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TIMER TOOL 
In This Document: 

How to use the Timer Tool. 
Filling in the quick Time/Fees entry window. 

Setting up Firm Tasks. 
Processing options for quick time entries. 
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USING THE TIMER TOOL 

The TIMER TOOL feature in Soluno® is an easy way to keep track of time spent on a particular task. 

 

To start the timer, click into the TIME BOX directly to the right of the stopwatch symbol. The timer will 
run while you concentrate on your work. 

 

If you click the time box again, you will be presented with three options; PAUSE, SAVE, and RESET. 

 

Whenever you want to suspend timing, click PAUSE. Resume the timer by clicking the time box again and 
hitting RESUME. The RESET option resets the timer back to 0:00:00. Once the task is completed, and you 
want to record the time spent, click on SAVE to save the entry. 
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QUICK ENTRY TIME / FEE WINDOW 

Once the save option has been selected, the Time/Fee entry window appears, where you can apply the 
time recorded to a particular file or firm task. You can also choose to add it to your timesheet to be fully 
filled out later. Let’s walk through the different fields in this window. 

 

DATE: This field contains the date that the time was recorded. The default is the current date, however 
this can be changed by clicking on the field and either typing the date or double-clicking to select from a 
calendar.  

FILE: To assign the recorded time to a file, begin typing in the file number, contact name or file 
description, and choose from the drop-down list that appears. 

FEE EARNER: To change the fee earner click into the field and select from a full list of fee earners. 

TASK: Select the appropriate client related TASK CODE for the entry or select a FIRM TASK (that does not 
require a file). 

ACT CODE: 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. 



 

3 

 

EXPLANATION: Here you can add any details about the time entry or the task performed. 

HOURS: This field will already be filled out based on the time from the TIMER tool. 

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 in manually. If you are sending this to 
your timesheet to be filled out later, you can leave it blank. 

AMOUNT: Enter the dollar amount to be billed for the entry. 

Note: The amount field will automatically be calculated by the Hours x Rate. This can be 
overridden if required. 

HOLD: Select this button to place this entry on Hold. The entry will not be eligible to be billed until the 
hold is removed. 

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

ENTRY OPTIONS 

Now that the quick entry window has been completed, Soluno offers several options to process the entry; 
SAVE, RESUME, ADD TO SHEET, and CANCEL. Let’s break down each of these choices. 

SAVE: Click on the SAVE button to save the entry. If the entry is client-related, a file number and task 
code must be entered. Soluno will automatically post the entry to the file’s client ledger. If the entry was 
to a firm task which does not require a file number, the Save option will also be available. 

If you attempt to save a quick entry for a firm-related task without an appropriate firm task code, you will 
receive the following message: 

 

CANCEL: Only select this option if you want to cancel the entry. 

ADD TO SHEET: You will be able to view the time entry in the current TIME/FEES SHEET. To view your 
current Time/Fees Sheet, navigate to ADD ENTRIES → TIME/FEES. 

RESUME: Click on this button if you want to continue to track time with the timer. 

Note: Soluno will remember all information entered on the Quick Entry screen until you SAVE the 
entry or CANCEL. 
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Notice the first and third entries still require a file number. Any missing information can be entered and 
saved directly onto the Time/Fees screen. 
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