Order one or multiple
NS-Business Card(s)
You can order one or multiple NS-Business Card(s) immediately via Mijn NS Zakelijk. As contact person,
u use this option when ordering cards for cardholders within your organisation. This option has been
agreed at contract level.
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Order for one cardholder
Step 1: Select cardholder
Step 2: Select card details
Step 3: Upload photo (if applicable)
Step 4: Confirm order
Step 5: Monitor order
Order for multiple cardholders simultaneously
Step 0: Upload cardholders
Step 1: Select cardholders
Order for a department/company
Step 1: Select department
Step 2: Select card details
Step 3: Confirm order
Step 4: Monitor order
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Start screen
In the left hand menu in Mijn NS Zakelijk click on the menu item ‘Order an NS-Business Card’. A screen will open in
which you can choose from three options:
Order for one cardholder
Use this option to order a personal NS-Business Card for an existing cardholder (cardholder is already known in Mijn NS
Zakelijk), or a new cardholder.
Order for multiple cardholders
Use this option to order an NS-Business Card for multiple cardholders simultaneously. This is only possible when you wish
to order NS-Business Cards without passport photo. These are NS-Business Cards without subscription or Dal
subscription.
Order for a department
Use this option to order an NS-Business Card for a department or company (a so-called department card). A department
card is not linked to a person and can be used by different people. Please also see the separate instruction ‘Link
department cards’.

4

Order for one cardholder
Step 1: Select cardholder
If you are ordering a personal card for an existing cardholder, you should indicate the name of the
cardholder in the textbox. After entering the first letters, the corresponding names will be displayed
automatically. Select the cardholder you are looking for and click on ‘Order for an existing cardholder’.
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Order for one cardholder
If you are ordering a personal card for a new cardholder, click on ‘Order for new cardholder’. Then
you can enter the new cardholder’s details. Select a department and enter any cost centre and/or
personnel numbers. Then click on ‘Save’.
You have now added a new cardholder to your Mijn NS Zakelijk account.

Please note!
You can only select a department that is known in your Mijn NS Zakelijk account. This has been agreed with your
organisation at contract level. If you wish to add a new department, please contact your NS account manager or send an
e-mail to nszakelijk@ns.nl.
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Order for one cardholder
Step 2: Select card details
After entering the cardholder details of the person for whom you are ordering an NS-Business Card,
you can indicate the desired subscription type.
Depending on the subscriptions agreed at contract level with NS, you can select Dal, Traject Vrij,
Trein Vrij with Split Billing, Traject Vrij or OV Vrij (this is a Traject Vrij subscription + Bus Tram Metro
Vrij) subscription.
If you want an NS-Business Card without additional subscription, select ‘NS-Business Card without
subscription’. More details about the benefits of each individual subscription can be found under the
‘More information’ links.
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Order for one cardholder
After selecting the subscription, enter the card specifications. Select the card class and the start date.
There are two options.
The first option is that you start the card immediately.
In this case you will receive the card within two weeks and travel will be possible immediately on
receipt. The second option is that you select your own specific start date. The card will then be valid
from that point.
If you select a Traject Vrij subscription you should also select the route on which the cardholder is
travelling. If you have selected a Traject Vrij, Traject Vrij with Split Billing, Trein Vrij or OV Vrij
Subscription, you can add an IcD Altijd Toeslagvrij subscription in the specifications. This subscription
enables the cardholder to travel quickly and easily with Intercity Direct trains on the AmsterdamSchiphol-Rotterdam-Breda route.
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Order for one cardholder
Step 3: Upload photo (if applicable)
An NS-Business Card with Traject Vrij, Traject Vrij with Split Billing, Trein Vrij or OV Vrij subscription
is a personal card containing a passport photo. If the system does not yet have a passport photo of
this person, you should supply a passport photo. You can upload the photo immediately in your
Mijn NS Zakelijk account.
For a Traject Vrij, Traject Vrij with Split Billing, Trein Vrij or OV Vrij Subscription, if a cardholder’s
passport photo is known in the system you will be given the option to use the existing photo or
upload a new one.
You will only have the option to use an existing passport photo if the cardholder has stated that his/
her passport photo can be retained for a longer period of time.
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Order for one cardholder
Step 4: Confirm order
After uploading a passport photo, you will arrive at the order confirmation page.
Here you can see an overview of the cardholder details and card specifications.
The displayed shipping address is agreed in the contract with your company. This address can be the home
address of the cardholder, or a specified company address. The card will be sent to this address within two
weeks.
To approve the NS-Business Card Product Terms & Conditions and the General Conditions, you can select the
relevant checkboxes. Then confirm your order by clicking on ‘Confirm order’. You will receive a confirmation
e-mail. The cardholder will also receive this e-mail.

