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Background 

Many of Rolls-Royce’s UK suppliers make supplies of goods from their UK 

manufacturing plants to Rolls-Royce plants located throughout Europe and 

beyond. 

The majority of goods are sent to Rolls-Royce assembly and production sites 

using CEVA’s Matrix system to track and manage inventory. Such supplies are 

either collected from the UK supplier by Rolls-Royce’s appointed logistics 

company, CEVA or a third party haulier. 

Shipments to Rolls-Royce’s overseas locations are in principal, zero rated 

supplies of goods.  

In the majority of cases where delivery is to a Rolls-Royce location within the EU,  

the supplies of goods are treated as such for VAT purposes on either the 

supplier’s invoice or the self-billed invoices (SBI’s) issued by Rolls-Royce on 

behalf of their UK Suppliers.* In each case, electronic commercial and 

documentary supplementary evidence exists that demonstrates the fact that 

the goods in question have been supplied and transported from a supplier’s UK 

location and received by Rolls-Royce’s overseas plants.  

 

* note that exports to Rolls-Royce plants outside the EU are not sent under self-

billing agreements but electronic commercial and documentary supplementary 

evidence still exists. 

By agreement with HMRC, Rolls-Royce are specifically authorised to provide 

electronic commercial evidence in this manner to substantiate the VAT zero 

rating of their supplies overseas. This short guide explains how to conduct your 

compliance check. 

The basket of evidence, both electronic and documentary has been tested by 

HMRC to satisfy the evidential requirements having force of law for exports and 

removals in identifying; 

• the supplier 

• the consignor (where different from the supplier) 

• the customer 

• the goods 

• an accurate value 



 

2 
 

• the export destination, and 

• the mode of transport and route of the export movement  

 

 

 

Conducting a compliance check; Document & Matrix verification process 

For supplies recorded on Matrix from the adoption date of March 2017 follow 

the procedures in Appendix 1 to cross reference supplier records to information 

held on the Matrix system. Further detailed information and system/document 

diagrams are explored in detail in the following pages. If you require any 

assistance or support please contact the VAT, Export & Removals Unit of 

Expertise. 

Supplies to Rolls-Royce are usually demonstrated by the following documents 

and data which is created in the order stated; 

1. Rolls-Royce Purchase order and/or scheduling agreement 

2. Supplier internal invoice – stating the Rolls-Royce PO.  Note - the supplier 

should not issue their own invoice to RR where self-billing applies but 

often one will exist for the purposes of generating an entry in their own 

accounting system. 

3. Delivery / Release note / Certificate of conformity – stating the supplier 

invoice number and Rolls-Royce PO 

4. CEVA Shipping Order SO note - this has various barcodes which confirm 

the release note, Rolls-Royce PO and goods part number references 

5. Commercial evidence of the transport of goods to the overseas 

destination held on Matrix  

6. Rolls-Royce Proof of delivery 

7. Rolls-Royce SBI – stating the Rolls-Royce PO and supplier delivery note  

You should be able to trace specific supplies via any or a combination of the 

above references. 

When conducting an audit you should; 

1. Select a sample of supplies covering your period of review to verify. You 

can use any or all of the documents in points 1-4 as a starting point, these 

documents will satisfy the supply element of the law. 
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2. Using the document(s) selected ask the supplier to help you to query the 

physical movement of goods either on Matrix or via other means for Pre 

March 2017 supplies. This will satisfy the movement element of the law 

and conclude your check. 

 

3. Supplies dated from March 2017 can be verified on Matrix, ask the 

supplier to help you find them on the system. 

 

If there are any difficulties or the supplier is not familiar with the system 

the guidance in the following appendices offer further detail and screen 

shots from the system. Do not use the system or any computer at the 

premises yourself. 

 

4. Supplies pre March 2017 will need to be verified with commercial 

documents, the supplier may have copies of these but if not the 

procedures below detail how to request these documents to check these 

movements. 

 

Data on Matrix replaces the usual commercial evidence of movement though in 

some cases you may also be able to view or see references to specific 

commercial transport documents.  

HMRC has conducted a thorough audit of Matrix and is content that the 

commercial documents underpin the system therefore you do not need to see 

these documents but rather evidence on the system to demonstrate that the 

goods reached their destination. 

The evidence trail should flow and be straightforward to check that goods 

supplied have reached their destination to enable satisfaction of the law, you 

should be able to see that; 

1. A supply has taken place and 

2. That supply relates to the goods physically sent from the UK 

Across the basket of evidence outlined in points 1-7 above you should be able 

to fulfil the bullet points on page 1. 

