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CIIMCOK CKOPOYEHb I YMOBHUX IIO3HAYEHD

JIKM — JliBa KHOTIKa MHIII1

[TKM — IlpaBa kHOTIKa MUIII

KO — Kacogi omnepariii

[TIKO — [TpubyTKOBHil KaCOBUM Opaep

BKO — BupaaTtkoBuii kacoBuii opaep

OCHOBHI OIEPAIIII I3 3BAITMCAMM JOBITHUKIB I JOKYMEHTIB

]

A

Honasanns — [Insert] a6o ITIKM — Jlogatu

PenaryBanns — [F4] a6o [IKM — PenaryBatu

KomiroBanust — [Alt] + [Insert] abo ITKM — CkomnitoBatu

X

Bunanenns — [Delete] abo [IKM — Buganutu

APYK BYIb-AKOT'O JOKYMEHTA

Ha notpiObHOMY TOKyMEHTI

I[IKM — [pyx — [pyk ek3eMIuisipa 10KyMeHTa

APYK CITUCKY JOKYMEHTIB Y1 BYAb-AKOTI'O 3BITY
[TKM — JIpyx — Jpyk criucky 3 hopmu
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1. BOKYMEHTUW NMNIACUCTEMM «OBJIK KACOBUX OMEPALIN»

VY rosioBHOMY MeHIO IporpaMu o0epith miacuctemy «O0Jik kacoBuX omepauiii». OcHOBHI
JOKYMEHTH JaHOI MiICUCTEMHU 3HAXOATbes [lepsunii Ookymenmu — J{oKymenmu.

Bunu 1okyMeHTiB:

ABancoBuii 3BiT (AO)
[TpuGytroBuii kacosuii opaep (CP)
BunatkoBuii kacosuii opaep (CR)
Binomicts (VD)

TlNocnmomapcerka omepartist (BS)

l'ocniogapceka oneparris 3 psakamu (BP)

A N NN

KacoBa kuura

[licns BBeneHHS JOKyMEHTa aBTOMATUYHO (OPMYIOTbCA OyXraiaTrepcbki  IPOBOJKH.
JlokymeHTH, 10 siKuX Oynu copMoBaHi MPOBOJIKH, BHIUISIOTECS HAa €KpaHi 3€JIEHUM KOJIBOPOM.
[I{o6 meperisHyTH TPOBOJAKH JI0 JOKyMEHTa CkopucraiTech komaumow KM — [lposooku —
TTowyk nposodox abo komOinartito kiasim [Ctrl] +[P].



2. ABAHCOBMUM 3BIT

JIoOKyMeHT «ABaHCOBUH 3BIT» BUKOPHUCTOBYETHCS Ul CHHCAHHS Ha BUTPATH TPOIICH, SIKi
OyJM BUKOPUCTaHI MiA3BITHOIO 0CO00I0 TPU BUKOHAHHI IEBHOTO CIY>KOOBOTO AOPYUYECHHS.

Ilepsunni ookymenmu — JJoxymenmu — Aeancosuil 36im — KM — JJooamu

Bkaxite paxynok, KEKB, I1Ib npauiBauka, sikuii BinOyBae y BiapsuKeHHs, «BinpsmkeHo
no» Ta «Ha3Ba aBaHcy» (1uB. MamoHOK 2.1).

ﬁ ABaHCOBWI 3BIT: A0AaBaAHHA — O X
Cp.1 Temm

ABaHCOBWIA 3BIT NQ Bifg v B .. kypc Hau. baHk
Kpemmpaxynka 37 [3722 1 [.][10  [.][2250 | | ..

| Po3paxyHku1 3 Nia3BiTHUMK ocobamm (6roaxeT) : SluceHko T.B. : Buaatkv Ha BiApAAXKEHHA

BiapsaaxeHo a0 | Kwis

Hasea aBaHcy | BIAPALKEHHA

| 3am1|.uorc. 0.00 |OTpyMmaHo 0.00 Burtpauero 0.00

« 7 ?iHT~ Mowyk: | Bce nonn v é?[ V‘E»

[e6et paxyHka
Pax. [Cpa | cr. [An1|An2|Au3 | An.

Ne [ata Miactaea Cyma Ban.

