Expense Sheet, navigate to ADD ENTRIES → EXPENSES. 
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In the following example we have entered two expenses to files that do not have an AMOUNT associated 
with them. You can leave the amounts blank if necessary, but normally you will want an expense entry to 
have a value if it is being billed against a client.  

 

In your Expense Sheet, you can enter the amounts and process the expenses against the files. You can 
even expand on the explanation if you wish. 
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