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How invoicing through an umbrella company
works

If you do not want to start your own company but you would still like to work
as a freelancer, you can choose between different umbrella companies in the
Nordic countries. You may find similar companies outside the Nordic region as
well.

These umbrella companies usually offer the same services, but you can surely
find some differences between them. You may choose whichever company
you prefer the most.

When you issue an invoice through an umbrella company, you are usually
employed by that company during the period of the assignment.

What is the process usually like?

e You create an account on the umbrella company’s website. (You can
usually do this for free.)

e You add your payment information on your profile page on the umbrella
company'’s website.

e You save your clients on your profile page. (You may need to create an
invoice first to be able to save a new client.)

e You create your invoice. (In most cases, the umbrella company reviews
and approves your invoices before you can get access to your ready
invoices.)

e You or the umbrella company sends the invoice to your clients. (In the
case of Semantix, you must upload your invoices yourself in the Hub.)

e The umbrella company takes full employer responsibility and handles all
administration.

e Your clients (e.g. Semantix) transfer the payment to the umbrella
company.

e You receive your salary from the umbrella company, but they first
deduct tax, pension, employer’s fee, their administration fee, etc.
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NOTE! You find more detailed information on the umbrella companies’
websites. There might be differences depending on the country you are based
in. If you have any questions about the process or anything else, you should
contact the umbrella company you have chosen. Semantix cannot answer
specific questions related to individual companies and cannot recommend any
umbrella company either.
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Invoicing Semantix through an umbrella
company

If you issue invoices through an umbrella company, you need to add
information about the umbrella company in the Hub as Semantix transfers
your payment to them. They deduct tax, pension, employer’s fee, their
administration fee, etc. and then transfer your salary (after tax and other
deductions) to you.

Required information in the Hub:

1. Sign in to the Hub: htips://hub.transperfect.com/private

2. Go to My Profile > Personal Details.

Work Status
indnvidual/Freelancer

3. Click the pencil to enter the umbrella company name as the Business
Name.

» NOTE! The Business Name is the umbrella company’s legal name,
the name that appears on the invoices. As banks may return
payment if the account owner is incorrectly stated when


https://hub.transperfect.com/private
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transferring payments, it is important that you add the correct
name in the system.

Edit Personal Details @ X

Work Status

®) Indnidual/Freelamnoer

Business Mame

-
. Business Entity
Mame iz
First Name * Last Name *

Jane boe

4. Click the “Yes, | am VAT registered” box, enter Tax Country and the VAT
ID Number for the umbrella company, or your own VAT ID Number if
applicable to the relevant umbrella company in your country (e.g.
Finland).

lax Information &

Mre you VAT Registered in the country in which you pay taxes? *
® Yes, | am VAT Registered

) Mo, | arm not VAT Repistered

Tax Country *

Swiestan

VAT ID Mumber *

5. Click Save.
6. Go to My Profile > Payment Method and enter the bank details of the
umbrella company.

> NOTE! Enter the Business Name (umbrella company name) that
you filled in under Personal Details in the field Your Name as it
Appears on the Account. As banks may return payment if the
account owner is incorrectly stated when transferring payments,
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it is important that you add the correct name in both places in the
Hub.

Payment Method

Electronic Funds Transfer (EFT)

BIC/SWAFT Co

BAN Number (22 Characters) * (£

Your Name as it Appears on the Account *

IMPORTANT! If you have changed or are about to change umbrella companies,
or have started your own business, you must update the information in the
Hub accordingly before you issue your next invoice. The invoice will be
rejected otherwise and the transfer of your payment may be delayed as well.
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Invoicing in the Hub

Most umbrella companies require that you use their invoicing template and/or
that you create the invoice on their website. In this case, you need to upload
your own Custom Invoice by following the steps below.

1. Sign in to the Hub: https://hub.transperfect.com/private
2. Click Invoicing & Payments tab.
3. Go to Recent Purchase Orders.

Semantix | Hub

Recent Purchase Orders @

5 Iradicing &
= payrments Purchase Orders creatad in the last [N] days and aligible for invowcing are shown bealow,

Recer Salect Purchase Drder(s) 1o see available actions.