>
3actocysat | Ckacyeatu

Maut. 2.1. Ilpuknaz 3a110BHEHHS] aBaHCOBOTI'O 3BITY

3anoBHITh Tabauuny yactuHy gokymenta IIKM — /Jooasanns. 3’ aBasi€eThCst HOBE /11aJI0rOBE
BIKHO (IMB. MQJTIOHOK 2.2).

i

E ABaHCOBWIA 3BIT : A0AaBaHHA X

ABaHCOBWA 3BIT

Cyma BanroTta

[ebeT pax
e [0 @ Jon [0 Ju

KoMy,3a 1W0,N0 AKOMY AOKYMEHTY BUMAAUEHO

|35eperm | | Ckacysatv ‘

Mau. 2.2. Ilpukia/ 3a110BHEHHS TaOJIMYHOT YaCTUHU TIOKyMEHTa «ABaHCOBUH 3BIT»

VYV paaky MOKyMeHTa 3a3HadyTe BUTPATHHM (1e0EeTOBHMII) paxyHOK, CyMmMy, KOMYy 1 3a IO
criadeHo. Psmok 30epexiTh HaTUCKAaHHSAM KHONKH «30epertu». SKio € aexiapka CyM — T00OBI,
poi3/ (KBUTKH) TOIIO, — IIOBTOPITH OMEpallii T10JaBaHHs Ta 3aIIOBHEHHS PsI/IKa JOKYMEHTA.

[Ticns 30epekeHHST aBaHCOBOTO 3BITY (OPMYIOTbCS TMPOBOJKM IO paxyHKax, sKi
BijoOpakaroThes y 3BiTax JKypHan-rosioBHa Ta B MeMopiamsHOMY opepi Ne 8.



Bukonaiite HanamTyBaHHs (pOpMyBaHHS IMPOBOJOK s Manku «ABaHcoBuit 3BiT» KM —

Iapamempu — Asarncosuil 36im— 3aeanvui (IUB. MATIOHOK 2.3).

MapameTpu gokymenTa:A0 : 100.0 EI@

ABAHCOBWA BT

: 3aranbHi
JarankHi

JozE0nKTH pegarysaTk NOAATEOE aTpHEYTH

KonikeaTk 4aTy NpK KONiFBaHHI (]

F3BOpOHMTH NPOBDAMTH A0KYMEHT Bes Aorosopy ]

Peakuia Ha Escape II‘IMTaHHﬂ AD KOPMCTYEIYE ¥
DopMyEIHHA NPOEDA0K NpW ShepekerH Iu_lsm,qxe thopMyEAHHA ¥
Bigofpaxati saknadky 56" 933HHE 40KYMEHTIE [l

DopryEsTH NPOEDAKK NICAA NepeBedeHHA A0KYMEHTE A0 IHLLOT NankK |

4 {1} 3

[ Iheperti ] I CracysaTH

Man. 2.3. HanamryBaHHS! IPOBOIOK

s npyky aBaHCOBOTO 3BITY BCTaHOBITH Kypcop Ha moTpiOHomy nokymeHnti — IIKM —
Jpyk — Jlpyx exzemniapa doxymenma — BUOEPITh MOTPiOHY hopmy ApyKy — /[pyk.
Pesynbrarom npyky € daiin y dopmari xIs, skuif aBTOMaTUYHO BiJIKPUBAETHCS BiAMOBIIHOIO
HAsBHOIO IIporpamoro, Hampukiaa, Microsoft Excel, LibreOffice Writer, OpenOffice Writer.
VY (aiini Ha pi3HMX JMcTaxX OyAyTh NPEACTaBICHI THUTYILHUH Ta 3BOPOTHHH OiK 3BITY IpO

BUKOPHUCTAHHS KOIIITiB, BUJIAHUX Ha BIIPSAHKEHHS a00 Mi3BIT.



3. NIPUBYTKOBUW/BUOATKOBUU KACOBUI OPOEP

3.1.MpubyTKOBMI KacoBumn opaep

[TpuOyTKOBHII KacoBUN OpAep BUKOPUCTOBYETHCS MJSl BIAOOpaXKEHHS B OyXTajaTepChbKOMY
00Ky pi3HMX BH[IB HAIXOKEHb: OIUIaTa BiJl MOKYIILIB, MPHUXIJ KOIITIB B Kacy 3 OaHKY,
MOBEPHEHHS KOILTIB B/l MiA3BITHUX OCI0 Ta 1HII HAJXOIKEHHS.

