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PREFACE

Praise for the blessings and grace of Almighty Good, who has provided health

and opportunities to the author so that can complete practical work activities and have
completed practical work reports that the authors do at PT.Indah Kiat Pulp and Paper
Tbk-Perawang Mill on time, namely from January 221" 2024 until June 30" 2024.
The authors also express their gratitude to all employees of PT.Indah Kiat Pulp and
Paper Tbk-Perawang Mill who are very kind, friendly and accept the writers to join
and have an opportunity to become one of the family members of PT.Indah Kiat Pulp
and Paper Thk-Perawang Mill.

In compiling ths job training report, the author realizes that without the guidance
from various parties this job training report cannot be completed in a specific time, so
the authors want to thank all those who have been involved and assisted the author.
Related parties include:

1. Mr. Jhony Custer, S.T., M.T as the Director of State Polytechnic of Bengkalis.
2 Mr. Armada, S.T., M.T as Deputy Director of State Polytechnic of Bengkalis.
3. Mrs. Supriati, S.ST., M.Si as Head of Business Administration Department.

4 Mrs. Wan Junita Raflah, B.Sc., M.Ec, Dev as Head of International Business

Administration Study Program.

o1

Mr. M. Alkadri Perdana, B.IT., M.Sc as Coordinator of this apprenticeship.

6. Mr. M. Fuad Asrofillah, S.E., M.M as the best supervisor who provides
direction and guidance author to completing this Apprenticeship Report.

7. Mr. Armadi, SE., ME as the Head of Public Relation of PT.Indah Kiat Pulp and
Paper Tbk-Perawang Mill.

8. Mr. Jasin Kuniawan as the Head of Logistic Divison of PT. Indah Kiat Pulp and
Paper Tbk-Perawang Mill.

9.  Mr. Royandi, SE., ME as the Head of Operation Port Divison of PT.Indah Kiat

Pulp and Paper Tbk-Perawang Mill.
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All lecturers, especially the Applied International Business Administration
Study Program, who have taught during their time as lecturers at the Bengkalis
State Polytechnic.

To the gate of my heaven my mother, Umi kalsum. S.sos, A great and a
beautiful woman who always provided support, prayers, time, energy that
brought me to where | am today. She never stops giving love and affection with
full of love and always provides motivation. Thank you for striving for my life,
thank you for all the prayers and support, so that | can survive until now. Mom
please stay healthy and live longer. Please always be there in every journey and
achievement of my life. I love you more than any word can say.

To my first love my father alm. Nursyah Thank you for being a great father in
my life. Life without the presence of a father is really tough, without a father
figure teaching me how to survive and protect myself, without relying on his
role anymore. Dad, there's still a sense of envy when | see others still
experiencing love from their fathers. But | know you must be proud to see me
here, I know you’re proud to see your daughter being independent, proud to see
your daughter reaching this point. Thank you, Dad, | will always pray for you
from here.

To my young brother and sister, M. azizul Hakim, M. Habbibullah, M.
Kholilurahman and Jannatin Aliya thank you for being the reason for my
success. You are the source of my strength and motivation when | am at my
lowest point. Thanks for always making me laugh with your funny and
sometimes annoying behavior. Without you, my life would be flat. Thank you
for being the best younger siblings to an older sibling who still has many flaws.
To Salsabila Fajria, Rahma Sri Junjungan, Hani Wardana, Siti Rahmadhani,
Khairani, and Putri Novalia, thank you for being a sanctuary and my second
home. Who would have thought that you, whom I met six years ago, would

become a part of my life. Thank you for being a place for me to vent and thank
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you for giving me encouragement even though | rarely hear you directly
cheering me on, | know you always pray for me.

To someone | never expected to become my companion, Putri Fajrin
Rahmadhani. Thank you for being a part of the journey towards the same goal,
which is graduation. Everyone has their time, and | don't know if we will be
together forever, | don't know how long we will be friends, but thank you for
being present in my life, thank you for being the best companion for me all this
time. | hope we continue to be together, always share stories, and become
friends forever.

To all the employees of IKPP, especially to sister Rika Fauzia and sister
Puputyas. Thank you for the opportunity given to me in this Port Operation.
The guidance and support from the entire port operations team have provided
me with many meaningful lessons. Every experience | gained during this
internship not only enhanced my knowledge and skills but also enriched my

perspective on the working world."

Bengkalis, Juny 28, 2024
Author
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Siti Aisyah
5404201286
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CHAPTER |
INTRODUCTION

1.1  Background of the Apprenticeship

The State Polytechnic of Bengkalis initially began as a higher education
institution founded by the Bengkalis Regency government through the Gema Bahari
Foundation, initially known as the Bengkalis Shipping Polytechnic. The college
originally offered three study programs, namely Ship Electrical Engineering, Ship
Building Engineering, and Ship Mechanical Engineering. Over time, the institution's
name changed to Bengkalis Polytechnic and came under the Bengkalis Bangun Insani
Foundation. It expanded its curriculum to include five study programs, namely
Shipping Engineering, Mechanical Engineering, Electrical Engineering, Civil
Engineering, and Business Administration. The first batch of students was admitted in
2001, and in 2006, Bengkalis State Polytechnic added two more study programs,
English and Informatics Engineering.