[} PO Mumbers job Humber Project Contact PO Duate Sub-Tozal WAT (258 Tats
[l 7503251 UST1D05221 Danna johng 2025-04-15 832023 UsD Z080.06 USD 1040029 USD
Invaice History [l 7503252 US1005222 abin Stephensor HIZ5-03-14 245512 USDy 61373 S0 | 3,068.0% USD

. 13,468.38 USD

[ Expert REsaurces Far guestions regarding specific projects, please pat in touch with your Project Contact. For questions regarding invaicing
E5em eEsemantiali, inance@iemanticng, finance@semantis.se.

please contact: finance antia gk, Ninar

4. Select Billing Entity (if you have purchase orders for several entities,
you can select one entity at a time).

> NOTE! You cannot invoice jobs completed for different Semantix
companies together.


https://hub.transperfect.com/private
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Recent Purchase Orders @

EH paymants Impantant: You curréntly have muoltiple billing #ntities. Select a billing entity Lo view Purchase Ordess created in the 1ast W]
days and eligible for imoicng.

Recernit

Furchase Orders
Salect Billing Entity
) TransParfe 4
ch Purchase = Samantis A5

chase Order|s) to see available actions

i ™ Seleoted (10,400, 25 DEK) Download Purchase Order I

'\‘ Emned Farmi &
+ Agr 1 Humber ok Number Project Contact PO Dare Sub-Tatal WAT (255) Tats
[ expert Resaurces B fsoszs USI005221  Danna jehns 2025-04-15 BIZZIUSD  ZOA0O6 USD 1040029 USD
. YSla25E UIS1005222 ahin Stephensor ZU25-03-14 2,455.12 Usk B1Z7aUSD 3,068.05 USD
e 13.468.38 USD
2 Resul 107 page

Far questians regarding specific projects, please get in touch with your Project Contact. For questions regarding imeiting
please cantact: Mnance@semantid, Mnance@semantio fi, inance@sermanticvnn, financs@eemantis se

5. Select and download all Purchase Orders you would like to invoice
under one invoice number. You will receive information about the total
PO amount plus VAT you need to add on your invoice.

» NOTE! Please check that the total amount is correct. Always
reach out to the project manager (referred to as project contact
in the Hub) for inquiries about a specific purchase order, such as
an incorrect amount or a missing purchase order. For general
invoicing questions, contact the Semantix Finance team.
(Different e-mail addresses depending on the Semantix billing
entity: finance@semantix.dk, finance@semantix.fi,
finance@semantix.no, finance@semantix.se)

6. Create your invoice on the umbrella company’s website according to the
instructions provided by them. You can contact the umbrella company if
you need clarification regarding their system.

Make sure that:

e The invoice matches the information in the purchase order(s):
Semantix billing entity and the corresponding VAT number, total


mailto:finance@semantix.dk
mailto:finance@semantix.fi
mailto:finance@semantix.no
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sum (with/without VAT), reference person and optionally the job
numbers.

Example of Semantix billing entity:

Semantix A/S

Senderhaj 3

DK-2280 Viby J, Denmark
+45 (D) T8T9 3799

wanw. semantix_comidk
VAT no: DK 18302691

e Theinvoice is in PDF format. Invoices in Excel or Word will be
rejected by the system.

e The umbrella company sends the invoice (PDF file) to you and
not to Semantix. If you cannot add your own e-mail address when
you create your invoice on the umbrella company’s website, you
should contact the umbrella company right away. (In most cases,
you can request a copy of the invoice to be sent to your e-mail
address or add yourself as the recipient of the invoice.)

e The payment terms are correct and it is 30 days. The umbrella
company might automatically add fewer days as payment terms.
If that is the case, you should contact the umbrella company
before sending your invoice to Semantix and ask them to change
the payment terms to 30 days.

e You upload your invoice on the day that is shown as invoice date
on your invoice. If the day reflects the day the invoice was
created and not when it was approved, contact the umbrella
company to change the invoicing date. If that is not possible, the
payment terms should be changed accordingly: The 30 days will
be counted from the date the invoice is uploaded in the Hub.

7. Toupload your invoice, repeat steps 1—-5 above.

8. When you have selected the Purchase Orders you would like to invoice,
click Create Invoice.

9. In the pop-up window click Custom Invoice.
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Create Invoice

Toereate an inveice for 10,400.29 USD, please enter an invoice numier in the space below. Each invaice
mriust have 4 unigue invoice nurmber.

Invaice Number *

U3-20-2023

VAT 1D Nurmber (2
‘fou have Indicated that you are Tax Exempt,

VAT ID Update; To make changes to your VATID, please v sl Details, Updating your WAT ID
requires approval and may take some time, Once you've updated your VAT datals, you will need to wait
for approval before you can submit an involce.

By submitting an Invaice containing the information prosvided by me using the template providad by
Semanti, a TransParfect company, | heraby acknowledge that same constautes my submission of a lagal,
valid, and binding invaice with the same legal force and effect as if | had generated and submitted my awn
farm of invalce cantaining the same information. Transartions. rapresentad by the involce submissian are
subject to the same terms and conditions feund on the Semantix Supplier Agreement and Purchase Order

[ou may also upload your own Custom Involce.

