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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 ynpaBJieHUI0 LOKYMEHTaMHU

[nsa nepexofa B paspen:
1. BonauTe B Beb-npunoxeHue Olvery.

2. B 60KOBOM MeHI0 B NepektoyaTene nHTepdencos Boibepnte «YnpaBsieHne 3KOCUCTEMON>.
B pesynbTaTe byaeT ocyLeCTBNEH Nepexos B MHTepdenc afMUHNCTPUPOBAHNS.

3. Nepengute B pasaen «[lOKYMeHTbl U cHeTa».

4. NepengnTte Ha BKIAAKY «[LOKYMEHTbI».

Mo ymMonyaHuUto Ha BKNake «JLOKyMeHTbl» He 0TOOparkaloTCA LOKYMEHTbI:

JHoxymeHTsl 0 a

&

Co3paHue fOKYMeHTa

Jnsi cO31aHNsi HOBOTO I0OKYMEHTA:
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1. HaxxmuTte KHomMky «J,00aBUTb JOKYMEHT» B NPABOM BEPXHEM Yry.
B pesynbTaTe byneT oTKpbiTa popMa «HOBLIA BOKYMEHT>:

HoBbIH AOKYMEHT

Horosop hd

OTMEHHTE INpogonEuTE

2. 3anoaHuTe nons:

o Tun pokyMeHTa. Oba3aTenbHoe nose. Ha f4aHHbIN MOMEHT MO YMOMYaHMNIO YCTAHOBJIEH
TN «JloroBop»

MpumeyaHune. Ha JaHHbLIN MOMEHT NOALEPXKUBAETCS TOJIbKO CO3[aHNE LOKYMEHTOB
Tuna «JioroBop». [lanee B CTaTbe PACCMOTPEHO CO3AaHNE IOKYMEHTa C TUTOM
«Jlorosop».

o Tun poroBopa. Ob6s3aTenLHOe nose. BoibepuTe TN AOroBOpPa U3 PacKpbIBatoLLEroCs
crnucka. B cnncke oTobpaXkaloTCs BapuaHThI: [I0r0BOP apeHibl, JOroBOP OKa3aHus yCayr,
Q0T OBOP NPON3BOJIbHON HOPMBI.

o labnoH pokymeHTa. Obs3aTenbHoe none. Boibepnte WwabnoH OOKyMeHTa 13
PaCKpbIBaOLErocs Cnncka. B cnucke otobpa)katoTcst WabnoHbl JOKYMEHTOB A5
BbIOPaHHOr0 TNa LOKYMEHTOB.

3. Haxxmute «MpomosmKuTb».
B pe3synbTaTe byaeT oTKpbITa popMa CO34aHNA HOBOrO AOrOBOpPa C BblOPaHHbLIM TUMOM:

o [loroBop apeHnabl
o [loroBop oka3saHus ycayr, 4OroBop npoun3sosibHON YOPMbI
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« [lorosop apeHgbi o a

Aoropop Ha ocHoBe wabnoxa «florosop apeHgbin
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4, 3anosIHNTe OCHOBHble Nons:
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o [loroBop apeHnabl
o [loroBop OKa3aHus ycnyr, OroBOP MPOU3BOJIbHON (hOPMbI
1. CraTtyc. Oba3zaTenbHoe nose. 10 yMON4aHWNIO YCTaHOB/IEH CTATYC «YePHOBUK>.
Bo3MOXXHble BapuaHThI:
* YepHOBMWK;
Ha cornacosaHuu;
Cornacosakh;
He cornacoBaH;
MNMoponucan;
3aKpbIT;

2. Homep pokymeHTa. O6s3aTenLHOE nose.
3. DaTta pokymeHTa. Obs3aTenbHOe nosne.

4. Tvn KoHTpareHTa. Obs3aTenbHOe none. Boibepute TN KOHTPareHTa 13 BbiNagatoLLero
Crucka:

= Opuaunyeckoe MLO. 3Ha4YeHNe YCTAaHOBJIEHO MO YMOJIHaHUIO.
= dusnyeckoe NuLo.
5. HasBaHue. O6da3aTensHoe none. OTobpaxaeTcs, ecnm B none «TUN KOHTpareHta»
BblIOpaHO 3Ha4YeHne «lOpuanyeckoe nuuo». Boibepute coobecTBo C NOMOLbLIO 04HOrO

13 crnocobos:

* BbibepuTe co0bLLECTBO U3 PACKPbIBAIOLLIEr0CA CMNCKA;

» Co3faNTe HOBOro KOHTPAreHTa, HaxaB KHOMKY ' «JLo00aBUTb HOBOTO
KOHTpareHTa». B pe3ysbTaTe 6yLeT OTKPLITO OKHO CO34aHNs HOBOIrO
KOHTpareHTa:
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HoBBIA KOHTpareHT

HOMMNIHWA -

3anonHnTe nons:

e Tun. Obs3aTenbHoe none. BoibepuTe TN coobLiecTBa M3 pacKpbiBatoLLerocs

crnucka: komnanusa, UM, coobwecTtso. Mo yMONYaHUO YCTaHOBEHO 3HAaYeHNe
«KoMnaHusa».