As of December 26, 2011, the Bengkalis Polytechnic officially transformed into
a State University, named State Polytechnic of Bengkalis, through the Minister of
National Education's Regulation No. 28 of 2011. This change was inaugurated by the
Minister of Education and Culture of the Republic of Indonesia. Currently, the State
Polytechnic of Bengkalis consists of eight departments, which include Marine
Engineering, Mechanical Engineering, Electronic Engineering, Civil Engineering,
Business Administration, English, Informatics, and Maritime Engineering.

The State Polytechnic of Bengkalis offers 18 study programs, with nine of them
being D-IIl programs, such as Marine Engineering, Mechanical Engineering,
Electronic Engineering, Civil Engineering, Business Administration, Informatics
Engineering, English, Nauticals, and Management of Commercial Shipping.
Additionally, there are nine D-IV programs, which include Production and

Maintenance Mechanical Engineering, Electrical Engineering, Road and Bridge



Design Engineering, International Business Administration, Public Financial
Accounting, Software Engineering, Shipbuilding Architectural Engineering
Technology, English for Business and Professional Communications, and Information
Systems Security.

The Department of Business Administration specifically offers three study
programs: D-1V Digital Business, D-1V International Business Administration, and D-
IV Public Financial Accounting. The Business Administration Study Program focuses
on Secretariat and Office Administration. State Polytechnic of Bengkalis is a
vocational campus that educates its students to create competent minds in various fields
and be able to practice them directly. One way to implement the meaning of a
vocational campus is to carry out a practical work program which is mandatory for all
final semester students. Practical Work is a means for students to develop themselves
when they will enter the world of work. This Work Practice activity can make a
significant contribution to the development of students to prepare themselves as well
as possible before entering the world of work as well as to the development of
competencies at the State Polytechnic of Bengkalis.

This practical work is carried out after State Polytechnic of Bengkalis students
complete a minimum of 7 (seven) semesters and graduate in full. Practical Work carried
out for 5 (five) months. Based on the above, the author as a student of the International
Business Administration Study Program is required to carry out practical work for 5
(five) months. The author decided to carry out job training activities at PT. Indah Kiat
Pulp and Paper Tbk-Perawang Mill in order to apply the theoretical knowledge and
concepts gained during lectures in a real-world work environment. The author chose
PT. Indah Kiat because it is one of the largest companies that aligns well with my field
of study. This choice allows the author to directly experience applying theoretical
knowledge and concepts within area of expertise. Furthermore, the author gains the
opportunity to analyze problems related to the knowledge applied in the work
according to study program.

The implementation of the Job Training the author gets a place in the Operation



Port, especially the Invoice management section. The implementation of this Job
Training starts from January 22th, 2024 to June 30th, 2024. It is hoped that this Job
Training will add to the author’s insight into various good and correct implementation

of tasks and be able to face the real world of work with the experience he has gained.

1.2 Purpose of the Apprenticeship
The practical work activities of State Polytechnic of Bengkalis Students,
International Business Administration Study Program have the Following objectives:
1. Find out job descriptions during practical work in port operations of PT. Indah
Kiat Pulp and Paper Thk-Perawang Mill.
2. Find out practical workplace systems and procedures in port operations of PT.
Indah Kiat Pulp and Paper Thk-Perawang Mill.
3. To find out the document and files used in port operations of PT. Indah Kiat

Pulp and Paper Tbk-Perawang Mill.

1.3 Significances of Apprenticeship
The practical work carried out is very beneficial for several parties such as
students, companies and State Polytrechnic of Bengkalis:
1. For Students.
Students are given the opportunity to apply the theoretical knowledge and
concepts learned during lectures in a real-world work environment.
2. For Companies.
There is a collaboration between the educational and industrial sectors, allowing
academics and companies to identify potential employees with quality,
dedication, and credibility.
3. For State Polytechnic of Bengkalis.
The institution receives feedback from companies regarding curriculum

development and learning processes for students participating in practical work.



CHAPTER 11l
GENERAL DESCRIPTION OF THE COMPANY

2.1  Company History

PT Indah Kiat Pulp & Paper Thk., commonly known as the Company, was
founded in Indonesia under the Foreign Capital Investment Law No. 1 of 1967, based
on a Notarial Deed dated December 7, 1976. The Company specializes in the integrated
pulp and paper sector with PMA (PMA) status. PT Indah Kiat Pulp & Paper
Corporation was initially spearheaded by Soetopo Jananto (Yap Sui Kei), who was part
of the Berkat Group at the time. In 1975, Berkat Group, which had numerous
subsidiaries, invited Chung Hwa Pulp Corporation and Yuen Foong Yu Paper
Manufacturing from Taiwan to conduct a feasibility study. The proposed location for
the paper factory was in Serpong, Tangerang, West Java, while the pulp factory was

considered in Central Java, Jambi, Riau, and seven other regions.