Note also that with the exception of point 7 above you should be able to easily 

trace supplies to Rolls-Royce which were not arranged via self-billing. 
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Checking pre March 2017 supplies 

Prior to March 2017, CEVA were only contracted to move the Rolls-Royce, and 

its suppliers’, materials via the UK Ground network.  

 
CEVA’s records for road freight movements are held at CEVA Willow Farm (Cross 
Dock), in the archives.  
 
Any requests for data prior to March 2017 will need to be sent in writing to the 
CEVA UK Ground Team, who will in turn request the information internally via 
the archives and provide the information back to the requestor within the 
agreed timeframe (2 Weeks from request).  
 
The email address for these requests is details out below; 

rrincab@cevalogistics.com  
 

If you encounter any difficulty or require assistance contact the VAT, Export & 

Removals Unit of Expertise via the contact details on the UoE intranet page. 

  

mailto:rrincab@cevalogistics.com
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APPENDIX 1-WORKING INSTRUCTIONS FOR EXPORTING THE SHIPPING ORDER 

REPORT –  

a) POST MARCH 2017 ROAD FREIGHT MOVEMENTS VIA CEVA 
 
A ‘Shipping Order (SO) Report – Supplier’ can be used to extract a report with 
Matrix Shipment Level (SO & Line ID, HAWB) Data, Milestone Tacking (POC/POD 
& Basic Routing) in addition to linking back to Part Level (PO/Line/Delivery 
Schedule) and User Entered Data (Package Information & Release Number). 
 
The Report will provide a row per package on every SO within the criteria set, 
allowing a link between Supplier / Rolls Royce generated SO’s, and the CEVA 
shipping reference.  
 
This report will also provide a Proof of Collection (POC), and Proof of Delivery 
(POD) milestone, which will work to satisfy HMRC that the goods have been 
exported out of the UK.  
 

The Matrix system holds SO data, and documentation, for 16 months from SO 

generation. For any requests exceeding this period, the request will need to be 

sent to CEVA European Control Tower. The Control Tower will in turn request 

the relevant information, and documentation from the archive team, and 

provide back to the requestor within the agreed timeframe (2weeks), this email 

request is to be sent to the below email address; 

 
SH-NE-UK-RRASCT@CevaLogistics.com  
 
  

mailto:SH-NE-UK-RRASCT@CevaLogistics.com
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1 The purpose of this 
work Instruction is 
to guide users 
through the Report 
process in Matrix. 

 

2 Log into Matrix 
   
http://mymatrix.ce
valogistics.com 

 

3 Select Reports > 
Report Manager 

 
4 From Report 

Manager, in the 
Left Hand menu 
select: 
 
Order 
Management > 
Shipping Order 
Report - Supplier  

http://mymatrix.cevalogistics.com/
http://mymatrix.cevalogistics.com/
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5 The Shipping Order 
Report can be used 
to search within a 
Time Window or to 
Target Specific 
SO’s. 
 
To make a targeted 
Search, enter the 
SO Number(s) in a 
List format, 
separated by a 
Comma. 
 
Once this is done, 
proceed to Step 10. 

 
6 To Search by a Date 

Range, first Enter 
the Date Type and 
From/To you wish 
to Search in. (Max 
Range 92 Days/3 
Months) 
 
*Date Types: 
-  Ship Date – 
Pickup Date 
entered on the 
SO’s. 
- Creation Date – 
Date SO was first 
Pre-Advised. 
- Delivery Date – 
Date the SO’s were 
set to Deliver based 
on Pickup Date. 
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7 By Default, all Alias 
(Vendor/Plant) 
Codes attached to 
your Account will 
be included, to 
restrict: 
- ‘Remove All’ 

from ‘Origins’ 
- Select Codes you 

wish to be 
included in Drop 
Down. 

- Hit ‘Add’ to 
include in Filter 
Grid. 

 

8 To View Only SO’s 
that are Scheduled 
(Should have/Will 
Ship): 
- Set ‘Current State’ 

to ‘Approved’ 

- Set Approval State 
to ‘SO Scheduled’  

9 To Further Restrict 
Results apply the 
following: 
- Destination Filters 

by entering the 
Destination Code 
(PLNT:SLOC or VC) 
and ‘Add’ing them 
into the Filter 
Grid. 

- List Searches for 
individual HAWB 
Nos. or PO/SO 
Lines. (List 
Format, separated 
by Comma & 
Space) 
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10 *Export SO’s for 
Proof of Removal* 
To view only SO’s 
that have been 
exported from your 
Origin Country for 
your Business: 
- Navigate to the 

Destination 
Country filter, 
and ‘Select All’. 