Ha3sBaHue. Ob653aTesibHOe none. YKa)XKUTe Ha3zBaHue KomnaHuu, UM nnan
coobuiecTBa.

IOpupunyeckoe Ha3BaHue KomnaHum. Obs3zatenbHoe none. Mone
oTobpa)kaeTcs TONbKO AN5 coobLecTs ¢ TUNoM «KoMmnaHua». Ykaxute
lopuanyeckoe Ha3BaHMe KOMMNaHuu.

Appec. HeobszaTenbHoe nose. MNosie otobpakaeTca ans coobecTs €
Tunom «Komnauusa» nam «UM».

MHH. HeobazaTensHoe none. Mone otobpaxaeTca Ana coobwecTs ¢ TUNOM
«KoMmnauua» nnn «UMN».

KNN. Heobsa3aTenwHoe none. Mone otobpaxaeTcs Ana coobLiecTs C TUNOM
«KoMnauusa» nnm «UM».

OIPH. Heobs3aTenbHoe none. MNone otobparkaeTcs TONbKO AN CO0bLLECTB €
TMNOM «KoMnaHusa».
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6.

10.

11.

12.

13.

14.

15.

e OFPHUN. Heobs3aTenbHoe none. Mone otobparkaeTcs TONbKO ANS
coobuiecTts ¢ TNoM «UM».

MpumMevaHue. HOBbIM KOHTPAreHT yCTaHOBUTCSA Kak BblOpaHHbI B KavyecTBe
IOPNANYECKOro /IMLa, C KOTOPbIM 3aK/l04aeTCs AOr0BOp, Ha CTpaHuLe
C034aHuna gorosopa B nose «HazeaHue». NomMnMo 3Toro HoBoe coobLecTso
NosSIBUTCS B CNUCKe CO0bLLLECTB NOKaLUK.
DaHHble nonb3oBaTena. Ob6sa3aTenbHble Nnons: Pamunmna, ma (OTyecTso), TenedoH.
Mona oTobparxkaloTcs, ecnm B Nosie «TUN KOHTpareHTa» BolbpaHO 3HavyeHne
«PU3nYeckKoe NLOo». YKaXNTe AaHHbIe N0JIb30BaTeNs, C KOTOPLIM 3aKJl04YaeTCs
Jl0roBop:

* Y)Ke 3aperucTpMpoBaHHbIA NoJsib3oBaTeNb. Hanante nosb3oBaTesis C MOMOLLbIO
NMOWCKOBOM CTPOKW. Mpun BbIbOpe Nosib30BaTeNs ANYHbIE AaHHble OyayT 3anoHeHbI
13 Npocna Nob3oBaTeNs;

= Co3paHue HOBOro nosib3oBaTtens. ECam nonb3oBaTesNb ele He 3aperncTpmpoBaH
B npunoxxeHum Olvery, To co34aliTe HOBOro NoJib30BaTENS.
3ano/IHATE NNYHbIE AAHHbIE NONb30BaATENS:
e ®amunua. Oba3aTenbHoe nosne;
e Uma (OT4yecTBO). O6s3aTENbHOE NONIE;
e TenedoH. Oba3zaTenpHoE None;
e Appec 3NeKTPOHHOM nouThl. Heobs3aTenbHoe none.

. JaTa HavYana pencTBua. HeobasaTenbHoe Nose, KpOMe A0roBopa B cTaTyce

«Mopanucan».

. JlaTa OKOH4YaHuA aencTBua. HeobszaTenbHoe none.

. BaTa nognucaHusa. Heobs3aTenbHoe MoJie, KpOMe 0oroBopa B cTaTyce «Mognucan».

CpoK yBeaOMIeHUA O pacTop>XeHuun. HeobsasaTenbHoe none.
CpoK aBTOMaTU4eCKOWU NponoHrauumn. HeobssaTtensHoe none.
Pa3smep obecneuntenbHOro B3Hoca. HeobssaTensHoe nosne.

MpepocTaBnsemblie ponu. 0643aTensHOe Nose. BoibepnTe N3 packpbiBalOLWErocs
CMnCKa npefocTaB/isieMble POJIn.

