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1. Logging in

You can log in Omapaja's invoicing system at https://lasku-

tus.omapaja.fi. You can also log in via the Omapaja web- Login

site https://omapaja.fi/ via the Login button in the upper

right corner. Enter your email address and password to
access invoicing system.

If you have forgotten your password, go to “Forgot pas-

sword?” And you can send a password reset link to your
email.

Email address

Password

Forgot Password?
If you haven't registered yet, you can register here.

2. Filling your profile

When you log in the invoicing system for the first time, first fill in your profile. You can access your
profile from the left-hand menu and choosing “My profile”.

Fill in your personal information, tax card, YEL insurance information, salary settings and notification
settings. Notice! If you haven't saved your tax card before the salary payment date, we will have to
charge a withholding tax of 60%.

When you have filled in your information, you will have access to save invoices, cash sales, expenses
and travel allowances in the system.

Later, you can change your new address or bank account number, for example. You can also change
your salary payment method or save a new tax card. You can also change your username and pas-
sword in the personal information section.

Payments made by customers

N i »
CI‘J omapaja et 54k 0/00/€ Salary Calculator@  InfofilesB  Info@  Job offers ¢& Messages % v 2 Hello,

@A Dashboard My Profile ? My Account Info

MY PROFILE

& Personal informat... A
User id 133

% Taxcards A You can add and edit your personal information through this
page. If you wish, you can also change your password and
username

. : Personal information
& Personal information e

B YEL-insurance &\ Username/em  testil2@omapaja.fi
ail .
& Settings A If you need to change the name or marketing name you have
Firstname saved, please contact Omapaja's customer service.

& Expert profile Tero



2.1. Personal information

Fill in the social security number, te-
lephone number, postal address, bank
account number for salary payment,
as well as your profession and in-
dustry.

2.2. Tax cards

Download your tax card in the Tax
cards section. The tax card must be
intended for wage income and must
be valid. Omapaja will be notified of
new tax cards and will process them
before your salary payment.

If necessary, you can apply for a new
tax card from the Tax Administration's
MyTax service. When you apply for a
tax card, you must declare your gross
salary income in MyTax under "Income
not subject to pension and unemplo-
yment insurance contributions".

In the Tax card information section,
you can see your tax card information
saved by Omapaija.

& Personal information

User id

Username/email

Firstname

Lastname

Social security
number

Marketing Name

Telephone

Address

Postcode/postoffice

Bank Account

Profession

Business Idea

My tax card information

B Downloaded tax cards

133

testii2@omapaja.fi

Tero

Testaaja

Testaaja Tero

Appears on invoice as invoice sender. "Lastname Firstname" as default.

/ Omapaja Oy

|

Appears in the payslip as a professional title

‘ Select business idea

Needed for statistics and insurances

List of tax card files you have downloaded.

You don't have any files

% Tax card information

Alist of tax card information saved according to your tax cards.

Perlod of validity

No tax card logs

< previous = next>

Baslc rate

Additional rate

A Upload your tax card. Allowed file formats

are jpg, jpeg, png and pdf.

4 Upload

Annual Income limit

Page 10f 1, showing O record(s) out of 0

total

Notes Status



2.3. YEL-insurance

Choose the option that suits your situation in the YEL insurance section.

- If your income exceeds the YEL limit and you want to take out YEL insurance through Omapaja, se-
lect "l want to take out YEL insurance through Omapaja” and then complete the YEL proxy.

- If you already have YEL insurance, select “I have YEL insurance”

- If you estimate that your income is below the YEL limit or your entrepreneurship lasts less than 4
months, select “| do not need YEL insurance because my income is below the YEL limit or my work
as an entrepreneur lasts less than 4 months”

- If you are on old-age pension, select "l do not need YEL insurance, because I'm on old-age pension

- If you are under 18 years of age, select "l do not need YEL insurance, because I'm under 18 years old"

My insurances

B YEL-insurance
Choose the option that suits your situation

O | want to take the YEL insurance through Omapaja.

O I have YEL insurance

O | do not need YEL insurance because my income is below 8 063,57 € per year or my work as an
entrepreneur lasts less than 4 months.