- Once this is 
done, locate 
your Country of 
Business and de-
select it (i.e. 
‘United 
Kingdom’) 

This will ensure the 
records that you 
see are shipments 
that have been 
Exported from your 
Country of Origin. 

 

11 Once Filters have 
been entered to 
satisfaction, check 
correct and Click 
‘Export’ to 
Download Excel 
Report with SO & 
Part Level Data. 

 

12 When exporting the 
report referencing 
to Columns K-Q will 
provide Destination 
Address data for 
every package 
included in the 
search. 
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13 - Column Z provides 
the HAWB/BOL 
number the 
shipment flew 
under (Air Only). A 
hard copy of this 
Document is 
available against 
the SO itself. 

- Columns AA – AD 
Provide Shipment 
Totals on 
Packages shipped, 
Weights & 
Volume Etc. 

- Columns AE – AG 
tie in RR PO 
Numbers/Part 
Numbers back to 
their SO Line ID 
references that 
the Dest. Plant 
receipted against. 

 

14 - Column AN 
provides a count 
of the number of 
Parts shipped 
against each 
Package 

- Column AU 
provides a link 
between the SO 
Line ID (used for 
receipting at 
plant) & the 
Internal Release 
No. 
(Invoice/Packing 
list No.) entered 
during SO 
Creation. 
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15 Remaining Columns 
of note: 
- Column BB shows 

when the freight 
was collected by 
CEVA from your 
Business at a 
package level. 

- Column BD shows 
Delivery at a 
Package Level to 
the Destination 
Plant. 

- Column BG shows 
when the freight 
was received in 
SAP at Destination 
Plant, & taken 
into stock. 
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b) –POST MARCH 2017 AIR FREIGHT MOVEMENTS VIA CEVA 
 

1 The purpose of this 
work Instruction is to 
guide users through 
the Track and Trace 
process in Matrix, 
which includes 
Milestones for CEVA 
Air movements, and 
documentation 
required for proof of 
removal/Export.    

 

2 Log into Matrix   
http://mymatrix.cevalo
gistics.com 
New User ID’s need to 
be requested to your 
regional control tower 
contacts. 

 

3 Select Order 
Management > 
Shipping Orders. 

 
4 The Shipping Orders 

page will display. 
The default Search 
results will list all 
shipping orders created 
by the Supplier, Buyer or 
SCT by the given Date 
Range. 

 
 

http://mymatrix.cevalogistics.com/
http://mymatrix.cevalogistics.com/
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5 You can sort by clicking 
on any of the column 
headers on the SO 
panel.   

 
 

6 To find a specific order, 
you can quickly search 
Matrix.   
 
In the Filter By drop 
down menu, select the 
applicable reference 
(i.e. SO Number) from 
the list. Enter the value 
in the empty field next 
to the menu.  Click the 
magnifying glass to 
prompt the search. 

 
 

7 The Advanced Search 
button in the top right 
corner of the screen 
allows the user to filter 
the Search results.  
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8 The Advanced Search 
allows the user to filter 
the Shipping Order 
Search results by any 
of the following 
criteria. 
 

• Date Range 

• State of Shipping 
Order (Pending, 
Submitted, 
Approved, 
Cancelled) 

• Mode (Air, 
Ground) 

• Purchase Order 
Number 

• Release Number 

• Work Order 
Number 

• Origin 
Region/Country 
or specific 
location 

• Destination 
Region/Country 
or specific 
location 

 
 
Once the desired filters 
are selected, click the 
Save button. 

 
 

9 To search for various 
part/item numbers, 
you can enter them 
into the Item Number 
field, separated with a 
comma.  
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10 To Search for a specific 
Rolls- Royce Shipment 
number or Delivery 
Order Number, (i.e 
10734050 or 
0088919440), set the 
Filter for Line Item 
References field to 
Purchase Order No’ 
and enter the 
Shipment No. in the 
field to the right. 
 
Once entered, click 
Save. 
 
Note:  Ensure you have 
no other filters set at 
this point, as this may 
exclude your Shipment. 

 

11 The Shipping Orders 
page will now display 
the shipping orders 
specific to the criteria 
selected in the 
Advanced Search 
 
The header 
information will reflect 
the filter criteria. 

 

 
 
 
 

 
 

12 To view Shipping Order 
details, click on the SO 
Number hyperlink from 
the Shipping Orders 
screen. 
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13 The Shipping Order 
Overview screen will 
display the following 
information. 