JocTyn B noMmelueHus. HeobsizaTenbHoe nose, KpomMe OroBopa B CTaTyce
«MopnucaH». BoibepnTe U3 packpbIBaOLLEr0CS MEPAPXMYECKOT0 CMUCKA 06bEKThI
NoKaumMK, JOCTyN K KOTOpbIM ByaeT npefocTaBaeH Mo JaHHOMY LOroBOpY.

MpepocTtaBuTbh JOCTYN B HOBble NOMELL,EeHUSA BCEM COTPYAHUKAM/Y4acTHUKAM
BbIOpaHHOro KoHTpareHTa. Heobs3zatenbHoe nose. Mone oTobparkaeTcs TONbKO B
cnyyae, ecav B none «[Loctyn B noMmeLweHus» 6bin BoibpaH xoTs 6bl 0AnH 06beKT
nokauuu v B none «TUn KOHTpareHTa» BbIOpaHO opnan4eckoe nLo. YCTaHoBUTE
naxkok, ecnm HeobxoaMMOo NPefoCTaBNThL AOCTYMN BCEM COTPYAHMKAM MAN yYYaCTHUKAM
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BblIbpaHHOro coobuiecTsa.

5. NobaBbTe BKJIIOYEHHbIE B JOrOBOP YCJYTI:
o Haxxmute KHonky «JLo6aBuTb» B 06/1aCTN «BKJIIOYEHHbIE YCAYTU».
B pe3synbTaTe byneT oTKpbiTa (hopMa «Ycayra no AoroBopy», B4 KOTOPOW OT/INYaeTCs
B 3aBMCMMOCTW OT TWUMa YCAyru:
= [lonosHNUTENbHAA ycayra
= Ycnyra apeHnabl

= KOMMYyHanbHasa ycnyra

Yenyra no gorosopy

[ononHUTENLHaR YCiyTa -

ITMEHNATE LoGaBuTh

3anosIHATE Mong:

* HaumeHoBaHue. 06d3aTeNbHOE Nosie. YKaXKUTe HauMeHOBaHMe yCayriu,
BKJIIOYE€HHOWN B LOr0BOp;

» Ycnyra. ObasaTenscHoe none. Boibepute ycnyry n3 packpbiBatoLLErocs Cnmcka nam
BBEAWTE Ha3BaHWe ycnyru n byneT oCyLeCcTBAEH NOUCK MO YaCTUYHOMY
COBMaAEHMIO.
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Yenyra no gorogopy

T Yy

Yonyra apeHab -

OTMEHHTE JDofasuTe

3anosIHNTE Nong:

* HaumeHoBaHue. 0643aTeNbHOE Nose. YKaXKUTe HauMeHOBaHMeE yCayriu,
BKJ/IIOYEHHOW B 4Or0OBOp;

= Ycnyra. ObasaTencHoe none. Boibepute ycnyry n3 packpbiBatoLEerocs Cnmcka nam
BBEAWTE Ha3BaHWe ycnyru n byneT oCyLecTBEH NONCK MO YaCTUYHOMY
COBMaAEHMIO;

* ObbekT B apeHpy. O6s3aTensHoe none. Boibepnte apeHayembln 06beKT
CTPYKTYPbl NOKaLUN N3 pacKpbIBAIOLLErocs CrucKa;

* Mnowapb, M2, O6s3aTeNbHOE None. YKakuTe naowanb, 3a KOTopyto Heobxoanmo
BHOCMTb apeHgHYyto nnaTy;

LleHa 3a M2, Oba3aTenbHOoe none. YKaXKute CTOMMOCTb OHOr0 M2,
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Ycnyra no 4orosopy

Tk
T

KoMMYHaNbHARA yomyra -

OTMEHNTE DofanuTe

3anosHUTE Nons:

= HaumeHoBaHue. 06dA3aTeNbHOE NoJie. YKaXKnTe HauMeHoBaHMe yCayri,
BKJIIOYEHHOWN B 4Or0BOp;

» Ycnyra. Obs3aTenbHoe none. Boibepnte ycayry 13 pacKpbiBatoLLErocs Cnmcka uam
BBEAMTE Ha3BaHMe ycayrn n byaeT ocywecTBAeH MOUCK MO YaCTUYHOMY

COBMaaeHunto;

» ObbekT B apeHpy. Obsa3aTensHoe none. Boibepnte apeHayemblin 06bEKT U3
PaCcKpbIBaOLLErocs CrncKa;

* Mnowapb, M2, O6s3aTeNnbLHOE None. YKaxxuTe naowagb, 3a KOTOpPYIO Heobxoaunmo
BHOCUTb apEHAHYIO MJaTy,

* Mpubop yuéta. O653aTencHoe none. BoibepnTe 13 packpbiBatoLLero Cnucka
CYETHUK, MO KOTOPOMY ByLeT OCYLLeCTBAATLCA reHepaLuuns cHeTa.

o Haxxmute «JlobaBUTb».

