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x CTpaHuLa HaxoauTcs B paspaboTke

D OKYyMEeHTbI

B nnaTtdopme Olvery agMUHUCTPATOPbI IOKaLMM MOrYT CO3A4aBaTb AOFOBOPLI U Apyrue Tubl
LNOKYMEHTOB MeXAy KOMNaHusiMu-apeHaaTopamu, UM n coobuiecTBaMu 1 yrnpasasitowen KOMnaHnen
B COOTBETCTBUM C BbIBpaHHbLIM LWA6M0HOM AOKYMEHTOB.

B pasgene «YnpaBseHue 3KkocucteMon > JLOKyMeHTbl U cHeTa» Ha BKNagKe «JLOKyMeHTbI»
OCYLLLeCTBNAETCS YNpaB/ieHNne JOKYMeHTaMu: Co3faHne, pefakTupoBaHue, yoaneHue, a Takxe
reHepaumsa c4eToB Ha onfaTy coobwecTBoM noTpebnsembix ycayr.

MpuMeyaHue. YnpasieHne JOKYMEHTaMM AOCTYMHO TObKO B BED-MPUNOXEHUN AN5 NMONb30BaTeNS C
POSibl0 «kABMUHUCTPATOP JIOKALLUMK»,

Kak nepedTu K ynpaBJeHUIO L,OKYMEHTaMHU

Ina nepexoda B pasgen:
e Bongute B Beb-npunoxeHue Olvery.

» B 60KOBOM MeH!0 B NepeksoyaTene uHTepdencos Boibepnte «YnpassieHue 3KOCUCTEMOM».
B pe3ynbTaTe OyaeT ocyLlecTBAEH Nepexos B MHTepdenc aaMUHUCTPUPOBAHNS.

e [lepengute B pasgen «[lOKYMeHTbI U cYeTa».

e [lepengmnTte Ha BKIAAKY «[LOKYMEHTbI>.

Mo ymMON4YaHUto Ha BKNaKe «JLOKyMeHTbl» He 0ToDpa)kaloTCsa LOKYMEHTbI:

>

JoKyMeHTbI 0

Co3paHuMe OOKYMeHTa

Ilna co3gaHnsa HOBOro OOKYMeHTa:

e HaxxmuTe KHOMKY «J,00aBUTb BOKYMEHT» B NPaBOM BEPXHEM YTy,
B pe3ynbTaTe byaeT oTKpbiTa hopMa «HOBbIN JOKYMEHT»:
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HoBblil AOKYMEHT

Horosop -

DTMEHHTE MNpogonEUTL

e 3ano0JHUTe nong:

o Tun pokyMmeHTa. Oba3aTensHoe nose. Ha faHHbI MOMEHT M0 YMON4aHWIO YCTaHOBNEH
Tnn «Jiorosop»

MpumeyaHune. Ha JaHHbLIN MOMEHT NOALEPXKUBAETCS TOJIbKO CO34aHMNE LOKYMEHTOB
Tuna «JAorosop». [lanee B CTaTbe PAaCCMOTPEHO CO3aHNe LOKYMEeHTa C TUMOM
«Jlorosop».

o Tun poroBopa. Oba3aTenpHoe none. Boibepnte TMN OOroBopa U3 pacKpbiBatoLLErocs
cnucka. B cnncke oTobpaxkaloTcs BapmMaHTbl: LOroBOp apeHbl, 4OrOBOP OKa3aHWa yCayr,
[LOroBoOp NPON3BOALHON POPMBI.

o labnoH pokymeHTa. Obs3aTenbHoe none. Boibepnte WwabnoH OOKyMeHTa 13
PaCcKpbIBalOLLErocs Cnncka. B cnucke otobpa)katoTcst WabnoHbl JOKYMEHTOB A5
BbIOpPaHHOro TNa LOKYMEHTOB.

e Haxmute «MpoaoIKUTb>.
B pe3synbTaTe byaeT oTKpbITa popMa CO34aHNS HOBOrO AOr0BOpPa C BblOPaHHbLIM TUMOM:

<tabs>
e [loroBop apeHnabl
e [loroBop okasaHus ycayr, LOroBop npoun3sosibHON YOPMbI
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</tabs>

