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FUND TRANSFERS 
In This Document: 

Learn about the different types of fund transfers within Soluno®. 
Understand how to correct transfers. 
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The following transfers are available in Soluno: 

• Operating Bank File to File 
• Operating Bank to Operating Bank 
• Operating Bank to Trust Bank 
• Trust Bank File to File 
• Trust Bank to Operating Bank 
• Trust Bank to Trust Bank 
• Correcting Transfers 

If you need to transfer funds within Soluno, go to ADD ENTRIES and then select the TRANSFER tab. 

 

The top section of the screen is where you enter all relative information regarding the transfer. It is also 
where you decide which types of bank accounts are involved. 

 

DATE: When you want the transfer to occur. 

AMOUNT $: The amount of funds being transferred. 

FROM ACCOUNT: Which account the funds are coming from. By clicking into the box, you will see all the 
Operating and Trust accounts available for the transfer. 

Once an account is selected you will see the bank balance and projected balance just below the account 
field. 

 

BANK BALANCE AND PROJECTED BALANCE: These two informational headings display the 
current balance for the selected bank account (Bank Balance), and the new balance after the transfer is 
processed (Projected Balance). Note: This may not be visible depending on security settings. 
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TO ACCOUNT: Select the account which will receive the transferred funds. Again, if you have the 
required security settings, you will see the bank balance and projected balance just below the account 
field. 

Note: Select the same account as the FROM ACCOUNT if you are transferring file to file without 
switching bank accounts. 

TYPE: Depending on the type of transfer, the type field may be auto-populated or deactivated. If not, 
select the nature of the transfer (Cash, Check, EFT, etc.) from the drop-down list. 

 

CHECK #: The number used for the entry. Numbers may vary depending on the type of entry. 

  

OPERATING BANK: FILE TO FILE 

This transfers a retainer balance from one file to another. To do this select the operating bank where the 
funds are currently stored for both the FROM and TO ACCOUNT fields. 

 

The Type field is auto filled with OTHER and is not able to be edited. 

After selecting the account, go to the TRANSFER FROM section. Here you will enter the FILE number 
which will auto-populate the CLIENT field. To select the file number start typing the number, name, or 
description of the file you want to transfer from. 
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Once a file has been selected the FILE/CLIENT ACCOUNT BALANCE will show you how much is available 
in the file and bank account to transfer. 

MEMO: Enter any notes regarding the transfer here. This content may also appear on certain reports and 
invoices. 

INTERNAL NOTES: If there is information about the transfer that you do not want the client to see, write 
those notes in this section. 

The TRANSFER TO section specifies the account to which the funds will be transferred. Enter the FILE 
number, and the Client field will automatically fill with the corresponding information. If you wish, you 
can make the MEMO and INTERNAL NOTES mirror the information from the previous section by turning 
on the SAME AS ABOVE checkbox.  
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Since the file in the example above has an AR balance, the AR information is displayed in the transfer 
window with a selection button to review the outstanding invoices. By clicking on the SELECT INVOICES 
button you can select any outstanding invoice to be paid by the transferred funds. Any unallocated funds 
remaining after you have paid your desired invoices will become a retainer in the Transfer To file. 

 

Once the transfer has been completed you can save it by clicking the SAVE button on the bottom left of 
the screen. You also have the option to CANCEL the transfer if needed. 

 

The CHECK MGT (MANAGEMENT) field is deactivated because the transfer is within the same account 
and no check will be generated. 

OPERATING BANK TO OPERATING BANK 

This moves Operating funds from one bank account to another. To start, select the operating bank that 
the funds are originating from (FROM ACCOUNT). 

 

Then select which Operating Bank you want the funds to be transferred to (TO ACCOUNT). 
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Select the TYPE of transfer this is going to be using the dropdown menu. Soluno will automatically default 
to EFT (electric funds transfer). 

 

Soluno will automatically generate a CHECK # based on your preferences, but you adjust the entry if you 
wish. 

  

To process the transfer, click the SAVE button on the bottom left of the screen. You also have the options 
to CANCEL the transfer if needed. 

 

The CHECK MGT (MANAGEMENT) field selects how the check will be processed. 

 

 

• RELEASE/PRINT NOW: Processes the check and prints it, prompting you for a check number. 
• RELEASE/PRINT LATER (BATCH CHECK): Processes the check but saves the entry to be 

processed in a batch printing later. 
• RELEASE/NEVER PRINT: Processes the check but will not create the image to be printed (EFT, 

Certified check, Bank Charge are entry types which would not require a printed check). 
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OPERATING BANK TO TRUST BANK 

This moves funds from an operating account to a trust bank account. To start, select the operating bank 
where the originating funds are coming from (FROM ACCOUNT). 

 

Then select the trust account which you wish the funds to go to (TO ACCOUNT). 

 

Select the TYPE of transfer this is going to be with the dropdown menu. Soluno will default to EFT 
(electronic funds transfer). 

