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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»:

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


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

Last

;8225%/24 help:z_admin:z_invoices:r_documents https://wiki.olvery.ru/doku.php?id=help:z_admin:z_invoices:r_documents&rev=1735045737

13:08

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 OCHOBHbLIE MOJIS:

<tabs>
e [loroBop apeHnabl
e [loroBop OKa3aHus ycayr, 40roBop Npon3BoSibHON YOPMbI

e CtaTtyc. Obs3aTenbHoe none. Mo ymMoa4aHmMIo yCTaHOBEH CTaTyC «4YepPHOBUK». BO3MOXHbIE
BapWaHTbI:
o YepHOBUK;
o Ha cornacoBaHuu;
CornacoBaH;
He cornacoBaH;
Moanwucan;
3aKpbIT;

[¢]

[¢]

o

[¢]

* Homep pokyMmeHTa. Ob6s3aTeNbHOE none.
e [lata pokyMmeHTa. Oba3aTenpHoe none.

e TUn KOHTpareHTa. Obsa3aTensHoe none. BblﬁeleTe TN KOHTPareHTa 13 BbiNagatowero
CnMuncka:

o lOpupaunyeckoe NULO. 3HaYeHNe YCTAHOBJIEHO MO YMOYaHWIO.
o ®dU3nYeckoe NMLO.

» HaszBaHue. O6s3aTenbHoe nose. OTobparkaeTcs, ecnum B nose «Tun KOHTpareHTa» BolbpaHo
3HaveHune «lOpupunyeckoe nuuo». BoibepuTe coobLLECTBO C NOMOLLBIO OAHOI0 13 CNOCOOOB:

o BblibepnTe coobLECTBO M3 PAaCKPbLIBAIOLLErOCA CMNCKA;

o Co3panTe HOBOro KOHTpPareHTa, Ha>XaB KHOMKY ! <<p,OGaBVITb HOBOIro KOHTpareHTta».
B pesynbTaTe 6yp,eT OTKPbITO OKHO CO3aHNA HOBOIr0O KOHTPareHTa:
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HoBBIA KOHTpareHT

HOMMNIHWA -

3anonHnTe nons:

Tun. O64a3aTenbHoe nose. BoibepuTte Tnn coobLiecTsa N3 pacKpblBalOLWErocs
crnucka: komnanusa, UM, coobwecTtso. Mo yMONYaHUO YCTaHOBEHO 3HAYeHNe
«KoMnaHusa».

= Ha3BaHue. Ob6sa3aTesibHOe nose. YKa)KUTe Ha3zBaHue KomnaHuu, UM nan
coobuiecTBa.

= lOpuagunyeckoe Ha3BaHue komnaHum. Obs3aTenbHoe none. MNone oTobparkaeTca
TOJIbKO A5 coobuecTs ¢ TMnomMm «KoMnaHusa». YKaxxuTe iopnanyeckoe Ha3saHue
KOMMNaHUu.

= Appec. HeobsasaTensHoe none. Mone otobpaxaetcs AN coodLLECTB C TUNOM
«KoMnauusa» nnn «UM».

* UHH. HeobszaTenbHoe none. Mone otobparkaetcs ans coobwiecTs ¢ TUNOM
«KoMmnauua» nnn «UMN».

= KNMN. HeobsazaTenbHoe none. Mone otobpaxkaeTcs ons coobLiecTs C TUNOM
«KoMnauusa» nnn «UM».

* OIPH. Heobs3aTenbHoe none. Mone otobparkaeTcs TONbKO Ans coobLLecTs €
TMNOM «KoMnaHusa».
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= OFPHMIN. HeobazaTensHoe nosne. Mone otobpaxkaeTcs TONbLKO AN15 coobwecTs C
Tnom «UM»,

MpumeyaHmne. HoBbIN KOHTPAreHT YCTAaHOBUTCS Kak BblOpPaHHbLIN B Ka4ecTBe
IOPULANYECKOro nLa, C KOTOPbLIM 3aK/l04aeTca 4OroBop, Ha CTpaHuLe Co3haHus
norosopa B none «HasBaHue». [loMnMmMo 3TOro HoBoe coobLLECTBO NOSIBUTCA B
cnucke coobLecTs nokauun.
e NlaHHble nonb3oBaTena. Ob6sa3aTensHble nonsa: Gamunms, Mma (OTyecTBo), TenedoH. Monsa
oTobparkatoTcs, ecnv B nosie «TUN KOHTpareHTa» BbibpaHo 3HavYeHe «PU3NYECKoe JIULL0».
YKaxuTe faHHble MoJib30BaTessl, C KOTOPbIM 3aK/04aeTcs 40roBop:

o Y)Ke 3aperucTpMpoBaHHbIA NoJib3oBaTesb. HaanTe nosib30BaTeNst C MOMOLLbIO
MOWCKOBOW CTPOKW. Mpun Bbibope Nosib30BaTeNs SINYHbIE AaHHble ByayT 3amnoHeHbl 13
npocguns nonb3oBaTens;

o Co3paHue HOBOro nosib3oBaTtens. EC/iv nonb3oBaTesb elle He 3aperncTpMpoBaH B
npunoxxeHun Olvery, To co3hanTe HOBOro Nosb30BaTeN.
3anonHUTE NNYHblE AaHHbIE MOb30BaTENS:
= @amunua. Obs3aTenbHoe none;
* UMma (OTyectBO). Ob6s3aTEenbHOE None;
* TenedoH. Ob6A3aTensLHOE NoSE;
» Aapec 3/1IeKTPOHHOM NouThl. HeobsA3aTenbHoe none.

OaTta Hayana peucTBua. HeobsazaTenbHoe Nose, KPOMe A0roBopa B cTaTyce «MopgnucaH».

[laTa OKOH4YaHuA peuctBua. HeobszatenbHoe none.

Data noanucaHusa. Heobs3aTenbHoe None, KpoMe Aorosopa B cTaTyce «Mopanucan».

Cpok YBEAOMJIEHUA O PACTOPXXEHUMN. Heobs3aTenbHoe none.

CpoK aBTOMaTM4eCKOW nponoHrauyum. HeobasatensHoe none.
e Pasmep obecneuntenbHOro B3Hoca. HeobszaTenbHoe nosne.

e MpepocTaBnaeMbie ponu. Obsa3aTensHoe none. Bbl6epVITe N3 paCKpbIBalOLWErocq CnnckKa
npepnoctaBngaemMbie PoJsn.

e locTyn B noMeLLeHus. HeobsizaTenbHoe nosie, KpoMe forosopa B cTaTyce «Mognucan».
BbibepnTe 13 pacKpbIBalOLLErOCS MEPAPXMYECKOro CNUCKa 06bEKTHI IOKaLMKW, HOCTYN K
KOTOpbIM ByAeT NpefocTaB/eH Mo JaHHOMY [10r0BOPY.

e MpepocTaBuTb AO0CTYN B HOBble NOMELLEHUA BCEM COTPYAHUKAM/y4aCTHUKaM
BbIOpaHHOro KoHTpareHTa. Heobs3zatenbHoe nose. Mone oTobparkaeTcsa TONbKO B Cyyae,
ecan B nosie «JLocTyn B noMmeLweHus» b1 BbibpaH xoTa bbl 0ANH 06bEKT NoKauum 1 B none
«Tun KOHTpareHTa» BbIbpaHO lopnanyeckoe NnLUo. YCTaHOBUTE (P1aXkoK, ecnm Heobxoanmo
nNpeLoCTaBnUTb AOCTYN BCEM COTPYAHMKAM MM yYaCTHUKAM BblbpaHHOr0 coobLuecTBa.
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</tabs>

e lobaBbTe BKJIKOYEHHbIE B LOrOBOP YCAYru:
o Haxxmute KHornky «Jlo6aButb» B 06/1aCT «BK/IIOYEHHbIE YCAYTU».
B pesynbTaTe byaeT oTKpbiTa popMa «Ycayra no AoroBopy», BUJ KOTOPOW OT/IMYaeTCA
B 3aBUCMMOCTM OT TuMa yCayru:
<tabs>
e [lononHuTesNbHas ycayra

e YCnyra apeHnibl
o KOMMYHas/ibHas ycnyra

Yenyra no gorosopy

[ononHUTeNsHan yonyTa -

OTMEHWTL LoGaEWTh

3anosIHATE nong:

* HanmeHoBaHue. O6s3aTeNbHOE NoMe. YKaXXnTe HauMeHOBaHWe yCNyri, BKIOYEHHOW B
L,0roBop;

» Ycnyra. O6s3aTenbHoe nose. BoibepuTe ycayry U3 packpbiBatoLLErocs CNucka uiv BeeanTe
Ha3BaHWe ycayru 1 ByaeT ocyLleCTBAEH NOUCK MO YaCTUYHOMY COBMAEHNIO.
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Yenyra no gorogopy