O | do not need YEL insurance because I'm on old-age pension.

O ldo not need YEL insurance because I'm under 18 years old.

Save

2.4. Settings

In the settings, select your salary and My salary settings
notification settings.

Method of payment
In the salary settings, you can select T T ———
the desired salary payment method.
y pdy Method of payment Select payroll method v

You can choose to withdraw your sala-

ry once or twice a month and choose
certain paydays on a monthly basis.

You can also choose to withdraw your

salary as soon as your invoice is paid.

You can also choose to manually

create salary requests yourself in the

system.

Select payroll method
Once a month

Twice a month

As soon as invoice is paid

| create salary requests manually




In the notification settings, you can
choose whether you want a notifi-
cation in your email when your cus-
tomer has paid an invoice or when a
new paycheck is created for you. You
can also choose whether you want
to receive job offers fromm Omapaja's
partners. If you want to receive notifi-
cations about job offers, also choose
from which region and industry you
want to receive them.

2.5. Expert profile

In “My Profile” you can also comple-

te your Expert profile. After you have
completed your Expert profile, you can
preview it and publish it on the Oma-
paja Osaajia site. Omapaja Osaagjia’s
address is https://osaajia.omapaja.fi.

Omapaja Osaajia is a website whe-

re Omapaja light entrepreneurs can
publish their own profile and receive
job offers from their clients. You can
also share your profile on social media
to gain more visibility for your busi-
ness.

My notification settings

£ Notifications
Select the situations you want the notification to be emailed to you.

Do you want to receive notification to your email when invoice is paid?

O Yes
O No

Do you want to receive notification to your email when a new paycheck is
created?

O Yes
O No

Do you want to receive job offers from Omapaja’s partners?

O Yes
O No

Save

My Expert Information

A You have not published your Omapaja Expert profile yet. Complete your profile
here and publish it on the Omapaja Osadaijia site!

B Expert Information

Basic Informations (Mandatories)

Show my info in
the Osaajia-
pages

‘No v

Do you want your profile to be visible in
Omapaja experts pages?

Profession title

Short description of your profession (max char 50)

Territories

Business
categories

Self Introduction

Y
If you want to add a link to the text, put "https: //* or “http: /" in front of
the address




3. Creating new invoice

Go to “Invoices” in the left-hand menu

. " . . i i Status:
and click “Crete new invoice”. LuEgils e e atvs: @D
On the invoice form, you can either 8 Customer details
add a new customer or choose an
g Customer Create new customer v
existing customer from the menu.
Company / Company v

Private Person

If you create a new customer, choose

whether it is a company or a priva- i mmics detals
te person, and fill in the customer’s Language English .
contact information and invoicing

Date 31.03.2021 &

addresses. We recommend to send
invoices in electronic form, either by Payment Term 10
e-mail or as e-invoice, because ele-

days

ctronic invoices reach their recipient K e s
much faster than mailed invoices. Delivery Date 21.03.2021 Z
Choose the invoice language (Finnish/ curreney E 7
English), invoice date and payment Client Reference KP 1234

term. Choosing a delivery date is opti- Max 20 characters

onal. Type a possible client reference Notes

Working hours 1.3.-31.3.2021
and notes for the invoice.

Max 500 characters

Add the title and possible description of your product/service on the invoice product rows. Add

amount, unit price, information on whether the unit price includes VAT, and tax rate. If needed, add
more invoice product rows by clicking “Add product row”. If you have saved any frequently used pro-
ducts and services, you can add them on an invoice product row by clicking “Add product from list”.

= Invoice Product rows

Product/service Description Amount Unit price incl. tax Tax Rate Tax Free Taxes Total Remove
Cleaning March 2021 45 20 No 24 % 1350,00 € 324,00 € 1674,00 € m
Totals 1350,00 € 324,00 € 1674,00 € (&

= Add product row | = Add product from list



If you charge travel allowances on
your customer, you can add them on
the invoice by clicking “Save and add
travel allowance”.

You will get to add an attachment on
the invoice, once you have saved the
invoice.

You can see the invoice preview by
clicking “Save and preview”.

When the invoice is ready to be sent,
click “Save and send to accountant”.

