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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=1735049036

14:03

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 0653aTesNbHbIE NOAS:

o CraTtyc. Obs3aTenbHOoe none. Mo yMoa4aHUIo YCTAHOBEH CTaTyC «4YepPHOBUK».
B0o3MOXXHbIe BapnaHThl:
* YepHOBUK;
= Ha cornacoBaHuu;
= CorsacoBaH;
He cornacoBasn;
Moanwncax;
3aKpbIT;

o Homep pokyMeHTa. Obs3aTenbHOe none.
o flaTa poKymeHTa. Obs3aTesibHOE rnose.
e 3anoJIHNTE faHHble KOHTPareHTa, C KOTOPbLIM 3aK/04aeTcsa 4orosop. g 3Toro:

o TUN KOHTpareHTa. Obsa3aTensHoe none. Bbl6€pVITe TUN KOHTPareHTa 13 BbiNagatowero
Cnuncka:

» Opupaunyeckoe nULO. 3Ha4YeHNe YCTAHOBJIEHO MO YMOJTHaHUIO.
= dusnyeckoe nNuLo.
o HasBaHue. Obsa3aTencHoe none. Otobpaxaetcs, ecnm B nosie «Tun KOHTpareHTa»
BblIOpaHoO 3Ha4YeHne «KOpuanyeckoe nuuo». Boibepute coobLecTBo C NOMOLbIO 04HOIO

13 cnocobos:

- Bb|6ep|/|Te coobuwecTso 13 pacKpbiBalOLLErocs Crncka,

» Co3JaiiTe HOBOrO KOHTPAreHTa, HaXas KHOMKY ' «JL06aBUTb HOBOrO
KOHTpareHTa». B pe3ynbTaTe 6yAeT OTKPbITO OKHO CO3[1aHNS HOBOIO
KOHTpareHTa:

https://wiki.olvery.ru/ Printed on 2026/11/11 04:45


https://wiki.olvery.ru/lib/exe/detail.php?id=help%3Az_admin%3Az_invoices%3Ar_documents&media=help:z_admin:news:categories_add.png

2026/11/11 04:45

5/13 [OKyMeHTbI

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

MpumeyaHmne. HoBbIN KOHTPAreHT YCTAaHOBUTCS Kak BblOpPaHHbLIN B Ka4ecTBe
IOPULANYECKOr0 LA, C KOTOPbLIM 3aKJ/l04aeTcs 4OroBop, Ha CTpaHuue
co03aaHua aorosopa B nose «HasBaHue». NomMnMo 3Toro HoBoe coobLecTBo
NosIBUTCS B CNUCKEe CO0bLLLECTB NOKaLUK.

o laHHble nonb3oBaTena. Obsa3aTenbHble Nonsa: Pamunnsa, Uma (OTyecTBo), TenedoH.
Mona oTobparkaloTcs, ecnm B none «TUN KOHTpareHTa» BoibpaHO 3HavyeHne
«PU3nyeckKoe JIMLO0». YKaXnNTe AaHHbIe MoJib30BaTess, C KOTOPbIM 3aKJI4aeTcs
[0roeop:

» Y)Ke 3aperucTpmpoBaHHbIA NoJsib30oBaTesb. HalianTe nosib30BaTess C MOMOLLbIO
MOWCKOBOW CTPOKW. Mpun Bbibope Nosib30BaTeNs SINYHbIE faHHble 6yAyT 3ano/HEHbI
13 Npouns Nonb3oBaTens;

= Co3paHue HOBOIro noJsib3oBatens. ECm nosb3oBaTesib ewe He 3aperncTpupoBaH
B npunoxeHun Olvery, To co3ganTe HOBOro Nosib3oBaTens.
3anoJiHUTe NNYHble OAaHHbIE NOJIb30BaTeNs:
e Gamunua. ObazaTenvHoe none;
e UMa (OTyectBO). O6A3aTENbHOE NOIE;
e TenedoH. Oba3zaTencHoe Nose;
e Appec 3N1eKTPOHHOM no4Thbl. Heobs3aTenbHoe none.

e 3anonHUTe HeobszaTesbHbIE NOAA:
\<tabs>
e [loroBop apeHnabl
e [loroBop OKa3aHus ycayr, 40roBop Npon3BoSibHON YOPMbI

DaTta Hayana peuncTBua. HeobszaTenoHoe none, Kpome forosopa B cTaTyce «Moanucau».

o [laTa OKOH4YaHMUA peucTBUA. HeobazaTenbHoe nose.

OaTta nopnucaHusa. HeobssaTenbHoe nosie, Kpome forosopa B cTaTyce «MoanucaH».

CpoK yBeOMIeHUA O pacTop>XeHuun. HeobsasaTenbHoe none.

CpOK aBTOMaTU4YECKOM MPOJNNIOHIaLUMN. Heoba3zaTenbHoe none.