Z D -\
Figure 2.1 Indah Kiat Pulp & Ppr Thk
Source: PT Indah Pulp & Paper Thk- Perawang Mill

The Company is engaged in manufacturing, trading, mining and forestry.
Currently, the Company is engaged in the manufacture of cultural paper, pulp, tissue
and industrial paper. The Company has been listed on the Jakarta and Surabaya Stock
Exchanges since 1990 (currently, they merger become Indonesia Stock Exchange).

The Company currently operates production facilities in three locations:



Perawang-Riau, Tangerang, and Serang Banten. The scope of activities of PT
Indah Kiat is in the fields of industry, trade, mining and forestry. Indah Kiat's main
business activities are in the cultural paper industry, pulp and paper industry. Currently,
Indah Kiat produces pulp, various types of paper products consisting of paper for
writing and printing purposes, photocopying paper, industrial paper such as packaging
paper which includes containerboard (linerboard and corrugated medium), corrugated
shipping container (conversion from corrugated medium). containerboard), food
packaging, boxboard and coloured paper.

PT Indah Kiat Pulp & Paper Tbk has several production facilities in Perawang-
Riau, Tangerang, and Serang Banten. The facilities in Tangerang include a paper mill
and a packaging paper mill. At the same time, PT IKPP is preparing the pulp mill
location in Perawang and Pinang Sebatang, Tualang District, Siak Sri Indrapura
Regency, Riau Province. A year later, the physical construction of Pulp Phase | began
in Riau Province.Additionally, PT IKPP is building loading and unloading facilities in
the form of a special port that can be docked by ocean ships with a dead weight of more
than 6,000 tons. This facility is located approximately 1.5 kilometers from the pulp mill
location on the banks of the Siak River.

PT Indah Kiat Pulp & Paper Corporation is a national private legal entity that is
trusted to manage forests and forest product industries in the form of the HPH Group:

1. PT Arara Abadi concession area of + 265,000 Ha.

2. PT Wira Karya Sakti concession area of £220,000 Ha.

3. Mapala Rabda concession area of + 155,000 Ha.

4. PT Dexter Timber Perkasa Indonesia concession area of + 166,000 Ha.

5. PT. Murini Timber concession area of £116,000 Ha.

In general, PT Indah Kiat Pulp & Paper, based in Perawang, initially produced
pulp, which was then sent to another factory in Perawang to be converted into
packaging paper. Following this, the production was sent to the factory in Tangerang,
West Java, to be processed into writing and printing paper for direct marketing to

consumers. Indah Kiat's core business activities focus on the cultural paper industry



and the pulp and paper industry. Presently, Indah Kiat manufactures pulp and various
paper products, including writing and printing paper, photocopy paper, industrial paper
such as packaging paper (including containerboard like linerboard and corrugated
medium), corrugated shipping containers (converted from containerboard), food
packaging, boxboard, and colored paper.

The products manufactured by this company not only cater to the domestic
market but have also reached the international market. The company exports to various
countries across Asia, North and South America, Australia, Africa, and Europe. Their
export destinations include China, Hong Kong, Taiwan, Southeast Asia, the Middle
East, Africa, Europe, and the USA.

2.2 Vision and Mission
Every company must have a vision and mission in order to realize its goals and
as a driving force to carry out their respective programs, as well as PT Indah Kiat Pulp
and Paper Tbk. The following is the vision and mission of PT Indah Kiat Pulp and
Paper Thk — Perawang Mill:
1. Vision
Become a leading and respected global pulp and paper company that provides
superior values to customer, community, employees and shareholders-
responsibly and sustainably.
2. Mission
The company’s mission in realizing the expected goals is as follows:
a. Increase global market share.
b. Use cutting edge technology in the development of new products and
achievement of mill efficiency.
c. Improve the quality of human resources through training.

d. Realize sustainability commitment in all operations.



2.3 Kind of Business

PT Indah Kiat Pulp & Paper Tbk is an Indonesian company operating in the
pulp and paper industry. The main business activities of PT Indah Kiat Pulp & Paper
Thk — Perawang Mill are divided into two segments: paper and pulp products, and
packaging/industrial paper products.

For the paper and pulp segment, the company produces general pulp, writing
paper, and photocopy paper. In contrast, the packaging/industrial paper segment
includes containerboard (linerboard and corrugating medium), corrugated shipping
containers (converted from containerboard), boxboard, food packaging, and colored
paper.