& Save and add travel allowance
B Save and continue | @ Save and preview e Save and send to accountant

@ Attachment

A Please save invoice first to upload attachment! The attachment is sent to the customer
with the invoice.

You will get to see the status of your invoices in the invoices main menu. The invoice status is updated
as paid as soon as the customer’s payment has been logged in the system.

Y Find from time range

-

EAl & Drafts A Returned  OWaiting 44 Sent Paid
Id Number Customer Date Due Date
#86 236 Testi asiakas Oy 31.8.2020 14.9.2020
#87 237 Testi asiakas Oy 31.8.2020 14.9.2020
#12 Testi asiakas Oy 13.1.2019 27.1.2019

£ Invoices are checked and sent on weekdays from 8 am to 4 pm.

© What does the status of the invoice mean?

Page 10f 1, showing 3 record(s) out of 3 total
Status Total Sum No Tax With tax Salary / expense Actlons
(Pad 200,00 € 248,00 € 200,00 € © View | [l Copy
(Pad 589,18 € 730,58 € 58918 € @ View | [N Copy
(Pad 42200 € 52328 € 42200 € @ View | [l Copy

Total 121,18 € 1501,86 € 12118 €




4. Creating an internal invoice

If you have worked together with anot-

her Omapaja entrepreneur and the Create new invoice Status: @ED
other one has invoiced the customer,

you can invoice your own part from

the other entrepreneur with an inter- Sustomen Internal invoicing -
nal invoice.

B8 Customer details

Entrepreneur's email

GO tO ul ﬂVOICGS" ih the |eft‘ hG nd menu Internal invoice is for invoicing other Omapaja entrepreneur.
and click “Create new invoice”.

Choose “Internal invoicing” from the
customer field and type the e-mail address of the other Omapaja entrepreneur. The e-mail address
must be the same address the other entrepreneur has used to log in the invoicing system.

Fill in the invoice information and send it to the accountant. After the invoice has been checked by
the accountant, it is sent to the other entrepreneur for approval.

5. Saving cash sales

Go to “Cash sales” in the left-hand
menu and click “Create new cash sale”. B coshisaiodetale

Language Finnish -
On the cash sales form, you can eit-
her add a new customer or choose an
existing customer from the menu. If you Notes
create a new customer, choose whether

itis a company or a private person, and

fill in the customer’s contact informa-

Date 31.03.2021

tion. Cash Sale Paid Date 31.03.2021 &

The day when cash is transferred to Omapaja’s account

Choose the cash sale language (Fin-

nish/English) and date of cash sale.

Type any additional information that

you might want to be visible on the cash receipt. Mark the date you have transferred the cash sale to
Omapaja account.

Add the title and possible description of your product/service on the cash sale product rows. Add
amount, unit price, information on whether the unit price includes VAT, and tax rate. If needed, add
more product rows by clicking “Add product row”. If you have saved any frequently used products and
services, you can add them on an invoice product row by clicking “Add product from list”.

i= Cash sale Product rows

Title Description Amount Unit price incl. tax Tax Rate Tax Free Taxes Total Remove
No 249 0,00 € 0,00 € 000 € m
Totals 000¢€ 000¢€ 000€ (&

= Add product row | = Add product from list



If you charge travel allowances on your customer, you can add them on the cash sale form by clicking
“Save and add travel allowance”.

You will get to add a pdf attachment on the cash sale, once you have saved the cash sale.

You can see the cash sale preview by clicking “Save and preview”. You can also print a pdf receipt for
the customer in the cash sale preview.

When the cash sale is ready, click “Save and send to accountant”.

You can monitor the status of cash sales in the main menu of cash sales.

Cash sales © Create new cash sale
Y Find from time range £\ Cash sales are processed on weekdays from 8 am to 4 pm on the basis of payments made to

o Omapaja’s account.

@ What does the status of the cash sale mean?

