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HavanbHas cTpaHmua « [JokyMeHTbl « OCHOBHbIE PEKBU3NTBI U MHTEP(ENC AOKYMEHTOB

NHTepdenc poKyMmeHTa

Jllobasi ToproBasi v HaHCOBas onepauuns KOMNaHUM fo/KHA 6biTb 3aPUKCPOBaAHa NyTeEM
oopMsIeHNs 1 NPOBELEHNS LOKYMEHTa COOTBETCTBYIOLLEro BMAA.

MHormne LOKYMEHThI B KOH(PUIrypaumm UMeOT NOX0XXYI0 ANanorosyto opmMy. B KaXK40M LOKYMeEHTe
nMeeTCs CBos cneuunduka, kotopasa byaeT pacCMOTpeHa Npu ONMCaHUN KaXKAoro JOKYMeHTa
Ka)XKOoro JOKyMeHTa, 0AHaKo obime npaBuna 3an0iHEHNA U CTPYKTYpPa AOCTAaTOYHO TUMNUYHbI ONS
BCEX LOKYMEHTOB.

B 3aronoBke hopMbl LOKYMEHTa yKa3blBaloTCA:

* AMA MOJIb30BaTeNd CO34aBLUEr0 LOKYMEHT;

e BUA Onepauunn, NPoBoAMMON fOKYMeHTOM («IMpuxoaHaa HaknagHasa», «PacxoaHas
HaknagHasa», «3aka3 nocTaBLMKY», «BBOA OCTAaTKOB TOBapa» U T. .);

* €C/N 3aJaHa KOHCTaHTa «BblBOAUTL TOProBbii 0O0bEKT B 3aro/10BOK (hOPMbI», B 3aro/1I0BOK
(hopMbl IOKYMEHTa BbIBOAUTCS HaUMEHOBaHWE TOProBoro 06bekTa, Ha KOTOPbLIN 0PopMIIEH
OOKYMEHT;

* HOMep OOKYMeHTa C NpednKCoM, 3ajaHHbIM B HAaCTPOMKaxX y4eTa;

e [laTa W BpeMs CO34aHNA OOKYMEHTa.

Ecnum npu pefakTpoBaHWM AOKYMEHTa NPoM3BeAeHbl Kakne TO U3MEHEHUS, B KOHLIE 3ar0J/I0BKa
BbIBOAMTCS 3BE3404Ka.

Ha)xaTue KHonku «fMpoBecTn u 3aKpbiTh» COXPAHAET OOKYMEHT B MH(OPMaLMOHHON ba3e,
NPOBOAUT €ro v 3aKkpbiBaeT (hOpMy C OOKYMeHTOM. [lepes npoBefeHnemM LOKYMEeHTa Ha 3KpaH
BbIBOAMTCS 3aMpocC 0 NOATBEPXAEHWUM 3TOr0 AeACTBUSA. HaxaTne KHOMKK «ja» Bbi3blBaeT onepaLuio
npoeefeHna OoKyMeHTa. Ha)kxaTne kHonok «HeT», «OTMeHa» Win Knasuwn «Esc» oTMeHseT
onepawuio NpoBegeHnsa JOKyMeHTa.

Ha)kaTue KHOMKn «3anmMcaTb» COXPAHAET OOKYMEHT B MH(OPMaLMOHHON Ba3e, HO hopma C
[OKYMEHTOM OCTaéTCs AOCTYMNHOW NS pefakTUpoBaHuS.

Ha)xaTune KHonku «fMpoBecTu» COXPaHSAET N NPOBOAMT pefaKTUPYyeEMbIN AOKYMEHT. MNepeq
npoeefeHneM fOKyMeHTa Ha 3KpaH BbIBOAUTCSA 3anpocC O NMOATBEPKAEHUN 3TOro A4eNCTBuMS.

KHomku = \ * n03BOASIOT, COOTBETCTBEHHO, pa3BepHYTb TabANYHYIO YaCcTb JOKYMEHTa BO BECH
3KpaH (ybpaTb C 3KpaHa LanKy C peKBU3NTAMN AOKYMEHTa), b0 BOCCTAHOBUTL CTaHAAPTHOE
MOJI0XKEHNE 3/1EMEHTOB (POPMbI IOKYMEHTA.

HaxaTue KHonmKn = Bbi3biBaeT Ha (hopMy «JLONONIHUTE NIbHBIE CBEAEHUA» e MOXHO BbI6paTh U3
CMNCKa UM OTPELaKTMPOBaTb HYXXHble AOMOJIHUTENbHbIE CBEAEHUS, KOTOPbIe ByAyT OTpa)KeHbl B
NIOKYMEHTE.

