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Quick Guide Shuttel

You can use this Quick Guide to help you perform your most frequent actions in Shuttel.
We focus on the following actions:
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1. Enter journey with your own transport

If you commute by your own means of transport, such as car or bike, the reimbursement is 7 cents per km. The first
10 kms aren't reimbursed, and there is a maximum of 45 kms per single trip. This means you can be reimbursed for

up to 35 kmes.

- Example commute: You live in Amsterdam and work in Leiden. You drive to the university daily, covering 52

kms one way.

0 Register your 52 kms car journey in My Shuttel, and select ‘commute' as the travel purpose.
0 You receive reimbursement for distances over 10 km at €0,07 per km, with a maximum of 45 kms

one way.

o For each one-way trip, you receive reimbursement for 35 kms: 35 x €0,07 = €2,45.

- Example business: You live in Leiden and have a conference in Bilthoven. You travel by car, a distance of 68

km one way.

0 Register your 68 kms car journey in My Shuttel and select 'business' as the travel purpose.

o For business trips, you receive €0,23/km.

o For each one-way trip, you receive 68 kms x €0,23 = €15,64.

Step 1. Open the Shuttel app.

Step 2. Click on ‘Reimbursements’ at the bottom of your screen.
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Step 3. Click on ‘Add trip’.
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Stap 4.

e Enter your departure location at ‘from’. This is your
home address.

e Enter your work location at ‘to’. EROM

e Select whether the purpose of your journey was
business or commuting.

e Select the vehicle you used for this journey.

e You will then need to select the appropriate emission
type for your vehicle from the dropdown menu.

e If necessary, change your departure time. The system's
default setting is 08:00 AM

Add journey

Distan...

Select travel motive

8 @

BUSINESS COMMUTE PERSONAL

If you used more than one vehicle and your journey was more
than 10 kms (e.g. 2 kms by bike and also 10 kms by car), you

should register this as just one journey and select the vehicle Select vehicle
that was used most; so in this example, you would select Car. @ulking §> lee MD Gcomer d&)
This will ensure you receive the correct reimbursement.

Leasebike @& Car & Motor &8
If you used more than one vehicle and your journey was less
than 10 kms, you can register the different parts of your

journey separately, if you wish. Because your total journey was

less than 10 kms, there will be no reimbursement.
Enter departure and arrival times

e Click on ‘Return’ if you made the same journey in % Add journey
reverse in the afternoon.

e s this your regular commute? Set this trip as recurring sslectveblcle

so you can easily copy frequently made journeys to the @mkmg ﬁ’) Gike &) Gwom d&)

rest of the month.
C_eosebike %) Gor @,,) @otor 5@)
Step 5. Finally, click on ‘save’ at the bottom of the page. Your

registered journey can now be found in your Administration.

Enter departure and arrival times

Departure Feb17 > 08:00

Arrival Feb17 > 09:00

Return ()

Remarks

Place your comment here

0/100
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2. Register public transport

If you travel to work by public transport, your travel costs will be 100% reimbursed. You can use the Shuttel card
(instead of your personal card) for this purpose. The costs will be paid directly by the university. It is important that
you assign a travel purpose (commuting or business) to your journeys. Second-class travel only

Hey Vera
Step 1. Open the Shuttel app.

Step 2. Click on ‘Administration’ at the bottom of your
screen. Here, you will find an overview of all your
commuting and business trips, as well as your
registered remote working days.

Month planner 4
Enter your reimbursements quickly and easily w

Start GPS tracking

You're currently not tracking

Please note: Transactions made with the Shuttel card
are usually visible in My Shuttel within a few days.

Step 3. Once the public transport transaction is visible,
you can assign a travel purpose to the trip (commuting,
business, or private).

Routes and places

View or starf your saved journeys and locations

Step 4. If this concerns a business trip, you must enter

Nearby
the correct cost center number under ‘project code’.

All transportation options around you

Please note: the cost center number listed below is for
illustrative purposes only.
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Administration < Transaction
"
Train

@0 BIKE - L.1Z Km
Tuesday 3 February 2026

08:00 @
08:05 | Rapenburg 70, 2311 EZ Leiden, Nederland 12:01 | Leiden Centraal
12:24 | Den Haag Centraal
&% Bike - 1.12 km
Q
17:00 | Rapenburg 70, 2311 EZ Leiden, Nederland = =
17:05 @ BUSINESS COMMUTE
Tuesday 3 february Auto-assign travel motive
i Save this service in your routes and places so that
@ Train €460 it will be automatically processed as business trip
in your administration from now on
12:01 Leiden Centraal @
12:24 Den Haag Centraal
Units 15,00 km
83 Train €4,60 N )
= Emissiontype Train
14:04 | Den Haag Centraal
14:30 I Leiden Centraal @ £O5S €460
Vat amount €0,38
Monday 2 february Project 51010
&% Bike - 1.12 km e Fin. effect € 4,22 for business
Route View on map >
m ] fal
B % & B ©
Home Shuttel Reimbursements ~ Administration My Shuttel Edit Edit transaction >
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3. Register home-working day

On the days you work from home, you will receive a €2 allowance per day and a €25 monthly internet allowance.
Monthly registration is necessary to receive the allowance. The allowance will be paid via your salary.

Step 1. Open the Shuttel app. Stap 3. Click on 'work from home’.