EAlI &' Drafts A Returned ® Waiting + Accepted Paid

Page 10f 1, showing 4 record(s) out of 4 total

Id Customer Date Status Tax free With tax Salary / expense Actlons

#89 Testi asiakas Oy 2.9.2020 Paid 500,00 € 620,00 € 500,00 € @ View

#85 Testi asiakas Oy 1.9.2020 Paid 286,17 € 354,85 € 286,17 € @ View

#88 Testi asiakas Oy 1.9.2020 Paid 500,00 € 620,00 € 500,00 € @ View

#13 Testi asiakas Oy 13.1.2019 Paid 200,00 € 248,00 € 200,00 € @ View
Total 148617 € 184285¢€ 148617 €

Cash sales should be paid to the Omapaja account with the following payment information:

Recipient: Omapaja Oy

Bank account number: FI2212223000211429

Message: Cash sale, your name, cash sale number in the system (Id)
Sum: Sum of cash sale including VAT




6. Saving expenses

If you have had expenses due to the work, you can be reimbursed for them. Go to "Expenses” in the
left-hand menu and click “Create new expense”.

Mark the expense form with the date and place of purchase, description of the product or service
you purchased, type of expense and price. Add rows if needed. You can save several expenses on the
same form. However, be aware that you must have enough saldo to withdraw the entire expense in
order to be reimbursed for the whole amount.

Save the data on the expense form, after which you will get to attach receipts. You must have a
receipt or invoice, stating what, when and at which price and tax rate has been purchased, from the
seller for each expense. If you attach an invoice on the expense form, you must also attach a receipt
of payment (e.g. a screenshot of account transaction). You can only be reimbursed for expenses you
have already paid.

Create new expense Status: @ C'
- Expense details * = Mandatory information
Bought Date* &

Place Of Purchase*

Notes*
Explain how the expense relates

to your work

]

i i L
Description rows Select account 24 %
Add at least one row

Separate the different VAT rates

on their own rows

C' Update totals

Tax free 0,00 €
Sum total 0,00 €

B Save and continue

1



7. Saving travel allowances

If you have made a work trip related
to the work, you can be reimbursed
for travel expenses. Be aware that the
taxation of your travel allowances de-
pends on whether you have invoiced
your customer for the travel allowan-
ce.

A separate travel allowance form is
filled for each work trip. Be aware

that you must have enough saldo to
withdraw the entire travel allowance in
order to be reimbursed for it.

Go to “Travel allowances” in the left-
hand menu and click “Create new
travel allowance application”.

Mark the start and end dates and

Create new travel allowance application Status: @& C
1l Travel details
Start Datetime & e ®
End Datetime & R o)

Destination

Purpose Of Trip

Kilometer allowances
Domestic daily and food allowances
(O Abroad day allowances

Allowances

times (with an accuracy of one minute) of the trip.

Mark the destination and purpose of the trip. Be as accurate as you can to describe why the trip took

place.

Choose which allowances you wish to apply for, kilometer allowances and/or daily and food allowan-

ces. If you have travelled abroad, choose abroad day allowances.

In kilometer allowances, mark the
starting address and driving route.
Also mark the meter readings of your
car when leaving and returning to and
from the trip. The system calculates
the amount of kilometers according to
the meter readings.

Choose vehicle type and possible
trailer, heavy load, driving on a forest
road and any passengers. The system
calculates the allowance according
to decisions of the Tax Administration.
You can change the sum downwards.

12

& Kilometer allowances

Start Address

Route

Kilometer readings km
Kilometers Total km
Vehicle Type Car (& 0.43 €) +~ Allowance (043
Trailer Type _No trailer- - Allowance 0
[ Heavy load, more than 80kg (a 0,03 €)
(O Forest road (@ 0,09 €)
Passengers

&+ Add passenger

Vi

km



The system calculates according to
the start and date times whether you % Domestic daily and food allowances
can be granted full or half daily allo-

. Full Day 0 - days Allowance 42
wance or food ollowoncg for the trip. PR o
You can choose the desired allowan- s
ces in the menu and, if you wish, chan- Part Day 0 + days Allowance 19
ge the allowance sum downwards. fllowances €
Food Allowances 0 v pcs Allowance 105
€
In “Total Allowances” you can see a
summary of the travel allowance form (&) Total Allowances C' Update
information. Allowance type Totals
Full day allowance 0X42¢€ 0,00 €
Part day allowance 0X19 € 0,00 €
Food allowance 0%10,50 € 0,00 €
Km allowances OkmX 0,43 € 0€
Total 0,00 €
You can also type additional informa- 2
. & Notes
tion on the travel allowance form.
Notes

You can save the travel allowance and
continue formatting. When the travel
allowance form is readly, click “Save
and send to accountant”.