HaxxaTue KHonku @ nossosisieT 3a6/10KNPOBaTh COAEPXKMMOE OKYMEHTa /15 pelakTUpoBaHus. s
6710KMPOBKM OOKYMEHTa Yy NoJib30BaTeNs AO/KHO ObiTb NpaBo «PaspewwnTs 610KMPOBKY
BOKYMeHTa» (CM. CripaBOYHUK «[1oNb30BaTENIN»).

Ecnn YCTaHOBJIEHA KOHCTaAHTa «Mcnonb3oBaTh NOYTOBLIV KNEHT», B LLIANKe OOKYMEHTa BbIBOOAUTCA
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[l o
NMUKTOrpaMMbl MeHI0 4 «Bce B3auMOOenucTBUA No AO0KYMEHTY>», KOTOPOE MNO3BOJIAET:

e «3anfiaHnpoBaTb B3aUMOAENCTBUEY;
* «3anJlaHNPOBaTb BCTPEYY»;

e «HanncaTtb SMS»;

* «HanncaTb 3/1eKTPOHHOE MNCbMO»;

¢ «[103BOHUTL».

Bbibop LOKyMeHTa B MeHIO KHOMKKN «Co3AaTh HA OCHOBAaHUMW» M03BOJIIET HA OCHOBAHMMN PEKBU3NTOB
1 TabNMYHOM YaCTW TeKyLLero AoOKyMeHTa Co34aTb AOKYMEHT BbibpaHHOro Buaa. KoimyecTso
JIOKYMEHTOB B MEHI0 3aBUCUT OT JI0KYMEHTA-0CHOBAHWS.

MeHIo KHOMKKN «[LoNONMHNTENbHO» MO3BOSET OCYLLECTBUTL PaboTy C TepMmHanoM cbopa LaHHbIX 1
MOXKET COLlepXKaTb CneayoLine no3uumm:

e «Bbirpy3utb B TCO»;
e «3arpy3uTtb 13 TCL KnesepeHc».

MeHto KHOMKK «LLeHHUKKN U STUKETKMU» MN03BOSISET Bbi3BaTh 06paboTKy «MevyaTb LLEHHNKOB 1
3TUKETOK» AJ1s1 TOro, 4Tobbl pacneyaTaTb LEHHUKN U\WIN STUKETKM TOBapa C BO3MOXHOCTbIO
YKa3aHUs LieHbl TOBapa Mo akLumn 1 CTapoii LieHb!.

MeHio kKHonkn «HopMauma» 3aBUCAT OT BUa JOKYMEHTA U MOXET COAepXaTb caeayoLine
nosnuun:

e «[lpncoegnHeHHbIEe hanbl»;

e «[IBUKEHUNA OOKYMEHTa»;

e «Mou 3aMeTKN»;

e «/IcTOpPMSA OCHOBHbIX AENCTBUIN»;
e «CBfi3aHHbIE OKYMEHTbI».

HaxaTune KHoMKK «X» B MpaBOM BEPXHEM Yray hOpMbl C LOKYMEHTOM MO3BONAET 3aKPblTh (hOPMY C
LOKYMeHTOM. [pn 3aKpbITUN (hOPMbI U3MEHEHHOIO AOKYMEHTa KOHUrypauus byaeT cnpawwimsaTb
noJib30BaTenNs, COXPaHUTbL I CAeNaHHble n3MeHeHns. [pyn coxpaHeHun NPoBeAEeHHOro JOKYMeHTa
(HaxaTme KHornku «Ma») oH byneT aBTOMaTUYeCKN nepernposefeH. HaxaTune KkHonkn «Her»
NO3BONSET BbINTK U3 (DOPMbI C LOKYMEHTOM 6€3 COXpaHeHWs caenaHHbIX U3MeHeHUN. HaxxaTne
KHOMKW «OTMeHa» NOo3BONSAET NPOLO/IKUTb PaboTy C LOKYMEHTOM.

Ha)xaTue kKHoMku «Ha3ag» (NMKTorpamMma B JIeBOM BEPXHEM Yrly (hOpPMbl) MO3BOJSISET NEPENTU B
OpMy CO CMUCKOM AOKYMEHTOB, HE 3aKpblBasi TEKYLUMNIA AOKYMEHT. 3aro/IOBOK JOKYMEHTa
BbIBOAWTCA B MAaHENN OTKPbITbIX 3/IEMEHTOB KOH(Urypauun. BepHyTbcs K paboTe ¢ TekyLwum
LOKYMEHTOB MOXKHO Ha)XaTUEM KHOMKK «Bnepeg» (NUKTOrpaMma B JIEBOM BEPXHEM Yy (hOPMbl CO
CMWUCKOM A0KYMEHTOB), NGO LLLENYKOM MbILLW MO 3ar0JIOBKY LOKYMEHTa B MaHeN OTKPbITbIX
3/1EMEHTOB.

MeHto «ELé» COAEPXKNUT CMNUCOK KOMaHA OOCTYMHbIX A4 BbIMOJIHEHWA NMPU pa60Te C OOKYMEHTOM.
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