* 3anoJIHNTE OCHOBHbIE MONA:
\<tabs>
e JloroBop apeHnabl
e [loroBop OKa3aHus ycnyr, Or0BOP MPOU3BOJIbHOMN (hOPMbI

e Ctatyc. Obs3aTenibHOe none. o yMon4aHMIo YCTAHOB/EH CTaTyC «4YepPHOBUK». BO3MOXHbIe
BapuaHThI:
o YepHOBUK;
o Ha cornacoBaHuu;
CornacoBah;
He cornacosan;
Moanwucan;
3aKpbIT;

[¢]

[¢]

[¢]

o

» Homep pokyMeHTa. Obs3aTenbLHOe nose.
» laTa pokyMeHTa. Ob6s3aTeNbHOE none.

e O]
* laTa Hauyana pencrTeus. HeobsasatesbHoe nose, KpoMe forosopa B cTaTyce «Moanucan».

e [laTa OKOH4YaHuA oencTBuA. HeobsizaTenbHOE none.

e lata noanucaHma. Heobsa3zaTenbHoe None, KpOMe A0rosopa B cTaTyce «MognucaH».
e CpoK yBeaOMJIEHUA O pacTop>XeHuu. HeobsaszaTensHoe none.

e CpoK aBTOMaTU4€CKOW nposoHrauuu. HeobsasatensHoe none.

* Pasmep obecneuntenbHOro B3Hoca. HeobssaTensHoe nose.

b npeAOCTaBHHEMbIe ponun. Obsa3aTensHoe none. Bb|6ep|/|Te N3 paCKpbIBalOLWErocq Crnncka
npenoctaBndeMbie PoJin.

e [locTtyn B noMewieHunsa. HeobsizaTenbHoe nose, kKpome gorosopa B ctatyce «Mopgnucan».
BbibepuTe 13 pacKpbIBaOLWLErocs nepapxm4yeckoro CNncka 06beKTbl NoKauumM, SOCTyn K
KOTOopbIM ByaeT npefoCcTaBAeH NO AaHHOMY OOroBOpY.

e MpepnocTaBuTb [O0CTYN B HOBble NOMELLEHUA BCEM COTPYAHUKAM/y4acTHUKaM
BbIOpaHHOro KoHTpareHTa. Heobs3atenbHoe nose. Mone oTobparkaeTcsa TOLKO B Cyyae,
ecan B nosie «JLoctyn B noMmeLweHus» 6o BoibpaH xoTa bbl 0ANH 06bEKT NoKauum 1 B none
«Tun KOHTpareHTa» BbiOpaHo opuanyeckoe NnLo. YCTaHoBUTE (h1aXoK, ecan Heobxoanmo
NpeaoCcTaBnTb AOCTYN BCEM COTPYAHMKAM MM y4aCTHUKAM BbibpaHHOro coobluecTBa.

¢ ObopMUTL AOKYMEHT Ha 3aperucTpMpoBaHHYI0 KOMNaHuIo. Heobs3aTenbHoe nose.
YcTaHoBUTE (PN1aXKoK, €C/i KOMMaHWs, C KOTOPOW HY>XXHO 0hOpMUTL OOrOBOP, YXKe
3aperncTpupoBaHa B npuaoxxeHum Olvery. B aTom ciyyae none «<HasBaHue kKoMmnaHumn» byget
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CKpbITO, a B nosie «<kOpuamnyeckoe Ha3BaHUe KOMNAHUM» MOSIBUTCS CNUCOK BCEX
3aperncTpUpPOBaHHbLIX KOMMAHWIA. BbibepnTe KOMMNAHMIO U3 PAcKPbIBAOLLEroCs CNNCKa.

e HasBaHue koMnaHuu. Obsa3atenscHoe none. MNMone otobpaxaeTca, ecam B none «OcgopmMutb
DOKYMEHT Ha 3aperucTpupoBaHHYIO KOMMAaHUIO» He YCTaHOBJIEH (PN1aXKOK. YKaxkute

Ha3BaHUE 6peH)1a nnn (pI/IpMeHHoe HanMeHoBaHNe KOMMaHWnN.

o lOpu.u,uquKoe Ha3BaHue KoMnaHuu. O6sa3aTenpHoe none. YKaXxmuTe nojHoe nin KpaTKoe
HanMeHOBaHWe 1pnaonyeckoro amua.