Step 2. Click on ‘Month planner’. < Evifer junrisys

Select what you want to add or change:

Hey Vera @ o =)

WORK FROM HOME COMMUTE BUSINESS

Month planner < October 2025 >

Enter your reimbursements quickly and easily
Mon Tue Wed Thu Fri Sat Sun

Start GPS tracking

You're currently not tracking 6 7 8 9 10 11 12

13 14 15 16 17 18 19

Routes and places
View or start your saved journeys and locations 20 21 22 23 24 25 26

27 28 29 30 31

Nearby
All transportation options around you
LEGEND
< Enter journeys
H % & B O
Home Shuttel Reimbursements Administration My Shuttel
< October 2025 >

Mon Tue Wed Thu Fri Sat Sun
Step 4. Select your work-from-home days by clicking on

the date. The date will turn purple for a work-from- ! 2 3 4 °
home day.

6 i n 9 11 12
Step 5. Click on 'save’ at the bottom of the page.

13 14 16 17 18 19

20 21 22 23 24 25 26

27 28 29 30 31

There are 3 work from home days selected.

X CANCEL V SAVE
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4. Enter home-working day and recurring journeys for one month
together

The ‘Month planner’ is useful for entering and viewing your work-from-home days, commutes, and business trips in
one single overview.

Step 1. Open the Shuttel app. Step 3. Record your work-from-home days as described
on the previous page.

Step 2. Click on “Month planner’. Step 4. Click on “commute” to also register your

recurring trips for that month.

Hey Veru Step 5. Select your recurring commute(s) and click on
‘process’.

Month planner 4 Month planner -+

Enter your reimbursements quickly and easily

Select saved commute trips

&b Bike - 4.17 km
Start GPS tracking

You're currently not tracking 08:00 | Oegstgeest, Nederland @
08:14 Rapenburg 70, 2311 EZ Leiden, Nederl...

&b Bike - 4.17 km

Routes and places

17:00 Rapenburg 70, 2311 EZ Leiden, Nederl...
View or start your saved journeys and locations | P : @

17:14 Oegstgeest, Nederland

Nearby

All transportation options around you

B % & @ o

Home Shuttel Reimbursements Administration My Shuttel

There are 2 trips selected

X CANCEL -+ PROCESS
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Step 6. Select the days on which your trip took place by < Enter journeys
clicking on the date. The date will turn blue for a
commute.
WORK FROM HOME BUSINESS
Step 7. Click on “Save.” You have now entered your
work-from-home days and recurring trips for that < October 2025 >

month.
Mon Tue Wed Thu Fri Sat Sun

Please note: It is possible to register a business trip
21

Please note: It is not possible to receive compensation
for commuting and for working from home on the same
day.

(<2}

during a work-from-home day. You will then receive 13 7 18 19
both the work-from-home allowance and the allowance
for your business trip. 20 2 fl 23 | 24 | 25 | 26

Example: You work from home in the morning and you 27 28 29 30 31
have an appointment at another university in the
afternoon. The business trip you make with your own
car is 50 kms one way.
e |n My Shuttel you indicate that you are working
from home that day' There are 2 commute trips selected. Select one or
e Register your business trip in My Shuttel and more days to store the journeys
select 'business' as the travel purpose.
e You receive a €2,- work from home allowance
plus 100 kms (round trip) x €0,23 mileage
reimbursement for your business trip. The total
allowance for the day is €25,- (€2 + €23).
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5. Declaration for public transport in Shuttel (e.g. a new employee who

does not yet have the Shuttel card)

Step 1. Open the Shuttel app.

Step 2. Click on 'reimbursements’ at the bottom of the screen.

Step 3. Click on ‘Expense claim’.

Hey Vera

Month planner ad
Enter your reimbursements quickly and easily g

Start GPS tracking

You're currently not fracking

Routes and places
View or start your saved journeys and locations

Nearby

All transportation options around you

z0

Step 4. Include proof of the claim.

Step 5. Choose between business and commute. For business,

a cost center number is necessary.

Step 6. Enter the date.

Step 7. Always choose ‘domestic’. You can arrange business

Reimbursements

Month planner 4q
Enter your reimbursements quickly and easily g

Start GPS tracking

You're currently not tracking

Add reimbursements

" .
< Expense claim

1 2| e |® o

Shuttel Reimbursements Administration My Shuttel

trips abroad through a provider other than Shuttel.
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Add trip

@ Work from home >
H 9 B

N5 b ©

Home Shuttel Reimbursements Administration My Shuttel

Select motive *

= @
BUSINESS COMMUTE

Select invoice date *

Date February 17, 2026

DOMESTIC ABROAD

AMOUNT *

VAT * AT L 0




Step 8. Enter the total amount including VAT (9%).

‘ VAT * \ 1 ( ‘
Step 9. Enter 9% of the total amount for VAT (for example, 9%
of €80,- is: 80/1,09-80= €6,60). The VAT amount must be
exactly 9% of the total amount. If this is incorrect, you will ‘ QUANTITY* i ‘
receive an error message.
. L ‘ UNITS * Init 4 ‘
Please note; another calculation of the VAT is incorrect (e.g. 80
x 9% = 7.2). You can't continue with that calculation in the app. ‘ —
So always use the calculation: total amount/1,09 - total
amount.

Step 10. Choose 1 for ‘quantity’. ‘ PROJECT CODE * oty v ‘

Step 11. Under “type,” select the type of trip your claim relates
to. Remarks *

Step 12. For business trips, enter your cost center number in
the ‘project code’.

Step 13. Add a reason for the claim. ' 0/100

Step 14. Click on ‘save’ at the bottom.
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