The company operates production facilities in three locations: Perawang in
Riau Province, Tangerang in West Java Province, and Serang in Banten Province. PT
Indah Kiat Pulp & Paper Thk utilizes cutting-edge wastewater treatment technology to
reduce pollutants and energy usage. In addition to its environmentally friendly
operations, Indah Kiat has a large tree planting program and a 300,000-hectare
Community Plantation Forest (HTI) featuring species such as Acacia mangium, Acacia
crassicarpa, and Eucalyptus urophylla. These efforts help preserve the environment and
combat global warming.

2.4  Organization Structure

The organizational structure is a crucial tool for a company to reach its goals.
Whether a company is commercial or non-commercial, it requires a clear line of
cooperation and coordination among its members to achieve its pre-defined objectives.
An effective organizational structure should be flexible enough to adapt to changes
without disrupting ongoing activities. The best organizational form depends
significantly on each company's unique situation, conditions, and objectives, as these
vary from one company to another. The chosen organizational structure should support
the company's goals. In a well-designed organizational structure, it is important to

clarify the relationships, authority limits, and responsibilities of each employee.



Therefore, company activities must be systematically organized to ensure that the main
objectives are met efficiently.

The organizational structure of PT Indah Kiat Pulp & Paper Tbk is designed
according to regulations, detailing the functions, duties, and responsibilities of each
department in their respective areas. The organizational structure of PT Indah Kiat Pulp
& Paper Tbk — Perawang Mill can be seen in Figure 2.2 below as follows:
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Figure 2.2 The Organization Structure of PT Indah Kiat Pulp & Paper Tbhk
Source: PT Indah Kiat Pulp & Paper Tbk- Perawang Mill
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2.5  The Working Process

Operation Port is the most important part in a company in export-import activities.
Without a port, loading and unloading activities, both exports and imports, cannot move and
can have a major impact on company growth. Therefore, activities in operation port must be
carried out properly and in detail both externally and internally. The most important part in a
operation port is invoices, invoices have an important function, namely as collecting payments
to buyers for transactions that occur and also for detailing transactions, accounting controls,
and as internal controls for companies. In order for the invoice billing process to be carried out
properly PT. Indah Kiat Pulp and Paper Tbk formed a special team to work on the invoice. The

invoice team work process can be seen in Figure 2.3 below as follows:
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Figure 2.3 The Working Process of Port Operation Division
Source: PT. Indah Kiat Pulp & paper Thk-Perawang Mill

Receiving the Invoice

The invoice acceptance process can be done in two ways, namely through
email and directly from the vendor. When invoices are received via email, the
responsible PIC will check and print them. Whereas, for invoices received
directly from the vendor, the invoice will be verified and accepted by the
receiving PIC. After the invoice is received, the next step is to record all
invoices in a control list known as the controllist. This controllist functions to
record and track all incoming invoices to ensure that none are missed and to
avoid duplicate payments. Furthermore, the invoices that have been recorded
in the controllist will be inputted into the Invoice Control System (ICS). ICS
is an integrated system that helps to organize, monitor, and process invoices
efficiently.

Check, process & Verify the Invoice

Checks, process, and verification in the invoice collection process are crucial
to ensure that this process is carried out accurately and efficiently. Starting
from inputting the invoice into the Invoice Control System (ICS). This step
ensures that the invoice is properly recorded and tracked. After the invoice is
input, it must be checked to ensure that the invoice is accurate and complete.
This includes checking for any errors or discrepancies. During the process,

continuous checks and verification must be performed to ensure that there is



2.6

no overbudget. This includes monitoring expenses incurred and comparing
them with the budgeted amounts.

Approval Management

The approval management process involves several steps, including inputting
invoices, verifying invoice details, sending data, attaching documents, and
undergoing approval from various parties. These parties include tax
accounting, invoice head, port operation head, logistics head, and mill head.
After approval, a notification letter for sending invoices is issued, and a log
sheet is left open for comprehensive inspection and verification to ensure that
all required inspections have been performed and that the documents are
accurate and complete.

Payment Process

The payment process can be disbursed if the Log sheet along with the invoice
complete with attachments is then checked and verified again. If everything is
complete, the payment process will be carried out.

Archiving the Invoice

After the payment process is completed, the invoice is archived for future
reference. This step ensures that all invoices are properly stored and easily
accessible for auditing and compliance purposes. The archived invoices are

typically stored in Invoice Control System (ICS).

Document Used for Activity

In carrying out its operational activities, there are several documents used by

PT Indah Kiat Pulp & Paper Tbhk-Perawang Mill, especially the Operation Port Divison

as follows:

1.

Invoice by Email
An invoice sent via email is used to quickly and efficiently send billing details
to clients or customers. This invoice includes complete information about the

transaction and is usually received in a digital format, simplifying

10



administrative and payment processes.

Figure 2.4 Invoice by Email
Source: PT. Indah Kiat Pulp & Paper Thk-Perawang Mill
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Invoice from Vendor
An invoice received from a vendor is a billing document that records

services or goods provided. This invoice includes detailed costs and is

used by the recipient to process payments to the vendor according to the

prevailing agreement.