</tabs>

e [lobaBbTe BKJ/IOYEHHbIE B LOrOBOP YCAYIU:
o Haxxmute KHonky «Jio6aBuTb» B 06/1aCT «BKJIIOYEHHbIE YCAYTU».
B pe3ynbTaTe byaeT oTKpbITa hopMa «Ycayra no AoroBopy», BUJ KOTOPOW OT/INYaETCA
B 3aBUCUMOCTW OT TUMNa YCyru:
<tabs>
e [lonosiHUTENbHas ycayra

e Ycnyra apeHpbl
e KOMMyHanbHasa ycsyra

Ycnyra no forogopy

[ononuMTeNsMan yoiyTa B

ITMEHHTE NoSaEnTh

3anosIHUTE Nong:

 HaumeHoBaHue. Oba3aTenbHoe none. YKaKnute HaumMmeHoBaHmne YCNyru, BKJKOYEHHON B
noroBsop,
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» Ycnyra. O6s3aTenbHoe nose. BoibepuTe ycayry U3 packpbiBatoLLErocs CNucka uiav BeeanTe
Ha3BaHWe ycayru 1 ByaeT ocyLleCTBAEH MOUCK MO YaCTUYHOMY COBMAEHNIO.

Yonyra no gorogopy

Tiaf yeRivTi

Yonyra apesab .

OTMEHNT JDofanuTe

3anosHUTE Nons:

HauMeHoBaHue. Ob6a3aTeNnbHOE Mose. YKaXnTe HauMeHOoBaHWe YCyru, BKOYEHHON B
[0r0BOpP;

Ycnyra. ObsizaTesnibHoe nose. Boibepnte ycayry 13 packpbiBaloWEerocs Cnnucka uav BeeauTe
Ha3BaHWe ycnyru n 6yneT oCyLecTBAEH NOUCK MO YaCTUYHOMY COBMaAEHWIO;

OO0beKkT B apeHay. Oba3aTensHoe none. BoibepuTte apeHayeMbin 06BEKT CTPYKTYPbI IOKALWK
13 PaCKpbIBaIOLLLEroCs CrnCKa;

MNnowapb, M2. Oba3aTenpHoe nose. YKaxute nnowlalb, 3a KOTOPY HeobX0AMMO BHOCUTb
apeHAHylo nnaTy;

LleHa 3a M2, Oba3aTenbHOoe none. YKa)Kute CTOMMOCTb OHOr0 M2,
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Ycnyra no 4orosopy

Tk
i

KoMMYHaNbHARA yomyra -

OTMEHNTE DofanuTe

3anosHUTE Nons:

» HaumeHoBaHue. O653aTenbHOE nose. YKaxuTte HauMeHoBaHue yCayru, BKIYEHHOW B
N0T0BOP;

e Ycnyra. O6s3aTensHoe nose. BolibepnTe yCcnyry n3 packpbiBaloLWEerocs Cnuncka uan sBeauTe
Ha3BaHWe ycnyru n 6yneT oCyLecTBEH NMOUCK MO YaCTUYHOMY COBMaAEHWIO;

e 0bbekT B apeHay. Oba3aTenbHoe none. Boibepute apeHayeMbin 06bEKT 13
pacKpbIBalOLWErocs Crmncka;

e Mnowapb, M2, 06sA3aTeNbHOE NoNe. YKaxXuTe naowaab, 3a KoTopyto HeobxogmMmMo BHOCUTb
apeHAHylo nnaTy;

 Mpubop yuéTta. O653aTenbLHOE nose. BoibepnTe U3 packpbIBAOLWEr0 CNINCKA CHETYUK, MO
KOTOpoMy ByeT OCyLeCTBAATLCSA reHepaLmus cyeTa.

</tabs>

¢ Haxxmnte «[L00aBUTb>.

e 3anoJIHUTe AOMNOJIHUTESIbHbIE NONS, KOTOPbl€ 3aBNCAT OT HAaCTPOEK wabnoHa [J0orosopa, npu
HaAn4Mm n HeobxoaMMOCTN.

e HaxxmnTe KHOMKY «COXPaHUTb>.

Olvery - https://wiki.olvery.ru/


https://wiki.olvery.ru/lib/exe/detail.php?id=help%3Az_admin%3Az_invoices%3Ar_documents&media=help:z_admin:z_invoices:documents_utility_service.png
https://wiki.olvery.ru/doku.php?id=help:z_admin:t_reference:a_templates_document

Last
update:
2024/12/20
13:03

help:z_admin:z_invoices:r_documents https://wiki.olvery.ru/doku.php?id=help:z_admin:z_invoices:r_documents&rev=1734699783

Pepaktu PpOBaHUe NLOKYMEHTa

Ina peaakTUpOBaHWS AOKYMEHTa:

Ha)>XM1WTe Ha KOHTEKCTHOE MEHIO B CTPOKE C Ha3BaHMEM [OKYMEHTa, KOTOPbI HeEobXxoanMmo
0TpenaKTNpoBaTh.