Pa3smep obecneuntenbHOro B3Hoca. HeobssaTensHoe nosne.

HaTta Hayana peucTBua. HeobsazaTenbHoe Nose, KPOMe A0roBopa B cTaTyce «MognucaH».

[laTa OKOH4YaHuA penctBua. HeobszatenbHoe none.

OaTta nopnucaHusa. HeobssaTenbHoe nosie, Kpome forosopa B cTaTyce «MoanucaH».

https://wiki.olvery.ru/ Printed on 2026/11/11 04:45


https://wiki.olvery.ru/doku.php?id=help:z_admin:companies_people:companies#список_сообществ

2026/11/11 04:45 7/13 [OKyMeHTbI

e CpoK yBeAOMJIEHUAl O pacTOp>XeHuU. HeobsizaTensHoe none.

e CpoK aBTOMaTM4eCKOM nposioHrauuu. HeobsasatensHoe none.

<[tabs>

e BbibepnTe 13 packpbiBaloWerocs CNncka npeaocTaBaseMble noab30BaTeNsM Mo 4OroBopy poau
B nosie «MpepocTaBnseMbie poan».

e Mpy HEOH6XOAMMOCTM 3aMnoHUTE Nonisa B 6510Ke «JoCTyn»:

o llocTyn B noMelwieHus. HeobsazaTenbHoe nosie, KpOMe AOroBopa B CTaTyce
«Mopgnucan». BoibepnTe 13 pacKpbIiBaIOLLEroCs MEPAPXNYECKOro CNUCKa 06BbEKTbI
NnoKauun, gocTyn K KoTopeiM ByaeT npefocTaB/ieH No AaHHOMY OrOBOpPY.

o NMpepnocTaBuTb [,0CTYN B HOBble NOMELLEHUA BCEM COTPYAHUKaAM/y4YacTHUKaM
BbIOpaHHOro KoHTpareHTa. Heobs3atensHoe none. Mone otobpakaeTcsa TONLKO B
cnyvae, eciv B nosne «[LocTyn B noMeLeHus» Obis1 BolbpaH xoTa Obl 04AnH 06bekT
noKaumm n B none «Tun KOHTpareHTa» BbibpaHo lopuanyeckoe nuuo. YctaHoBuTe
(hn1axoK, ecnm HeobxoaMMo NPefoCcTaBUTb AOCTYM BCEM COTPYAHMKAM UM Y4aCTHUKaM
BblbpaHHOro coobuecTsa.

e [Ina forosopa C TMNom «JloroBop apeHAbl» [00aBbTe BK/IOYEHHbIE B JOrOBOP YCAYTIA:

o HaxxmnTe KHOMKyY «Jlob6aBuTb» B 061aCTn «BKNIOYEHHbIe yCayrun».
B pe3synbTaTe byneT oTKpbiTa (hopMa «Ycayra no AoroBopy», B4 KOTOPOW OT/IMYaeTCs
B 3aBMCUMOCTW OT TWMa YCAyru:

<tabs>
e [lonosHUTeNbHaa ycnyra
e Ycnyra apeHnabl
e KOMMYHasibHas ycnyra
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Yenyra no gorosopy

[ononHUTENLHaR YCiyTa -

QTMEHHTE

3anosIHATE Nong:

 HanmeHoBaHue. Oba3aTenpHOE None. YKante HauMeHOoBaHWe yCayru, BKIOYEHHON B
LlOroBop;

b Vcnyra. Obsa3aTensHoe none. Bb|6ep|/|Te ycnyry n3 packpbiBatoLleroca Crnmcka nim eBeonTe
Ha3BaHue ycnyrm un 6y)1eT ocyliecTssieH NOUCK No YaCTU4YHOMY COBMagEHUIO.
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Yonyra no gorogopy

Tiaf yeRivTi

Yonyra apesab .

OTMEHNT JDofanuTe

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 06bekT B apeHpy. ObA3aTenbHoe none. Boibepute apeHayeMbit 06bEKT CTPYKTYpPbI I0KaLMK
13 PaCKpbIBaIOLLLEroCs CrnCKa;

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

¢ LleHa 3a M2. O6a3aTenbHOe none. YKakute CTOMMOCTb O4HOIro M2,
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Yecnyra no fjorosopy

KomMMYyHanNEHan yomyra =

OTMEHNTE Do

&
=
-

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;

» 0O6bekT B apeHpny. Obs3aTenbHoe none. Bolbepute apeHayemblit 06bEKT U3
PACKPbIBAIOLLErocs CMUCKa;

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

* Mpubop yyéta. Obs3aTensHoe none. Boibepute U3 packpbiBatoLLEero CIMCKa CYETYMK, MO
KOTOPOMY ByZeT OCyLLeCTBAATbLCA reHepauus cyeTa.

</tabs>

¢ HaxxmuTte «J100aBUTb».