=
VITRA ABADI
KWITANSI
No. e 007/BLIPRW/H|/24
ks pate. :31 MARCH 2024
GONDANGDIA MENTENG *
-‘l JAKARTA PUSAT - DKI JAAKRTA
INDONESIA
Amount (Rupiah)
No. Description
/ Rp 3.065.985,00
1 BG. MEGANTA IV V.PRW-MG2402 ~
REIMBURSEMENT BL FEE No. PRWWA5202403731» rg/v;’W;}SZOZWBSS
(IBSheetstuSDJ.S)xRp.lS,m.uO 2186 160
Rp 4.440.870,00
2 BG. LIMA SENTOSA 3002 V.PRW-LM2408 v _—
EIMBURSEMENT BL FEE No. PRWWASZOIAOSSS - PRWWAS20.
. 00 2\JdIsrT
( 19 Sheetsx @UusD 15 ) xRp. 15,582.00 =
= Rp 4.440.870,00
BG. MEGANTA IV V.PRW-MG2403
y REIMBURSEMENT BL FEE No. I>RWWA52.'02404‘26<7 - PRWWAS20240444
(mmeesxpusoﬁ)xap.zs,mm ~100 .
.933.530,00
4 | BG.LIMA SENTOSA 3002 V.PRW-LM2409 Rp 49
REIMBURSEMENT BL FEE No. PRWWASZOZMMé?S_ -/ PRWWAS20240468
3 (usheesxgusozs)xnp.m,ssz.ooa\a 564
.843.460,00
s | BG.MEGANTA IV V.PRW-MG2404 v Rp 2.843.460,
REIMBURSEMENT BL FEE No. pnwmszozwme- PRWWAS20240497
(12 Sheets x @USD 15 ) x Rp. 15,797.00 2186ty
R 240495 & PRWWAS20240496
g Rp 6.420.465,00
PRWWAS20240534
Rp 26.145.180,00

Figure 2.5 Invoice from Vendor
Source : PT Indah Kiat Pulp & Paper Tbk- Perawang Mill



TP (Advance Application)

Advance Application” refers to a request or application for an advance payment
made by an employee or a specific department to a company. This is a process
where someone or a work unit requests an advance payment that will be used
for a specific purpose, such as operational expenses, official travel, or other
needs before the activity is carried out. This document also includes detailed
advance information, related tax information, and a list of individuals who have
given approval on various dates. Generally, this advance application aims to
ensure that the necessary funds are available before a specific activity or

transaction is perform.

I
narmas
and paper products
Advance Application
Document No. : TP341000000047261
Document Title : (PAPER FOB SGP - E) JKT1300064 (URGENT)
Revision No. : 002
Status i Approved by Accounting
ied 0 PUPUT RAHAYUNINGTYAS )
::M :Zl s RIKA FAUZIA SH. (NIK : 01125349) Ext.: 2509
Payment Company H 8369 (PT Indah Kiat P&P Co PRW)
Cost Center (Applicant) 8 PORT OPERATION (8369207310)
Position : Officer, Invoicing Control
Direct Superior : ROYANDI!
Request Date H 19.03.2024
aymentDate i 25032024
Settiement Date L 24042024
: Vendor
PT. KUEHNE NAGEL INDONESIA (1D : 88053132)
25.03.2024

Paid Amt
24,082,363

Figure 2.6 Advance Application
Source: PT Indah Kiat Pulp & Paper Thk- Perawang Mill
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Payment Application

A payment application at a company refers to the process of specifying the
conditions under which customers must pay for goods or services provided
by the company. Payment terms are important for businesses as they help
regulate the payment process and ensure a smooth transaction between the

company and its customers.

Figure 2.7 Payment Application
Source : PT Indah Kiat Pulp & Paper Thk- Perawang Mill
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Shipment Plan for Container

A Shipment plan for a container at a company typically refers to a detailed
document or digital representation that provides a comprehensive layout of how
cargo is arranged, secured and transported. It includes information such as the
type, quantity, and placement of goods, as well as any necessary securing
measures to prevent damage during transit. The shipping company formulates
a reasonable shipping plan based on the weight of the cargo, the capacity of the
cargo hold, the date of departure, and other characteristics. This plan ensures
efficient space utilization, optimal weight distribution, and compliance with
safety regulation.

SHIRENT pLan Foe contaniEn

10
2190445
710

Figure 2.8 Payment Application
Source : PT Indah Kiat Pulp & Paper Thk- Perawang Mill

Log sheet

Log sheet is a work sheet used to record important information related to
transactions and payments to vendors. Based on the documents provided, this
Log sheet includes several key elements such as the vendor's name, invoice

number or payment application number, document number, transaction
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description, amount of cost to be paid, and URN or barcode number related to
it. Additionally, there are several names that sign the Log sheet as responsible
parties, including the CEO of PRW, Logistic Head, Port Operation Head,
Invoice Team, PIC Invoice, and TAX. The entire Log sheet serves as an
important document to ensure that all transactions are recorded accurately and

have been approved by responsible parties through their signatures.