• Operational 
Milestone data 

• Parties (Ship From, 
Ship To, Consignee) 

• Line Items 
(Purchase Order 
details) 

• Package 
Dimensions 

• Shipping 
Instructions 

• Documents 
Uploaded 

 
 

14 The Operational 
Milestones section 
outlines the trip 
details for each leg of 
the shipment and to 
identify any missing or 
late milestone events. 
Based on the transit 
times, Matrix 
calculates the 
Expected Fulfilment 
Date/Time for each 
milestone and the 
Status of the 
milestone (On Time, 
Late, Fulfilled. 
When milestones are 
transmitted to Matrix, 
the Shipping Order 
will display the Actual 
Fulfilment Date/Time, 
any corresponding 
Reason Codes. 
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15 The Parties section 
outlines the arrivals 
and departures based 
on the trip details and 
to identify any missing 
or late arrivals/ 
departures. 
Based on the transit 
times, Matrix 
calculates the 
Scheduled Arrival and 
Departure for each 
Party. 
When ETAs, ETDs, 
Actual Arrival and 
Actual Departures are 
transmitted to Matrix, 
the Shipping Order 
will display the 
Fulfilment Date/Time. 

 

16 The Transportation 
Summary section on 
the Shipping Order 
Overview provides a 
high level status of the 
shipment. 

 
 

17 To view the 
MTI/House Bill level 
data, click the MTI 
Number hyperlink. 

 
 

18 The data at the top of 
the page provides the 
following. 

• Origin 

• Destination 

• Estimated 
Delivery 

• House Bill Number 

• Total Ship Units 

• Total Cartons 
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• Total Volume 

• Total Weight 

• Chargeable 
Weight 

19 The Status History 
section provides a list 
of all statuses/ 
milestones 
transmitted to Matrix.  
The data provides the 
following. 

• Date/Time the 
event occurred 

• Type of 
status/milestone 

• Status Location 

• Author 

• Date/Time the 
event was received 
into Matrix 

• Reason Code 

• References 

• House Bill 

• Total Ship Units 

• Total Cartons 

• Total Volume 

• Total Weight 
 

 

20 To Download 
Documents to the 
Shipping Order, Scroll 
down to the ‘Docs’ 
section. 
 
Under Document 
Type, locate files; 
OH-Export Declaration 
OH-Proof of Export 
Locate and Click the 
hyperlink Button on 

 



 

19 
 

the Left Hand side, 
this will bring out the 
‘Doc Download’ 
Window. 
Save to location as 
PDF 

21 OH-Export Declaration 
will contain copies of 
the actual customs 
entry  

 
22 OH-Proof of Export will 

contain copies of the 
actual customs proof 
of export document 
(S8) 
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23 Any Amendments to 
Entries will also be 
available in the Matrix 
document section – 
This will also be held 
under OH-Export 
Declaration (as this is 
the document name 
which enables an 
automated transfer 
from the CEVA Air 
Freight System into 
Matrix   

 
24 Control Tower Contact 

Details in case of 
questions:  
SH-NE-UK-
RRASCT@CevaLogistic
s.com  
 
 
 

 

 
 
 
 
 
 
 
 
 
  

mailto:SH-NE-UK-RRASCT@CevaLogistics.com
mailto:SH-NE-UK-RRASCT@CevaLogistics.com
mailto:SH-NE-UK-RRASCT@CevaLogistics.com
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C)POST MARCH 2017 AIR FREIGHT/COURIER MOVEMENTS VIA NON-CEVA 

CARRIERS 

 

1 
 
 

The purpose of this 
work Instruction is to 
guide users through the 
CEVA SharePoint, which 
includes documentation 
required for proof of 
removal/Export for Non-
CEVA carried cargo.    

 

2 Log into CEVA 
Sharepoint 
https://extranet.cevalog
istics.com/europe/RRUK
External/_layouts/15/st
art.aspx#/SitePages/Ho
me.aspx 
New User ID’s need to 
be requested to your 
regional control tower 
contacts. 
 

 

3 Select link on the Left 
hand Side ‘Aftermarket 
3rd Party Entries’ 
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4 All Rolls Royce 
shipments are stored in 
the file names ‘RR 
Exports Log 2018  
 
Within this log, Rolls 
Royce can search via 
their shipment 
reference to determine 
the UCR associated with 
the shipment in 
question 

 

5 Once the Reference is 
located, and taken 
down, open up the 
relevant folder ‘2018 
Entries’ 
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6 Open the relevant 
Month, and locate the 
folder for the reference 
you require 
documentation for  

 
7 Open link to the relevant 

document, and save as 
PDF 

 

8 Control Tower Contact 
Details in case of 
questions:  
SH-NE-UK-
RRASCT@CevaLogistics.
com  
 
 

 

mailto:SH-NE-UK-RRASCT@CevaLogistics.com
mailto:SH-NE-UK-RRASCT@CevaLogistics.com
mailto:SH-NE-UK-RRASCT@CevaLogistics.com