* 3anN0JHUTE AOMNOJIHUTENbHbLIE MOA4, KOTOpPble 3aBUCAT OT HAaCTPOEK wabnoHa noroesopa, npu
HaN4YMN N HeOBXoAUMOCTH.

e HaXxmMuTte KHOMKY «COXPaHUTb>.
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PepakTtu poBaHue NOKYMEHTa

Ins pepakTUpOBaHUS OKYMEHTa:

e Ha)XMUTe Ha KOHTEKCTHOE MEHI0 B CTPOKE C Ha3BaHWEM [LOKYMEHTa, KOTOPbLIN Heobxoanmo
OTpenaKTUPOBaThb.

e BuibepuTe NyHKT «PepaKTUupoBaTb». B pesynbTaTe 0TKpoeTCs (hopMa peaKTUPOBaHNS
LOKYMEHTa.

e BHecnTe Heobxoanmble N3MEHeHuns.

e Haxxmnte «COXpPaHUTb>.

NMpuMeyaHue. [ond, LOCTYNHbIE 019 pefaKTUPOBAaHMA, 3aBUCAT OT CTaTyCa OKYMEeHTa C TUMOM
«Jlorosop».

YpaneHue poOKyMeHTa

ans yOoaleHNAa OOKYMEHTa:

¢ HaxMMTe Ha KOHTEKCTHOE MEHIO0 B CTPOKE C Ha3BaHMEM LOKYMEHTa, KOTOpbIA HeobxoanMmo
yoanuTb.

e BbibepuTe NyHKT «Y panuTb».
B pe3ynbTaTe LOKYMeHT byaeT yaaneH.

MpuMmeyaHue. YoasneHne OOKYMeHTa C TUNOM «JLoroBop» BO3MOXXHO BO BCeX CTaTyCax, Kpome
cTaTyca «MoanucaH».

dunbTpauua J,OKYMEHTOB

dunbTpaLna LOKYMEHTOB B CIUCKe OOCTYMNHa No c/iefyiowmMm napaMmeTpaMm:

e laTa pOKyMeHTa. BbibepuTe faTy C MOMOLLbIO PAaCKpPbIBAOLWEroCs KaneHaaps.
e Tun pokyMeHTa. BoibepnTe TN JOKYMEHTA 13 PAaCcKPbIBAOLWEr0Cs CMCKa.

MpuMeyaHune. Ha faHHLIN MOMEHT NOAAEPXXMBAETCA TOJIbKO CO34aHNe JOKYMEHTOB TUMa
«Jlorosop».
e CtaTtyc. Boibepute cTaTyC 13 pacKpbIBaKOLErOCs CUCKaA. BO3MOXHbIE BapuaHThI:
°© YepHOBMK;
o Ha cornacoBaHuu;
o CornacoBaH;
He cornacoBaH;
MopnucaH;

[¢]

[¢]
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o 3aKpbIT;
e KoHTpareHT. Boibepute koMmnaHwuto, UM nnn coobuecTso U3 packpbiBatoLerocs Crmncka.

Ycnosus Q)Vlﬂpra dBTOMAaTU4YECKUN NPUMEHAIOTCA NOCse BBOAa 3HayeHun B Nt0bom 13 nonen n
[laHHble B CrCKe 06HOBAAIOTCS.

Ons c6poca 3HaYeHs B Nosie GUAbTPa HaXXMUTE KHOMKy ~~ «Hasam». [lns cbpoca BCex yCnoBuii
dunbTpa B Beb-nHTepdence npeaycMoTpeHa KHomka «COpocuTb pUnbTP» B KOHTEKCTHOM MEHIO
obnacTtu punbTpaumnn.

FeHepauusa c4eTOB NO AO0roBopy

'eHepauus CHETOB BO3MOXXHa TOJIbKO eC/i JOrOBOp HaxoauTcs B cTaTyce «MoanucaH».
[nsa reHepaunn cHeToB:

e Ha)KMuTe Ha KOHTEKCTHOE MEeHI0 B CTPOKE C Ha3BaHWeM J0KyMeHTa B cTaTyce «Moanucan»,
Mo KOTOPOMY HEOBXOAMMO CreHePVPOBaTL CYeTa.

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

MeHepaums cyetos Ans «AM-001»

OTHMEHHTR MpononEATE

e BbibepnTe oTHETHLIN Nepuon B none «PacyeTHbIA Mecal» N HaxMnTe «MpopoKUTb».

B pe3ynbTaTe B cucteme byayT CreHepupoBaHbl CHeTa 3a BbiOpPaHHbIA OTHETHbIN NEPUO MO BCEM
ycayram, BKIOYEHHbIM B oroBop. CreHepupoBaHHHbIE cHeTa 0Tobpa3ATCa Ha BKaake
«JlOKYMeHTbI U cyeTa > MnaTtexu».

CM. Takxe: CyToyHble goxoasl | CyeTa Ha onnaty | Mnatexw
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