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CLOSE FILES 
In This Document: 

The “Close File” functionality is outlined. 
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 OVERVIEW 

The Closing (Archiving) Files and Contacts functionality in Soluno will essentially just hide previously 
completed case files and client information from day-to-day processing and reporting lists.  The 
understanding is that typically firms will “close out” a file, after ensuring everything has been well 
documented and paid in full.  At that point the file can be archived for a legally defined time.  

WHO CAN CLOSE A FILE? 

Admin Users can close a file and those with security settings of Edit & Delete in Contacts and Case Files.  
You must assign the Edit and Delete functions in both Contacts and Case Files section depending on 
what items you want users to be able to close. 

 

ADMIN SETTINGS UPDATES 

Admin -> Firm -> Settings tab -> File.  Closing Files Section. 



 

2 

 

CLOSING FILES 

You now have several options available to control how closing files will work. 

ALLOW FILES TO BE CLOSED WITH UNBILLED TIME/FEES: Check this option if you want to allow 
your staff to be able to close a file that still has unbilled time or fees on the file. 

DEFAULT FORMAT FOR CLOSED FILE NUMBERS: Determine if a closed file number is generated, if 
you prefer to add a closed file number manually or just use the existing file number as the closed file 
number.   

 

WHEN CLOSING A FILE, PRINT THE CLIENT LEDGER: Determine if you would always like to print a 
client ledger when closing a file, never print, or ask the user whether the client ledger should print. 

 

CLOSE CONTACT WHEN CLOSING LAST FILE: You can have Soluno automatically close the contact 
when the last file for that contact has been closed. 

WHEN REOPING A FILE, ALWAYS ASK FOR A NEW NUMBER: This option lets you decide whether 
you would like to assign a new file number to a reopened file or use the original file number that was 
assigned when the file was closed. 
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CLOSE BUTTON 

Bottom-right corner of the File Manager or Contact Manager screen. 

 

CLOSING 

Please review the options in the Closing Files section of the Admin Settings.   

The ability to mass close or mass open files is not available yet.  There is no log in the Audit Trail for the 
closed activity.  However, it is on the roadmap for future enhancements.    

 

 

CLOSE FILE BUTTON 

1. Click on the Contacts and Files Icon 
2. Click on the File Manager tab and display the file 
3. Click on the Close File button in the bottom right 
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A Close File sub-screen will be displayed.  Depending on the options that were saved in the Admin 
Settings (Closing Files section), this screen may be slightly different. 
The only mandatory entry is the Closed File #.  Enter the other information as needed. 
Press OK to close the File. 

 

CLOSE CONTACT BUTTON 

1. Click on the Contacts and Files Icon 
2. Click on the Contact Manager tab and display the Contact 
3. Click on the Close Contact button in the bottom right 

 
 
A Close Contact sub-screen will be displayed with a confirmation prompt. 
Press Yes to close the Contact. 
 

ERROR MESSAGE WHEN TRYING TO CLOSE 

When clicking on the Close button at the bottom right of File Manager or Contact Manager, Soluno may 
display an Error sub-screen.  Follow the steps below to identify the specific reason the File or Contact 
cannot be closed.   
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CLOSE FILE ERROR 

File was unable to be closed. 

Note:  We will be adding a specific description of why the file cannot be closed in a future release. 

Review the file to see if any of the following conditions exist on the file.  A file needs to meet the 
following criteria to be closed in Soluno. 

 

 
1. There can be no unbilled expenses (unbilled recoverable) 
2. There can be no unbilled time/fees (This is based on the system settings - if selected, the entries 

must be in a closed period). 
3. The file can not have an operating retainer Balance 
4. The file can not have an A/R balance 
5. The file can not have a trust balance 
6. All entries on the file must be in a closed GL period. 
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CLOSE CONTACT ERROR 

Contact was unable to be closed. 

 

Review the contact to see if any of the following conditions exist.  A contact needs to meet the following 
criteria to be closed in Soluno. 
 

1. No assigned open files (including split bills assigned to the contact) 
2. Cannot have child contact 
3. If this is a Vendor contact, it cannot have any outstanding payables 
4. Not assigned as a Role on an active file (File Manager - Additional Contacts section) 
5. Contact not cc’d on any active contacts or files 

 

REPORT AND REOPEN CLOSED FILES 

A list of closed files can be viewed by running the Closed Files report (in REPORTS -> CONTACT -> 
CONTACTS TAB) or clicking on the Reopen button in File Manager or Contact Manager. 

LIST OF CLOSED FILES 

REPORTS -> CONTACT -> CONTACTS TAB 

 
Click on the drilldown icon to display the Reopen screen. 
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REOPEN A FILE BUTTON 

CONTACTS AND FILES -> FILE MANAGER TAB 

In the bottom right of the screen click on the Reopen a File button. 

  
A new screen will be displayed.  Search for the file, find it in the list, display it on the screen, and click 
the Reopen button in the bottom left. 

If the contact for the file was also closed an error message will be displayed. 

Unable to reopen file.  Error: Cannot reopen with closed contact. 

 

Please Reopen the Contact first and then reopen the file. 

REOPEN A CONTACT BUTTON 

CONTACTS AND FILES -> CONTACT MANAGER TAB 

In the bottom right of the screen click on the Reopen a Contact button. 

  
A new screen will be displayed.  Search for the Contact, find it in the list, display it on the screen, and 
click the Reopen button in the bottom left. 
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FAQ 

 

Does the contact number change when they are closed? 

Contacts numbers do not change when they are closed.   

 

Can you edit the number or other information on a closed file? 

When you close a file there is no way to edit information without reopening the file, making the edits, 
and reclosing it.    

 

Can I enter a new close file number? 

Depending on the global settings, you may have your close file number set to be always blank and you 
are forced to define it.  It can also be set to autoincrement the file number (i.e. close file 124, 125, 126 
etc.) or the exact same as the File Number.  When the file is reopened it comes back with the original 
number.  

 

Why am I being asked to give a new File Number when I reopen a file? 

Depending on your Firm level settings, you are either asked to confirm or edit your File Number each 
time you reopen or only when it would lead to a conflict.  An example of a conflict would be having an 
active file with the number “01-001” and trying to reopen a file that would have the same number.    If 
you think that this is not the case, try to save, it may allow you to keep the current numbering.  

 

How do I view a list of Closed Files? 

A list of closed files can be viewed by either going to Reopen a File button in the File Manager and 
searching for a file the way you do in the file manager or file viewer.  Or by going to the Contacts Report 
and choosing the new Closed File report.  The new report shows the File Location, Destroy Date, Close 
Date, and Close File Number and will give you a list.  You can select a file and edit it to reopen that file.   

 

Can I mass close files? 

Not at this time, but we will be adding that feature in a future release of Soluno. 

 

Can I see who closed a file? 

Not at this time, but we will be adding that feature in a future release of Soluno. 

 

I can no longer use the * in my file numbers 

When you close a file, Soluno will add *1 to the end of the file number.  Because of this change, the * 
sign is no longer available to be used in file numbers and is reserved for closing files.  Please contact 
support if this is affecting your existing files. 
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