B Save and continue 4 Save and send to accountant




8. Withdrawing salary

If you have chosen the option of salary
payment as soon as the customer has
paid their invoice, you do not need to
withdraw the salary. You also do not
need to withdraw the salary if you have
chosen a fixed monthly salary payment
day.

If you have chosen the option of ma-
nual salary requests, you can withdraw
salary as soon as your customer has
paid their invoice or you have accumu-
lated other sales. You can withdraw sa-
lary in “Salaries” -> “Withdraw salary”.

In “Saldo” you can see the amount of
money you have inside. You can check
which sales the saldo includes by clic-
king the link “Where does saldo come
from?”.

You can choose the desired amount
of salary as well as expenses and
travel allowances. Insurance fees and
Omapaja service fee are deducted
according to the sums you withdraw.
Also choose salary payment date and,
finally, send the salary request. Salary

Saldo: 5 025,80 € wher does sado come rome

Amount

4945v15€

Type

Gross salary

Heatth insurance fee 1.53 %

Expenses 100,00 € (incl. tax)

80,65 € (excl. tax)

Please select rows of expenses you want to raise from table below.

id Date Place Of Purchase

#156 5.10.2020 Prisma

Totat all

Travel allowances

Service fee sum

Instant payment

Tax free
80.65€

8065 €

Salary request

16.83

100,00

With tax
100,00 €

10000 €

0,00

No open travel allowances

No instant payment selected

01.04.2021

Send salary request

requests should be sent no later than the previous bank day before the salary payment date by 3 pm.

It is also possible to withdraw your salary as an instant payment, in which case the salary will appear in
your account on the same day. In the salary request view, select instant payment. A separate instant

payment fee of 20 euros will be charged for the instant payment. Instant payment is possible on week-
days before 3 pm and when you have a saldo more than 100 euros.

You will receive a paycheck for each of your salary requests. You can view all your paychecks in “All

salaries”.

Salaries © Withdraw salary

Y Find from time range

to

=AI &' Draft ® Waiting & In Process Paid
Id Total Gross Salary Expenses Sum Travel allowances sum
#40 100,00 € 100,00 € & =
#41 1000,00 € 1000,00 € = 2

14

£ Salaries are being processed on weekdays from 8 am to 3 pm

© What does the status of the salary mean?

Pay Day Salary Perlod State

26.3.2021 03/2021 Paid

26.3.2021 03/2021 Paid

Created/modified

25.3.202110:30/25.3.2021 10:30

25.3.202113:31/25.3.202113:32

Page 10f 1, showing 4 record(s) out of 4 total

Actlons
© View

@ View



9. Customers

In “Customers”, you can see the data of all customers you have saved. You can also modify the cus-
tomer’s contact information or invoicing addresses and add a default payment term and default
tax rate on a customer. Thus you don't need to change them every time you make an invoice. In the
customer’s data, you can also see all the invoices saved for the customer.

10. Products/services

In “Products/services” you can add and modify your standard products and services. This enables
you to conveniently add standard products or services on the invoice instead of typing the same
information on invoice rows every time.

11. Offers

In the offers section, you can make an
offer to your customer. Include cus-
tomer details, offer title and content,
optional product lines and the image
to the offer. Save the offer.

At the top of the offer, there is a "Pre- OFFER
view Offer" button to view the offer. Test offer
You can send an offer preview link to

. . Customer Seller
yOUr CUStomer via emoul, SO the Ccus- Testiasiakas Oy mmnnm-2) Anna Testi
tomer can view the offer through a Testihenkilo 0
. N Testikatu 1, 90100 Oulu testil2@omapaja.fi
browser. You can also print the offer in o
PDF format from the preview mode. testi@omapajaii

This is a test offer

Best regards

m
Anna Testi Sl ol

omapaja
testil2@omapaja.fi Kevytyrittaje
0 * .k

15



In “Reports” you can form a saldo
report, a sales report and a report for
tax return. You can search for a saldo
and sales report monthly at desired
time periods. A saldo report shows
you everything that affects your saldo,
i.e. sales, expenses, travel allowances
and salaries. A sales report shows you
every sales transaction approved by
the accountant.