SHARED SERVICE CENTER
Document Log Sheet
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Figure 2.9 Log sheet
Source : PT Indah Kiat Pulp & Paper Thk- Perawang Mill

Document List of Report of OPP/OPT and PBM

Invoice of OPP/OPT and PBM are records pertaining to transactions involving
purchases, sales, and trade. This document can be used to load and unload
products as a means of billing or as documentation of transactions. OPP stands
for Out Port Purchase, which refers to costs or purchases made at the destination port.
This includes expenses incurred after the ship or cargo arrives at the destination port,

such as loading and unloading fees, cargo handling, and other costs associated with the

shipment at the destination port.
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OPT stands for Other Port Tariffs, which includes additional tariffs or charges that may
be imposed at ports other than the main origin or destination port. These costs can
include various tariffs and charges not covered by the main shipping tariff, such as

temporary storage fees, security inspection fees, additional documentation costs, and

others.
DAFTAR LAPORAN BIAYA OPP/OPT DAN PBM
PELABUHAN PEKANBARU / PERAWANG
NAMA KAPAL 5 : Jonis Barang 1 NI svseissnsess® frrmmanssssisissssnsoss TIM3
No, Serial ,‘ : p—————_ » Bongkar / Muat : e l . V7" NRRUROUR e | | |, |
Dari e ETUTPS A S AP AT IE I No. Order : ... : RSP BpP T S0y
g
=
P>
g
§ a
]
3
12}
g
& Q
o
2
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xS 4}
PT. Mitra Selaksa Lumbung Pelaksana
T }
; r“ 0‘},\'\ vi
{/ 5 \
= 170
Figure 2.10 Document list of Report OPP/OPT
Source : PT Indah Kiat Pulp & Paper Thk- Perawang Mill
Tax Invoice

Tax invoice is an official document used by taxpayers to record sales of goods
or services subject to tax to buyers or service recipients. This document includes
information about the seller, buyer, goods or services sold, transaction value,

and the amount of tax imposed. Tax invoices must also include the serial

17



number, NPWP, address, and electronic signature of the seller, as well as details
on the basis of tax imposition and the total Value-Added Tax (VAT) that must

be paid.

URN

| Pengusaha Kena Pajak
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Paiak : 010.007.24 56770688 i
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92420579100
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Total PPnBM (Pajak Penjualan Barang Mewan) ™ ﬂ —
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Figure 2.11 Tax Invoice
Source : PT Indah Kiat Pulp & Paper Thk- Perawang Mill

URN (Unique Reference Number) is a unique code that will be used in the
processing and tracking of documents. The URN must be printed and placed on
the first page of every document submitted. The URN is used by the Aspiro
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10.

team to process payments, and it can be concluded that this URN also serves as
an identifier that links documents to relevant payment transactions, ensuring

that every transaction is accurately recorded and processed.

oLl

0031289
Remark :

* KUEHNE NAGEL INDONESIA JKT1307682 TP341000000048945 IDR 23,242 478

Catatan : Notes :
« Masukan dokumen anda pada DropBox
Si g bel si di D
* L RN ode par
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Drop Box
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. s cover p
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et pukal ¢ Document will be taken and processed by
setiap pukul e B

00
after 14:00 will be

o
« Dokumen yang dimasuk processed on the next processing time

14:00 akan diproses pad

setelah pukul
wal selanjutnya

Figure 2.12 URN
Source: PT Indah Kiat Pulp & Paper Thk- Perawang Mill

Capture of invoice

Capture of Payment Application (Save as Draft) is a temporary document used
before an official payment application is submitted. This document is saved in
draft status and serves as an attachment containing detailed information about
the payment request. This document is submitted to the head of the billing team
for verification before the official payment request is made. After verification
and approval, this document will have its status changed from draft to submitted

for further processing.
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11.

Figure 2.13 Capture Invoice (Save as Draft)
Source: PT Indah Kiat Pulp & Paper Thk- Perawang Mill

Bill of lading

A bill of lading is a legal document that serves as a receipt for the shipped
products, a document of title to the goods described in the bill of lading, and a
contract between a carrier and a shipper. It is issued by a transport company to
a shipper and details the type, quantity, and destination of the goods being
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shipped. The bill of lading is crucial in sea transport when the supplier (shipper)

decides to release ownership of the cargo to the buyer (consignee). It guarantees

the holder an exclusive right to claim delivery of the cargo and is essential for

claimi
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Figure 2.14 Bill of Lading

Source: PT Indah Kiat Pulp & Paper Thk- Perawang Mill
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12.