10

Order for one cardholder
Step 5: Monitor order
You can view the status of the order via the ‘Manage cards and cardholders’ menu. Select ‘All
orders’ to request a total list. However, you can also filter on specific statuses, such as ‘Being
Processed’. Click on the status in the list to view the details of your order.
You can also of course search on cardholder name.
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Order for multiple cardholders
It is possible to order NS-Business Cards for multiple cardholders simultaneously.
This applies to the NS-Business Card without subscription and the NS-Business Card with Dal subscription.

Step 0: Upload cardholders
Cardholders’ details must be known in the system before you can place an order for multiple cardholders. If the
cardholders are not yet known in the system, you first need to add these in Mijn NS Zakelijk. Use the ‘Upload and
change cardholders’ tool, accessible via the link beneath the menu item ‘Manage Cards and cardholders’.
There you can find detailed instructions for simultaneous upload or amendments for multiple cardholders.
If the cardholders are already known in the system, please continue to Step 1: Select cardholders.
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Order for multiple cardholders
Step 1: Select cardholders
Select the cardholders by first filtering on a characteristic that links this group, such as a
department or a characteristic that you assigned to this specific group when uploading the details.
Click on ‘Show search results’.
Then select all cardholders by clicking on the ‘Select all’ link. Click individually on each cardholder
to add them to the NS-Business Card.

Please note!
Simultaneous ordering for multiple cardholders is only possible for non-personal NS-Business Cards. In such cases,
you should select an NS-Business Card without subscription or with Dal subscription.
No passport photo is needed for this card.
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Order for multiple cardholders
Next, click on ‘Order for x selected cardholder(s)’. Then follow the order process.
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Order for a department/company
Step 1: Select department
Use this option to order an NS-Business Card in the name of a department or company (a so-called
department or company card). A department card is not linked to a person and can be used by
different people. Cardholders of a department card can also access Mijn NS Zakelijk.
Please also see the separate instruction ‘Link department cards’.
To order a department card or a company card, click on the department for which you wish to order
an NS-Business Card. Then click on Order for a department

Please note!
You can only select a department that is known in your Mijn NS Zakelijk account. This has been agreed with your company
at contract level. If you wish to add a new department, please contact your NS account manager or send an e-mail to
nszakelijk@ns.nl.
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Order for a department/company
Step 2: Select card details
After selecting the required department, you will be able to indicate whether you want to order an NS-Business
Card without subscription or an NS-Business Card with Dal subscription.
More details about the benefits of each individual subscription can be found under the ‘More information’ links.
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Ordering for multiple cardholders or ordering a company card
After selecting a subscription, enter the card specifications. Select the card class and the start date. There are two
options. The first option is that you start the card immediately. In this case you will receive the card within two
weeks and travel will be possible immediately on receipt. The second option is that you select a specific start date.
The card will then be valid from that point.

The department name or company name will be shown as standard on the card. If you only want to show the
company name (company card) on the card, deselect the ‘Show department on card’ box.
You will then have the option of indicting a cost centre. This cost centre will be shown on the monthly invoice.

17

Order for a department/company
Step 3: Confirm order
After clicking on ‘Continue’, you will arrive at your order confirmation page. Here you can see an
overview of the department details and card specifications. The displayed shipping address is agreed
in the contract with your company. The card will be sent to this address within two weeks.
To approve the NS-Business Card Product Terms & Conditions and the General Conditions, you can
select the relevant checkboxes. Then confirm your order by clicking on ‘Confirm order’.
You will receive a confirmation e-mail.
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Order for a department/company
Step 4: Monitor order
You can view the status of the order via the ‘Manage cards and cardholders’ menu.
Select ‘All orders’ to request a total list. However, you can also filter on specific statuses, such as ‘Being Processed’.
Click on the status in the list to view the details of your order.