6. 3anosHUTe AONOJIHUTENbHbIE MONS, KOTOpPbI€ 3aBUCAT OT HAaCTPOEK wabnoHa 00oroBsopa, npu
HaN4YMM N HeobXoaAMMOCTH.

7. Haxmute 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:
2024/12/24
13:08

help:z_admin:z_invoices:r_documents https://wiki.olvery.ru/doku.php?id=help:z_admin:z_invoices:r_ documents&rev=1735045737

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>.

MpumeyaHue. Mong, 4OCTYNHbIE ONA PeAaKTUPOBaHNS, 3aBUCAT OT CTaTyCa AOKYMEHTa C TUMNOM
«JloroBop».

YpaneHue poKyMeHTa

Onsi ynaneHus 10KYMeHTa:

e HaXXMnTe Ha KOHTEKCTHOE MEHIO B CTPOKE C HAa3BaHMEM LOKYMEHTa, KOTOPbI Heobxoanumo
yoannTh.

e BbibepuTe NyHKT «Y panauTb».
B pe3ynbTaTe OOKYMeHT OyneT yaaneH.

NMpuMmeyaHue. YaaneHne oKyMeHTa € TUNOM «JLoroBop» BO3MO)XXHO BO BCeX CTaTyCax, Kpome
cTaTyca «Moanucan».

dunbTpaumia AOKYMEHTOB

®dubTpauna LOKYMEHTOB B CMUCKe AOCTYMHA Mo C/ieAyLWmUM napamMeTpam:

» laTa pOKyMeHTa. BbibepuTe faTy C MOMOLLbIO PaCKpPbIBAOLWEroCs KaneHaaps.
e Tun pokyMeHTa. BoibepnTe TN JOKYMEHTA 13 PACKPbIBAOLWEr0Cs CMMCKaA.

MpumeyaHune. Ha JaHHbLIN MOMEHT NOALEPXKUBAETCH TOJIbKO CO3[aHME AOKYMEHTOB TUMa
«JloroBop».
o CtaTyc. BoibepunTe CTaTyC U3 pacKpbiBaloWerocs CNncka. Bo3aMoXXHbIe BapnaHThbI:
* YepHOBMK;
*» Ha cornacoBaHuu;
= CornacoBaH;
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= He cornacoBaH,;
= NMopnucaHs,
* 3aKpbIT;

o KoHTpareHT. BbibepnTe komnaHuio, UM nan cooblecTBo U3 packpbiBaloLLerocs Crmncka.

Ycnosus ¢uabTpa aBTOMAaTUYECKU NPUMEHSAIOTCS NOC/e BBOAA 3HAYEHNI B t06OM 13 nosen u
AaHHble B CUCKe 0BHOBNSAOTCS.

Ana cbpoca 3HavYeHns B none PunbTpa HAXKMUTE KHOMKY X «Hasap». Ins cbpoca BCcex ycnosui
unbTpa B Beb-MHTEptence npeaycMoTpeHa KHomnka «COpocuTb unbTpP» B KOHTEKCTHOM MEHIO
obnacTn hunbTpaumun,

FeHepauusa CYeTOB NO O0roBopy

eHepauns cHeTOB BO3MOXHA TONIbLKO €C/i AOroBOp HaxoauTca B cTaTyce «Mloanucan».
Ina reHepauumn CHeTOB:

1. Ha)xMuTe Ha KOHTEKCTHOE MEHI0 B CTPOKE C Ha3BaHWEM A0oKyMeHTa B cTaTyce «Mognucan»,
MO KOTOPOMY HEOBXOAMMO CreHEPVPOBaTL CYeTa.

2. Bblbepute nyHKT «CreHepupoBaThb cueTa». B pe3ynbTaTe 0TKpoeTcs popMa reHepauum
cyeTa:

MeHepaums cyetos Ans «M-001»

OTHMEHHTR MpoooNEETh

3. BbibepnTe 0TYETHBIN Nepnof B nosie «PacyeTHbIn Mecau» 1 HaxxMuTe «MPomoNKUTL>.

B pe3ynbTaTe B cucteme byayT CreHepupoBaHbl CHeTa 3a BbiOpaHHbLIA OTHETHbLIN NePUOL Mo BCEM
ycayram, BKIOYEHHbIM B oroBop. CreHepupoBaHHHbIe cHeTa 0Tobpa3ATCa Ha BKaake
«JlOKYyMeHTbI U cyeTa > MnaTtexu».

Cm. Takxe: CyTouHble goxonbl | C4eTa Ha onnaTy | MnaTexwu
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