Shipment Cost Tracking Report

Shipment Cost Tracking Report is a document that provides information about
the cost of shipping goods from one location to another. The report may include
details such as the shipment reference, arrival date, cost elements attached to
each purchase order line, and shipment totals. It may also list the expected and
actual costs of shipping, as well as any discrepancies between the two. The
purpose of the report is to help businesses track their shipping costs and identify
areas where they can reduce expenses. There are various software and platforms

available that can help businesses track and manage their shipments, such as

the shipment tracking report in Indah Kiat.

1500

Figure 2.15 Shipment Cost Tracking
Source: PT Indah Kiat Pulp & Paper Thk- Perawang Mill
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CHAPTER III
SCOPE OF THE APPRENTICESHIP

3.1  Job Description
This practical work program is carried out at PT. Indah Kiat Pulp and Paper

Tbk - Perawang Mill four five months, starting from January 22" 2024 to June 30"
2024. During the internship period, Job training participants are placed in the Operation
Port Division. There are several tasks during the job training in the Invoice section at
PT. Indah Kiat Pulp & Paper Thk — Perawang Mill are as Follows:

1. Invoice Billing Process.
Create Shipment Costs.
Printing Bill of Lading
Printing Shipment Plan for Container.
Checking Travel Letter Invoice/ Way Note Invoice.
Compiling Document list of port OPP/OPT and PBM Cost Report.

© o~ w DN

Through this practical work program, participants are expected to enhance their
skills and knowledge in various aspects of administrative and operational aspects in the
Port Operation Division, particularly in the process of invoicing, creating shipping
costs, creating Bill of Lading and shipping plans for containers, updating PA in the ICS
application portal, inspecting waybill invoices, and compiling a list of port OPP/OPT
and PBM cost reports. This experience aims to prepare participants with strong
professional competencies and contribute positively to PT. Indah Kiat Pulp & Paper

Tbk — Perawang Mill in improving operational efficiency and effectiveness.

3.2 System and Procedure

To facilitate employees in performing their tasks, the company implements a
system. This system is necessary to support various company activities. PT Indah Kiat
Pulp & Paper Tbk — Perawang Mill utilizes online systems such as SAP, FIORI, and
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Aspiro in its operational activities. Also PT Indah Kiat Pulp & Paper Tbk — Perawang

Mill utilizes offline systems such us spreadsheet, excel and etc.

A company in carrying out its activities requires procedures to ensure that

everything done is uniform or in accordance with the standards set by the company.

Procedures are a series of work steps involving several people in one or more sections,

designed to ensure the same treatment for frequent transactions. The procedure

description carried out during the work practice (KP) in the Port Operation Division at
PT Indah Kiat Pulp & Paper Tbk - Perawang Mill is as follows:

1. Invoice Billing Process

The company require invoices in the process of exporting and importing their

goods. The invoice billing process is a number of stages in billing sent from the

seller to the buyer so that it can be verified and disbursed. The several steps in

Invoice Billing Process can be seen in table 3.1 as follows:

Table 3.1 The Invoice Billing Process

!

No Invoice Billing Process Device Output Place
1 Received Invoice
—ME— T e
Receive invoice e — MlcrOSOﬁ Qutlook
(by email or | e ——— Port
vendor) Operation
1 Portal VV.2.0
Perawang Mill
Input invoice in | Invggzsilltr;put
ICS Portal
Port
Operation
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Creating a
control list

Microsoft Exce! B

!

Invoice Control

list

Open and
capture draft
Advance
application or
Payment
Application

!

P@ or TP as Draft

Port

Operation

Port

Operation

Submit an PA
or TP to the
post-tax
verifier.

!

Invoice Approved

by tax verifier

Port

Operation

Make
logsheet and
submitted to

approval
management

Microsoft Exce}l

!

Port

Operation

Print Advance
Application
or Payment
Application.

- PAorTP
Bos—

Port
Operation
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Bill of Lading

Attaching = |

additional R Port
documents Shipment Plan for Operation

Container
URN
g
Create URN
and Update no

URN di ICS Port

Portal. .
Portal V.2.0 Operation

Perawan('; Mill
] i Invoice Input

Results

Source: Processed Data 2024

Based on the flowchart above, the several steps in invoice billing process are as

follows:

a.  Receiptof Invoice: The process begins with the receipt of an invoice from
a vendor or supplier via email or other means.

b.  Input Invoice in ICS Portal, the invoice is then input into the Invoice
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Control System (ICS) Portal for tracking and management.

Control List Verification, A control list is created to ensure that the
invoice has not been previously paid. This step helps prevent duplicate
payments.

The next step involves opening an advance application or payment
application on Fiori to facilitate the payment process. And the draft
advance or payment application is captured and verified for accuracy and
completeness.

Submission to Post-Tax Verifier, the advance application or payment
application is submitted to the post-tax verifier for further review.