T Yy

Yonyra apeHab -

OTMEHHTE JDofasuTe

3anosIHUTE Nong:

 HaumeHoBaHue. Oba3aTenpHoe none. YKaKnute HaumMeHoBaHmne YCNyru, BKJKOYEHHON B
noroBsop,

» Ycnyra. O6s3aTenbHoe none. BoibepuTe ycnyry us packpbiBatoLLEerocs Cnucka nin BBeanTe
Ha3BaHWe ycnyru n 6yaeT OCyLecTBAEH NMOUCK N0 YaCTUYHOMY COBMaAEHWIO;

* 0O6beKkT B apeHpy. Obs3aTenbHOe nose. Beibepute apeHayeMblii 06bEKT CTPYKTYPbI JI0KaLMK
3 PacKpbIBalOLLEroCs CMUCKaA;

e Mnowapb, M2. O643aTeNbHOE None. YKaXxuTe niowagb, 3a KOTOpy HeobxoanumMo BHOCKTL
apeHAHyo nnaTy;

LLeHa 3a M2. Oba3aTenbHoe nose. YKaxnute CToMMoCTb O4HOI0 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>.
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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

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.

NMpuMeyaHue. YoasneHne OOKYMeHTa C TUNOM «JLoroBop» BO3MOXXHO BO BCEeX CTaTyCax, Kpome
cTaTyca «Moanucan».

dunbTpaumia AOKYMEHTOB

OunbTpaUmMs LOKYMEHTOB B CIMUCKE AOCTYMHa No C/eayolwmnm napaMeTpam:

e laTa poKyMeHTa. BbibepnTe aaTy C NOMOLLbIO PAaCKPbIBAOLLErOCS KaneHaaps.
e Tun pokKyMeHTa. Boibepute TN JOKYMEHTa 13 pacKpbIBaOLLErOCs CMUCKA.

MpuMeuyaHune. Ha AaHHbI MOMEHT NOAAEPXXMBAETCA TOJIbKO CO3[4aHNe JOKYMEHTOB TUMa
«Jlorosop».
e CtaTtyc. Buibepute cTaTyC 13 pacKpbIBalOLErOCS CUCKa. BO3MOXHbIE BapnaHThI:
o YepHOBMK;
o Ha cornacoBaHuu;
o CorsacoBaH;
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o He corsnacoBaH;
o MopnucaH;
o 3aKpbIT;

o KoHTpareHT. BbibepnTe komnaHuio, UM nan cooblecTso U3 packpbiBaloLLerocs Cruncka.

Ycnosus ¢uabTpa aBTOMAaTUYECKU NPUMEHSAIOTCS NOC/e BBOAA 3HAYEHUI B 1t06OM 13 nosen u
AaHHble B CUCKe 0BHOBNSAOTCS.

Inda cbpoca 3HavyeHNs B none PuabTpa HAXKMUTE KHOMKY X «Hasap». Insa cbpoca Bcex ycnosumn
bunbTpa B Beb-MHTEpdence npeaycMoTpeHa KHomnka «COpocuTb GunbTp» B KOHTEKCTHOM MEHIO
obnacTun hunbTpaymun.

FeHepauusa C4EeTOB NO O,0roBopy

FeHepaLu/m CHYETOB BO3MOX>XHa TOJIbKO €C/IN AOMOBOP HaxoanTCA B CTaTycCe «Mopanucan».
Ona reHepauunin CHETOB:

e HaXXMuTe Ha KOHTEKCTHOE MEHIO B CTPOKe C Ha3BaHNEM JOKYMeHTa B cTaTyce «foanucaH»,
Nno KOTOpOMY Heobxoaunmo creHepunpoBaTb CHeETa.

e BuibepnTe NyHKT «CreHepupoBaTb cueTa». B pesynbTaTe 0TKpoeTCs hopMa reHepaumm
cyeTa:

MeHepauma cyetos ana «4N-001»

DTMEHHTR MpononEETE

e BbibepuTe OTHYETHbIN Nepuo B rnone «PacyeTHbIn Mecsl» 1 HaxxMuTe «MpoaosIXUTb>.

B pe3ynbTaTe B cucteme byayT CreHepupoBaHbl CHeTa 3a BbiOpaHHbLIM OTHETHbLIN NepUoL Mo BCEM
ycayram, BKAOYEHHbIM B AoroBop. CreHepupoBaHHHbIe cHeTa 0Tobpa3ATCa Ha BKaake
«JloOKyMeHTbl U cyeTa > MNMnaTexun».

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