BoibepuTe NyHKT «PemakTupoBaTb». B pesynbTaTe 0TKpoeTCs hopMa pelakTUpoBaHuA
JOKYMeHTa.

e BHecuTe HeobXoAnMble N3MEHEHNS.

Haxmute «CoXpaHUTb>.

NpuMmeyaHune. PefaKTMpOBaHNE JOKYMEHTa C TUMNOM «JloroBop» BO3MOXHO B CTaTycax
«YepHoBUK» nn «MopaTBEpP>XXAEHY.

YpaneHue pOKyMeHTa

Ona ypaneHna OOKyMeHTa:

e HaXxMnTe Ha KOHTEKCTHOE MEHIO B CTPOKE C Ha3BaHMEM LOKYMEHTa, KOTOPbIA HeE0BX0aMMO
yoannTb.

e BbibepuTe NyHKT «Y pasauTb>.
B pe3ynbTaTe OOKYMeHT OyneT yaaneH.

MpuMmeyaHune. YoaneHne 4OKYMeHTa C TUNOM «JLOroBop» BO3MOXXHO B CTaTyCax «4epPHOBUK» 1N
«MopTBEPXAEH».

dunbTpaumia AOKYMEHTOB

OunbTpaUmMs LOKYMEHTOB B CIMUCKE AOCTYMHa No C/eayolwmnm napaMeTpam:

e Tun pokyMeHTa. BoibepnTe TUN fOKYMEHTA 13 PacKpPbIBAOLWEroCs CrMCKa.

MpuMmeyaHune. Ha JaHHbLIN MOMEHT NOALEPXKUBAETCH TOJIbKO CO34aHNE AOKYMEHTOB TUMa
«JloroBop».
e CtaTyc. BoibepunTe cTaTyC U3 pacKpbiBaloLWerocs CAncka. Bo3aMoXXHbIe BapnaHThbI:
o YepHOBMK;
o NMoaTBepXpAeH;
o NMoAanucas,

e ApeHpaTtop. BuibeprTe KOMMaHUIO N3 pacKpbIBAIOLLEroCs CmcKa.
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Ycnosus Q)Vlﬂpra dBTOMAaTU4YECKUN NPUMEHAIOTCA NOCse BBOAa 3HayeHun B Nt0bOM 13 nonen n
[laHHble B CrICKe 0OHOBAAIOTCS.

Ons c6poca 3HayeHs B nosie pUAbTPa HaXXMUTE KHOMKy ~~ «Hasam». [lns cbpoca BCex yCnoBuii
dunbTpa B Beb-MHTepdence npeaycMoTpeHa KHomka «COpocuTb pUAbTP» B KOHTEKCTHOM MEHIO
obnacTtu punbTpaumun.

FeHepauusa c4eTOB NO AOroBopy

I'eHepaLu/m CHEeTOB BO3MOX>XHa TOJIbKO eCJ1in 4OroBop HaxoOonTCA B CTaTycCe «Mopnucan».

Ina reHepauunn c4yeToB:

e Ha)KMuTe Ha KOHTEKCTHOE MEeHI0 B CTPOKE C Ha3BaHWeM AoKyMeHTa B cTaTyce «Moanucan»,
Mo KOTOPOMY HEOBXOAMMO CreHepPUPOBaTL CYeTa.

e BbibepnTe NyHKT «CreHepupoBaTb c4eTa». B pesynbTaTe 0TKpoeTCs hopMa reHepaumm
cyeTa:

e BbibepuTe OTHYETHbIN Nepuo B rnone «PacyeTHbIn Mecsl» 1 HaxMmuTe «MpoposIXUTb>.

B pe3ynbTaTe B cucteme byayT CreHepupoBaHbl CHeTa 3a BbiOpaHHbLIM OTHETHbLIN Nepno No BCEM
ycayram, BKIOYEHHbIM B AoroBop. CreHepupoBaHHHbIe cHeTa 0Tobpa3ATCa Ha BKaake
«[loKyMeHTbl U cyeTa > MNMnatexun»

Cm. Takxe: CyTo4Hble goxonbl | C4eTa Ha onnaTy | MnaTexw
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