Ilepsunni ooxymenmu — Jloxymenmu — Ilpubymrosuii kacosutl opoep — Jlooamu

PO3PAXYHEL 3 NLA3BITHIAMI OCOBARIA: soaaBaHHA @
Mpubyrkoenii kacosmia opjep N2 6 eig 16102019 - 5 LaH ... |kype| Hau, Bank
Paywox 31 4372 /2 [w] Aa 12 (o) (o]0 [] 0 I M
Kog uen.Has. forosip N2 E]
Cyma 200.00 (1% ~|nas 0.00 [ Py NAB

MpuriAHATo Big PozpaxyHKM 3 NigSEITHMMA 0coBamu (CNeUKoWTI)
Migcraea: Nigseir
Cyraa nponucor: Jeicti rpueens 00 konifiok

AogaTeu:

Kaca 1: Kaca & HawioHanenii sanmT | E]

Bvan uinboeoro giHaHCyEaHHA afo Be30NAATHOMD OTPMMaHHA E]

Bug gianeHocTi 1051: OcHOBHME BMg gianEHOCTI E]

Mau. 3.1. Ilpuknan 3anoBHeHHs «IIpuOyTKOBOro KacoBOro opepa»

AJIropuT™M 3allOBHEHHS OPAEPY:

v' Ne — HOMEp JIOKYMEHTa, MOKIIMBA K Py4HA, TAK i aBTOMATHYHA HYMEpAIlis JOKYMEHTIB
B Marnui (cucTeMa camMa BU3HAUUTh, KM OyB OCTaHHIA HOMEp 1 MPUCBOITh MIIATLHKHOMY
JIOPYYEHHIO HACTYITHHIA).

v' Jlata — jara JIOKyMeHTa (3a 3aMOBYYBaHHSAM CHCTEMa BCTAHOBHUTH JaTy Ha MOMEHT
3alOBHEHHS JIOKYMEHTA, 3 MOMIJIMBICTIO MOJIAJIBIIIOTO pelaryBaHHs).

v' PaxyHOK — BKaXiTh KOPECHOHIAYIOUHN paxyHOK (KpEIUTOBHMH) 3 HEOOXiIHUMH

aHamiTMKaMu. Moro MOXHa BKa3aTH BPY4HY a00 HATHCHYTH «...» Ta BUODPATH i3 IIaHY

paxyHKiB.

Cyma — 3a3HauTte cymy i3 I1/IB.

<\

v IIAB — 1ie 1oJie 3alOBHIOETHCA aBTOMATHYHO Y BHUIIAJKY, SKIIO B MapameTpax ITarKu
3a3HAYECHUN BIJICOTOK ISl aBTOMAaTUYHOTO po3paxyHKy cymu [1/IB. B iHmomy BuUmaaxy
1€ TI0JIe 3aTIOBHIOEThCS BpyuHY (MiTKa «Pyunwuii [1J]IB») ab0 He 3amoBHIOETHCS B3arai.

v' IIpuifHATO BiJ — MOJIE 3aI0BHIOCTHCS ABTOMATHYHO 3TiHO 3 BKa3aHOK aHATITUKOI (3a
moTpeOu HOTO MOKHA 3MIHUTH).

v' IligcraBa — 3al0BHIOCTHLCS BPYUHY.

v' CyMma npommcoM — BMICT MOJISl TEHEPYETHCSI aBTOMATHYHO.

v' Kaca — 00epiTh Kacy 3a YMOBH HasBHOCTI B YCTaHOBIi JEKIJILKOX Kac.
[Ticns 3armoBHEHHS BCiX MOJIB TOKyMEHTa HaTUCHITh «30epertu».

Hns npyky noxkymenrta BukoHaiite IIKM — /Jlpyk — /Jlpyk exsemnisapa ooxymenma Ta
00epiTh NoTpiOHY popmy ApyKy — /[pyx. SIKIIO A0 TAHOTO JTOKYMEHTY iCHYe TUIbKHM oJHa (hopma
JPYKY, TO IPYK IMOYHETHCS aBTOMAaTHYHO.



3.2.BnpaTtkoBun KacoBumn opaep

BunatkoBi kacoBi opepu BimoOpakaroTh pi3HI BUAM BHUILIAT 3 Kacu: mpumbanHs TMII,
MOCIYT 3a TOTIBKY, BHJaya KOIITIB MiI3BITHUM 0co0aM, TMEpeMIIeHHs] KOIMTIB 3 Kach B OaHK,
BUILIATA 3apIUIATH 3 KacH Ta iH.

Ilepeunni doxymenmu — J{oxymenmu — Buodamkoguil kacosuti opoep — 00epiTh MOTPIOHY
nanky JOKyMeHTIB — /[ooamu.

[Tpukian 3armoBHEHHsI 300paXE€HO HA MAIIIOHKY 3.2.