Reports — Saldo report

Select time range

03-2021 to  03-2021

March, 2021

From previous period
Sales

Expenses

Travel allowances
Gross salary

Total

Deductions of month:
Service fee
Instant payment fee
Health insurances
YEL payment

Total

Go!

Deductions total

0,00 €
499275 €

— 4839 €
—-307,50 €
—2200,00 €
243686 €

-15491 €
-40,00 €
-33,66 €

-130,56 €
-35913 €

243686 €

The report for tax return is a report that lists the service and insurance fees withheld by Omapaja
and the taxable travel allowances and expenses paid by Omapaja during the selected year. You can
use the report to help you complete your own tax return.

Reports — Report for tax return

Select year to report

2021 Go!

#130 Anna Testaaja — Year 2021
Deductions
Service fees
Instant payment fees
Health insurance fees
YEL insurance fees

Total

Taxable payments of travel allowances
Food allowance, taxable

Km allowance, taxable

Full day allowance, taxable

Part day allowance, taxable

Abroad day allowance, taxable

Travel allowances total, taxable

Taxable payments of expenses
Telephone and internet costs

Taxable payments of expenses, total

16

Unit amounts
0,00

201,63 km
1,00

1.00

0,00

Total sum
60,00 €
20,00 €

18,36 €
130,56 €

22892 €

Total sum
0,00 €
9275 €
42,00 €
19,00 €
0,00 €

18375 €

Total sum
0,00 €

0,00 €

B Print to pdf



In “Documents” you can see all files saved in the system.

14. Salary Calculator
You can access the salary calculator from the top menu of invoicing system. With the salary calcula-
tor, you can calculate how much you will be paid salary or allowances for a certain invoicing amount.

Alternatively, you can calculate how much you should invoice to get yourself a certain amount of
salary. Please note that the result given by the salary calculator is an estimate.

& Salary Calculator of light-entrepreneur

| want to calculate

@® How much salary will | get from an invoiced sum
O How much do | have to invoice to get a specific salary

Invoice sum €
Does the amount include vat? No -
VAT rate of the invoice 24% o
Your withholding tax percentage %
I have YEL insurance

Expenses and allowances

Expenses (incl. tax) €

Expenses vat rate 24 9%

15. Info files

You can access the Info files from the top menu of invoicing system. Instructions for using the invoi-
cing system and operating as a light entrepreneur are stored in the Info files. You will also find an
assignment agreement template in the Info files, which you can use to make a contract with your
customer. The info files also contain insurance certificates and conditions for light entrepreneurs.

17



16. Job offers

You can access the Job Offers from the top menu of the invoicing system. You will be notified by
email if a job offer suitable for you is saved in the invoicing system. Job offers are saved by Omapaja's
partner companies and are targeted to Omapaja’s light entrepreneurs. You can browse all job offers
by going to the "All" section in the "Job Offers" section.

Job offers

In the list, you can see job offers sent by Omapaja's partner companies. In the notification settings, you can choose from which industry and region you will receive notifications
about new job offers. You can also browse all job offers by selecting "All" from the list below. You can contact the sender of the job offer via the contact form in the job offer.

If you would like to send a job offer yourself to other light entrepreneurs, you can contact Omapaja customer service.

4 Targeted to me ZAI

Y Search criteria:
Territory Profession Keyword

All 4 Please select... A

Page 10f 1, showing 8 record(s) out of 8 total

17. Messages

In “Messages” you can read messages that Omapaja staff have sent you. You may receive messages
if you have submitted incomplete invoices, cash sales, expenses or travel allowances. When there is a
message, you will also get a notification in your email.

18. Logging out

You can log out of the invoicing system from the menu at
the top right. Messages % v 2 Hello,

8 My Profile

g In English

= SuoMeksi

Logout

18