10. Enter the Invoice Number as specified on your invoice.

» NOTE! Make sure you add the correct invoice number. The
invoice number is a reference for both your umbrella company
and Semantix so your payment can be tracked.

11.Drag & drop or click the field to upload file and click Submit.

> NOTE! Make sure you upload your invoice and not another file.

Create Invoice * Invoice Successfully Created! s

Ta create an irvaice for 8,320.23 USD, please enter an imoice number in the space below. Each invoice Invaice 03-20-2025 has been successhully ceated,
riust have 8 unique inveice numbes,

Invoice Mumber Downlead Invoice

03-20-2025

Upload File *

Drag & Orap O Click to Lipload File

By submitting an irmeioe comaining the information prowidad by me usirg the template provided by

Sermartix, 8 TransPerfect company, | hereby acknowledge that same censtitutes my subrmission of a legal,
valid, and bi @ invoice with the same legal force and effect as if | had gen ed and submitted rry own
Ferm af irveice comaining the same infarmation, Transactions regresented by the imvoice submission are

subject tothe sarme terms and canditions fournd on the Semantix Supplier Agreerment and Purchase Order.

Use the Delault Semantiz Imsice,

12.Repeat the steps if you have invoices for more than one billing entity.
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> NOTE! You cannot invoice jobs completed for different Semantix
companies together.

13.0nce the invoice is uploaded and submitted, select Invoice History to
check the status of the invoice or submit inquiries. You can also search
for Purchase Orders to see whether or not you have already invoiced

those. The Hub will provide you with that information.

» NOTE! Inquiries for specific invoices must be in English and can only be

submitted until the day after your payment was due.

Semantix | wus

(D) vy profie Invoice History @

Harent Purchase For specific invaice inguiries, click the carresponding (maoice Inguiry kkan. Inguiries are seailable anly far irvoices Submitted
Orders more than [M] days ago.
1 Re=sult
Search has ety
Qrder [ irnesice Mumber vendor ID Amount | Date Submitted Starus Inguiry
]| MO 00093 10745498 832023 U50 | 2025-D4-08 submitted
& His
O] ukanazeas Jo745453 ZASS12USD | 2024-11-14 Fully Pald Gl
|-' . || Ukapasens 107465453 245512U50 | 2024-10-08 Fartially Faid Gl
|| ukandsent 0746453 2AS512US0 | 2024-09-02 Fully Paid &
.-. Expert Resources

Sedect Irmeoicalsh 1o See available actions.

—
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Inquiry b

Our response will come through your email. Please check your spam folder. On average our response takes

up to three business days.
Invoice Number Amount Date 5ubmitted  Status
Imvoice-TEST-0920-1 1300 USD  2024-09-20 Payment In Progress
Message

A
04500
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Payment terms

You can invoice directly when the purchase order is available in the Hub and
choose how often you would like to invoice depending on your need. Our
payment terms are 30 days (with maximum 2 payments each month). This
limit does not affect the number of invoices you can or have to upload per
month as Semantix will transfer your payment for all outstanding invoices as
one within a payment period. In other words, one invoice does not necessarily
mean one payment.

Semantix transfers your payment to the umbrella company and not to you.
Then you receive your salary from the umbrella company. It is always a good
idea to check how and when the umbrella company handles payroll.

NOTE! If you cannot choose 30 days as payment terms when creating your
invoice, please contact the umbrella company. Perhaps it is possible to leave a
comment about this when you create your invoice. Always check that the
payment terms on your invoice are correct before uploading your invoice in the
Hub.
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Frequently asked questions

Which umbrella company can | choose to be able to invoice Semantix?
Feel free to choose the company of your preference. Semantix cannot give you
any advice on this.

How does an umbrella company operate?
Those who want to work as freelancers but do not want to start their own

business can use umbrella companies to invoice. When you issue an invoice
through an umbrella company, you are usually employed by the company
during the period of the assignment. The umbrella company handles all
administration. Before transferring your salary to you, they deduct tax, pension,
employer’s fee, their administration fee, etc.

Whom can | contact if | have questions about the umbrella company?

You can find all relevant information on the umbrella company’s website. If
you still have questions, you need to contact the umbrella company's
customer service. Semantix cannot give you any information related to how
your chosen umbrella company operates.

What is a business name in the case of an umbrella company?