5 ------ Buaaqa rpowei 6 nigseit (T 3720 peganysadHa X
Crp.l | Temam
BuJaTkoBMiA kacoBmid opaep N2 43 pig 01102020 = B UaH ... | kype | Hau, Bank
Pagrok 37 372 £ 1 [w] An 1 ) (] 4 (] 0 )0 .
Kog uen.Has.
Cyma 1023.73 Bes [ = (M4E 0,00 ¥ Pynnwi MARE
Buaamia: Ocoba ¥
niaseiT

Migcraea:

Cyma nponMcam: OgHa THCAYa AB3ALATE TEW TEMEHI 75 Konidok

Jogaten:

Kaca 1: Kaca B HawioHaABHIFA BaAkTI

JacTocyeaT | | CKACcyBaTH

Man. 3.2. [Ipukiian 3anoBHeHHS «BUIaTKOBOTO KAaCOBOT'O OpJepa»

AJTOpUTM 3aIIOBHEHHS OPAEPY:

v' Ne — HOMEp JIOKyMEHTa, MOKIIMBA SIK PyYHa, TaK il aBTOMAaTHYHA HyMepallisi JOKyMEHTIB
B mamni (cucremMa cama BU3HAYUTh, IKM OyB OCTaHHIN HOMEp, 1 MPUCBOITh IIATIKHOMY
JIOPYYCHHIO HACTYITHHA).

v' Jlata — jnara JOKyMeHTa (3a 3aMOBUYYBAHHSIM CHCTEMAa BCTAHOBHTH JaTy HA MOMEHT
3alOBHEHHS JIOKYMEHTA, 32 IOTPEOU MOXKHA 3MIHUTH).

v' PaxyHOK — BKa&XiTh KOPECIOHIYIOUMH paxyHOK (1e0eToBuil) 3 HEOOXiTHHMH
aHamiTMKaMu. Moro MOXHa BKa3aTH Bpy4HY a60 HATHCHYTH «...» Ta BHOPATH i3 IIaHy
PaxyHKIB.

v

Cyma — 3a3HavaeThes cyma 13 [1/IB.

<

IIIB — ne noJie 3amOBHIOETBCA aBTOMATHYHO y BUIMAJAKY, SKIIO B MapaMeTpax INankKH
3a3HAYE€HUN BIJICOTOK JUIsl aBTOMaTHYHOIO po3paxyHKy cymu I1/IB. B iHmomMy Bunaaxky
11€ 10JIE 3aTIOBHIOETHCS BpYUHY (MiTKa «Pyunuii [1/IB») abo He 3am10BHIOETHCS B3araii.

v' TIpuiiHATO BiX — I10JIe 3aIIOBHIOETHCSA aBTOMATHYHO 3TiJHO 3 BKa3aHOK aHAIITHKOO (3a
noTpedu HOro MOKHa 3MIHUTH).

v TligcraBa — 3alOBHIOETHCS BPYUHY.

v" CyMma npommcoM — BMICT MOJISl TEHEPYETHCSI aBTOMATHYHO.

v" Kaca — 00epiTh Kacy 3a yMOBH HassBHOCTI B YCTAHOBI JIEKIJIBKOX Kac
[Ticnst 3amOBHEHHS BCiX MOJIB 30€peXKiTh TOKYMEHT.

Hns npyky noxkymenta ckopuctaiitece IKM — /Jlpyx — Jlpyx exzemnisipa ookymenma Ta
00epiTh HeoOXiaHY popMy IpyKy — JIpyK.



4. BADAYA 3APIJIATU YHEPE3 KACY

Bunaga 3apo6iTHOI TUTaTH Yepe3 Kacy BiIOOpaKaeThCsl IBOMA OTEPAIIisIMHU:

1. CtBOpeHHsS BI1IOMOCTI Ha BUJady 3apoOITHOI IJIaTH, a caMe CTBOPEHHS JIOKyMEHTa
«BigomicTb.

2. CtBopeHHs BUaTKOBoro kacoBoro opzaepa (BKO), a came nokymenra «Bunaya notouHoi
3apIUIaTH 3T1THO BIIOMOCTI.

Ilepsunni doxymenmu — JJoxymenmu — Bioomicme — [Liamisxcna gioomicms (nepepax. na
kapmiu) — MMKM — Jlooamu.