 

When this is selected, the CHECK # will be assigned.  

Next you need to fill out the TRANSFER FROM section to identify the file and client being associated to 
the trust account. 

  

FILE: This is a required field as all trust entries must be associated to a file. You can type in the file 
number, client name or file description to start a search. 
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When a file has been selected the FILE/CLIENT ACCOUNT BALANCE will show you how much money is 
available for transfer in the file and bank account. 

To process the transfer, click the SAVE button on the bottom left of the screen. You also have the options 
to CANCEL the transfer if needed. 

 

The CHECK (MGT) MANAGEMENT field determines how you want the transfer to be processed. 

 

• RELEASE/PRINT NOW: Processes the check and prints it, prompting you for a check number. 
• RELEASE/PRINT LATER (BATCH CHECK): Processes the check but saves the entry to be 

processed in a batch printing later. 
• RELEASE/NEVER PRINT: Processes the check but will not create the image to be printed (EFT, 

Certified check, Bank Charge are entry types which would not require a printed check). 

TRUST BANK: FILE TO FILE 

This moves trust balances between two files within a contact. To start, select the trust bank where the 
originating funds reside for both the FROM ACCOUNT and TO ACCOUNT fields. 

 

The TYPE field will be automatically set to ‘Other’ and will not be editable for this transfer since the funds 
are not leaving the originating account. 

 

Next, complete the TRANSFER FROM section. First, enter the FILE number the funds are transferring 
from by typing the number, name, or file description. Once selected, Soluno will auto-populate the 
CLIENT field with the contact related to the file. 
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Once a file has been selected the FILE/CLIENT ACCOUNT BALANCE will show you how much is available 
in the file and bank account to transfer. 

MEMO: Enter any notes regarding the transfer here. This information will also be displayed on certain 
reports and invoices. 

INTERNAL NOTES: If you would like to enter notes regarding the transfer that you do not want to be 
displayed to the client, enter that information here. 

 

Enter details about where the funds are being moved to in the TRANSFER TO section. Begin with setting 
the FILE by either typing the number, name, or file description. Soluno will auto-populate the CLIENT 
field with the associated contact once the file is selected. 

 

You also have the option to add an external MEMO or INTERNAL NOTES to the Transfer To section. If you 
would like the information here to match the notes in the Transfer From section, select the SAME AS 
ABOVE checkbox.  

Note: If the selected file has an AR balance, the balance will be displayed and you will have the 
option to review the outstanding invoices. Click the SELECT INVOICE button to select any 
outstanding invoices you want to pay with the transferred funds. 

When the transfer is ready to be processed you can save it by clicking the SAVE button. You also have the 
options to CANCEL the check if needed. 
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The CHECK MGT (MANAGEMENT) field is deactivated because no check needs to be generated with this 
transfer. 

TRUST BANK TO OPERATING BANK 

To transfer funds from a trust bank account to an operating bank account, begin by selecting the trust 
bank where the originating funds are coming from (FROM ACCOUNT). 

 

Then select the operating account where the funds are to go to (TO ACCOUNT). 

 

Select the TYPE of transfer using the dropdown menu. Soluno will default to EFT (electronic funds 
transfer). 

  

The CHECK # will be assigned based on your check numbering preferences. 

For this type of transfer, you are required to fill out the TRANSFER FROM section and only some of the 
TRANSFER TO section. The process is like the previous transfers we have discussed. 
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TRUST BANK TO TRUST BANK 

This is when you need to move trust funds from one trust bank account to another. To do this select the 
trust bank where the originating funds are coming from (FROM ACCOUNT) and going to (TO ACCOUNT). 

 

Select the TYPE of transfer this is going to be with the dropdown menu. Soluno will default to EFT 
(electronic funds transfer). 

 

Once this is selected and the Check # is assigned to the entry you are ready to assign a file to the transfer. 

For this type of transfer, you will only need to complete the TRANSFER FROM section. The TRANSFER TO 
section will be deactivated and will not be editable. 

The process for completing this transfer is like the other transfers we have explored. 

CORRECTING TRANSFERS 

If you need to correct a transfer, navigate to VIEWS AND REPORTS → BANKING → TRANSFER. 

 

By selecting the view on this report screen you can select a report to match the transfer you wish to 
correct. TR standing for trust, and OP is Operating. 
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Select the view, put in a START DATE and END DATE that will includes the transfer you wish to correct. 
You can also filter by the bank account involved using the BANK ACCOUNT option. Select the GENERATE 
ICON located at the bottom of the report screen. 

 

The report will display a list of entries matching the search. 

  

Double-click on the entry that needs to be corrected or select the EDIT ICON to adjust the report.  

 

If you have chosen to edit the entry the transfer screen will come up. Make the desired changes, and then 
click SAVE to finalize the changes. 
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If you just want to remove an entry click the DELETE ICON at the far right of the desired row. 

  

Note: Soluno will not allow any changes if the transferred funds have already been on an invoice 
or in a reconciled month. 
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