The business name is the umbrella company’s legal name, the name that
appears on the invoices. As banks may return payment if the account owner is
incorrectly stated when transferring payments, it is important that you add the
correct legal name as Business Name and in the field Your Name as it Appears
on the Account in the Hub.

Can | have my own VAT ID Number when issuing invoices through an umbrella
company?

This varies from country to country. This is possible in Finland, for example.
Make sure you fully understand how your chosen umbrella company’s
processes work.

Is it possible to change umbrella companies?

Yes, it is perfectly fine to change umbrella companies, but you must update the
personal details and payment method in the Hub accordingly before you
invoice through the new company. The change may require you to sign a new
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Supplier's Agreement. If you don’t do it on time, your invoice will be rejected
and the transfer of your payment may be delayed as well.

Can | start my own business if | don't want to continue invoicing through an
umbrella company?

You can start your own business at any time. You know what works best for
you. Please update the information in the Hub accordingly. Make sure you do it
before you start invoicing through the new company. The change may require
you to sign a new Supplier's Agreement. If you don't do it on time, your invoice
will be rejected and the transfer of your payment may be delayed as well.

Will the umbrella company send my invoice to Semantix?

No, you need to ask the umbrella company to send the invoice (a PDF file) to
you. Please follow the instructions listed in the section Invoicing in the Hub.
Please make sure you upload your invoice and not another file.

Whom should I contact if my purchase order is incorrect or a purchase order is
missing?

You need to contact your project manager (referred to as project contact in the
Hub) for inquiries about a specific purchase order, such as an incorrect
amount or a missing purchase order. Only your project manager can answer
specific questions about projects and assignments.

When can | upload my invoices?

As soon as your purchase order is available in the Hub, you can upload your
invoice, but we recommend you invoice several purchase orders at month end
for administration purposes and to minimise any bank fees.

Can |l invoice jobs completed for different Semantix companies together?
No, it is not possible. You need to issue several invoices if you have done jobs
for two or more Semantix companies.

Do | receive my payment from Semantix?

No, Semantix (via TransPerfect) transfers your payment to the umbrella
company so that they can deduct tax, pension, employer’s fee, their
administration fee, etc. The umbrella company then transfers your salary (after
tax and other deductions) to you. That is why it is important to add the correct
Business Name and Your Name as it Appears on the Account in the Hub. It is
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always a good idea to check how and when the umbrella company handles
payroll.

When does Semantix transfer my payment to the umbrella company?

The money will be transferred up to 30 days after the invoice has been
uploaded in the system. If you cannot choose 30 days as a due date when
creating your invoice, please contact the umbrella company. Perhaps it is
possible to leave a comment about this when you create your invoice.

When will | get paid?

Our payment terms are up to 30 days. The 30 days will be counted from the
day the invoice is uploaded. Therefore, you should upload the invoice on the
day that is added as invoice date on the invoice.

If it usually takes time for the umbrella company to review and approve your
invoice and the due date is set according to the date the invoice was created
(not approved!), you should ask the umbrella company to change the due date
to a later date to ensure that the 30 days starts when you upload your invoice
in the Hub.

Since Semantix (via TransPerfect) transfers the payment to the umbrella
company first, you need to check with them how they handle payroll.

Whom can | add as a reference person on the invoice?

You may add the project manager, someone from Semantix Vendor
Management, or you can simply write Semantix Vendor Management. You
most likely need to add an e-mail address as well. There you could add your
own e-mail address, so you would receive the invoice from the umbrella
company.

What kind of information do | need to add on the invoice?

You need to add your name as a reference person (usually referred to as our
reference on the invoice) and the subtotal (total ex VAT) plus VAT (VAT %) if
applicable. You also need to add the Semantix billing entity, and its
corresponding VAT number. It can also be good to add the job number for your
reference.
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What information can I provide if the umbrella company asks me about the
number of hours worked?

You can write 1 as a unit (number of hours) and add the subtotal without VAT
(total ex VAT) plus VAT (VAT %).

What kind of information am | not allowed to share on the invoice about my
assignments?

You cannot list client, project or file names — or any personal data received
during the assignment.

Why is it important that | add the correct invoice number in the Hub?

The invoice number is a reference for both your umbrella company and
Semantix so your payment can be tracked. In the case of some companies, the
invoice number is also the OCR number.

What do | need to consider when it comes to payment references (OCR)?
Umbrella companies usually have an OCR number and that tends to be the
invoice number in many cases. This can vary from country to country,
however. In Finland, the payment is returned if it is not paid with an OCR
number.

This OCR number is for domestic payments only. All payments moving forward
will be made as foreign payments. If necessary, inform your chosen umbrella
company about this change affecting payments.