[Tpukan 3amoBHEHHS! BUAATKOBOT'O KACOBOTO Opiepa 300pakeHo Ha MamtoHKY 4.1.
MnaTixHa BlAoMICTb (Mepepax.Ha KapTkW): 404aBaHHA — O x

Crp.1 Poswwupedns Temw

Bigomicte N2 IIl sia| 01.10.2019 |« y . kypc:| Haw. BaHk

KomenTap | BWaauda 3/n 3a sepeceds 2019
PaxyHoK 320|301 Jlo [.lo J.llo |0 |-
OcoBOBMIA paxyHoK m - || BANAATa 3apnnati

Twun nepepaxyBaHHﬂ| 1: 3apnnaTta |

IO P HYT Mowyk: |Bce nons vC?ﬁE")?

LLIBB Bia.6aHky
N2 m.n. Kon M6 Cyma —
Koa | Hazea | Koa m.nepepa | Koa 6aHky | Bianin.6aHky
Macoswmi BmMbip
1 Nopaeanus INS
< BROWSE >

KinskicTe pRaxis 0.000 |Cyma 3a ,E[OKYME.‘HTOM| 0.00

3actocyeatm | | CkacyBatn

Mau. 4.1. Ilpuknan ¢popmu 3anoBHeHHs «BHIaTKOBOro KacoBOro opepa»

v Ne — HOMEp JIOKyMEHTa, MOXKJIMBA K PyYHa, TaK i aBTOMATHYHA HyMepailisi JOKYMEHTIB.

<

Jara — nara qokymenTa mae BignoBigaru nati BKO.

v' PaxyHok — mpu BHOOpI paxyHKy i3 IUIaHy paxyHKiB MOXHa Bigpasy BKa3aTw
aHAJIITUYHUI paxyHOK (CyOpaxyHOK) 3 ypaxyBaHHSIM CTaTTi.

v" Oco00BHii paXyHOK — «aBaHC» a00 «BHILIATA 3apILIATHY.

v' Tun nepepaxyBaHHsi — «3apIuiaray.

VY tabauuHiit yacTHHi JoKyMeHTa HaTHCHITH [IKM — Macosuii éubip (nuB. manonok 4.1).
Ornepalliro CTBOPSHHSI KACOBOTO Opiepy OnucaHo B 11.3.2 miei [HeTpyKIii.

JetanpHuil omMC 3amOBHEHHS TAOJMYHOI YaCTUHHM JOKyMeHTa «BigoMmicTh» IUBITHCA
B 11. 3.12 [HCTpyKIIii KOpUCTYBada 3 00Ky 3apOOITHOI TUTATH.
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5. KACOBA KHUT A

3eimu — Cmopinka kacosoi knueu — Pospaxynox (auB. MaitoHOK 5.1).

Mepeunni gokymentn  Jokywmentn | 3eitn | Bananc  Kypuann  [Josigsukn  Cepeic  Hanawtysawna  [osigka

@EFE P~ - CTopiHka kacosol KHAMM > PospaxyHok ki O6nik kacoswx onepauiii w
ﬂ PoBouwii crin 2 @opran 3BiTHOCTI Mepernag
¢ ENeKTpOHHE 3BITHICTE, EKCMIOPT >
@ HypHan peecTpauii Kacosix ACKyMEHTIE

OépaHe OcoBoeuii paxyHoKk opeHA0AaBLA

3EEAEHHA MO 3EMENEHUK JINAHKAK

CnucoK
AOKYMEHTIE
ey
v

Mau. 5.1. ®opMyBaHHS KaCOBOi KHUTH

3a3HauTe mapamerpu Bigbopy indopmartii (IuB. MaTOHOK 5.2).

Beenite AaHi anA Bintopy iHbopMa.. X

[lata nouatky 1[}.2[}19 v

Nata sakinuenus | 31.10.2019 |«

Paxyrok 130 [[301 [[o [.

AHaniTvKa IIIII'
Koa sansoti

OK Ckacysatn

Mau. 5.2. ITapamerpu popMyBaHHS KacOBOi KHUTH

Ha expani 3’sBUTbCS CTOpiHKa KacOBOi KHHUTH, IO MICTHTH OIepalii 3a po3paxyHKOBHUI
nepioJl, caabJI0 Ha MOYATOK 1 KiHellb, 000POTH 10 IeOETY 1 KPeIUTYy.

Jns npyky cTopinku kacoBoi kHMrH HaTHCHITE IIKM — /[pyk — Jlpyk cnucky i3 ¢popmu —
Cmopinka kacosoi knueu — J{pyk — Posnouamu i3 cmopinku Ne_ (BKazaTu HoMep) — 30epeemu.