Log sheet Creation and Attachment, A log sheet is created and attached
to the invoice, which includes relevant details and documentation. The
log sheet is then submitted to the head of the invoice team, port operation
head, logistics head, and CEO for approval. This step ensures that all
necessary parties have reviewed and approved the invoice.

Print Advance Application or Payment Application, Once approved, the
advance application or payment application is printed for further
processing.

Attaching additional Document Attachment, Additional documents such
as bills of lading (B/L), proposals, email confirmations, shipment plans
for containers, and other relevant documents are attached to the invoice.
URN Creation and Update in ICS Portal: A unique reference number
(URN) is created and updated in the ICS Portal to track the invoice's

status.

By following these steps, the invoice billing process ensures that all necessary

checks and approvals are completed before payment is made, ensuring accurate

and timely payment to vendors and suppliers.

Create Shipment Costs

A company's shipment costs typically include various expenses such as
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fulfillment, packaging, and transportation. These costs can vary based on
factors like shipment weight, shipping service, and destination. When
estimating costs for an e-commerce business, one should consider additional
elements such as operational costs, inventory onboarding, warehousing,
support, pick and pack, kitting, packing, and shipping to get an accurate
estimate.Additionally, it is essential to precisely record and categorize freight
expenses in the company's accounting system, distinguishing between freight-
in costs related to acquiring inventory, supplies, or raw materials, and freight-
out costs related to shipping the product to the customer. The steps are

illustrated in the following table:
Table 3.2 Create Shipment Cost

No Shipment Cost Device Output Place
1.
Shipment type
Defining Shipping ,
Type Procedure Port
Operation
Overview: Freight
. cost items
Calculating and ‘
displaying o Port
shipment cost peration
1 Cost center and
SAP account
— assignment
Creating a Port
shipment cost Operation

Source: Processed Data 2024

28



Printing Bill of Lading
A Bill of Lading (B/L) is a legal document that serves as evidence of a

transportation contract, a receipt for shipped goods, and a title document that

conveys ownership. It details the type, quantity, and destination of the items

being transported and is issued by a carrier to a shipper. The Bill of Lading

contains information about the products, including their classification, number

of cartons, total volume, weight, loading and destination ports, carrier name,

and journey number. This document is vital in freight shipping as it can be used

for claims if any issues arise during shipment and acts as proof of ownership,

allowing the consignee to ensure the cargo is released upon arrival at its

destination. The steps are illustrated in the following table:

Table 3.3 Bill of lading

No Bill of lading Device Output Place
1 Outbound delive
Enter code
/OVI102n on
SAP and enter Port
delivery Operation
number
1 Bill of lading
In the
attachment list,
select bill of Port
lading Operation

Source: Processed Data 2024
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Printing Shipment Plan for Container

In order to guarantee the safe and effective transportation of the goods, a
shipment plan for containers must adhere to a number of procedures.
Confirming the cargo information and evaluating its specifics, including its
type, volume, and mode of transportation (air or sea), are the first steps in the

container reservation process. The steps are illustrated in the following table:

Table 3.4 Shipment for container
No | Shipment for container Device Output Place
1.

in /zs30, enter

the delivery SAP C()jutlpound
1V

number and

look for the
shipment
number

!

Enter shipment
number and
printing the

shipment plan
for container

Port
Operation

SAP Shipment plan
for container

Port
Operation

Source: Processed Data 2024

Checking Travel Letter Invoice/ Way Note Invoice

Way note invoice" refers to the relationship between two critical documents in
logistics distribution: the waybill and the sales invoice. A sales invoice provides
documentation of a bill or transaction to the customer, while a delivery note
records the products sent. A waybill is generated after it has been authorized,
illustrating how these two documents are interconnected in the logistics
distribution process. The way note invoice encompasses the invoice matching

procedure, which involves comparing invoices with other relevant documents
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such as purchase orders, goods received notes, and inspection slips. This
process ensures that payments are made only for valid and approved
transactions, with amounts and prices accurately reflecting the payments. The
invoicing process typically includes documents such as initial bids, pro forma
invoices, final bills, delivery notes, and payment receipts. The steps are

illustrated in the following table:
Table 3.5 Checking Travel Letter Invoice/ Way Note Invoice

No Checkln_g Trgvel Letter Device Output Place
invoice
1. Verified waybill
Checking
Travel Letter
Invoice/ Way Port
. Manual .
Note Invoice ] Operation
/ ]
= | | |
g B T
= nmum r"’)‘ﬁ_-_
delivery note
Microsoft Excel summar
summarize the : ===
verified = Port_
waybills Operation

Source: Source: Processed Data 2024

Compiling Document list of Port OPP/OPT and PBM Cost Report.

Compiling the document list of Port OPP/OPT and PBM cost report involves
receiving, inputting, and sorting documents based on codes, as well as
summarizing costs. The purpose of this task is to organize important documents
related to port operations and ensure that cost reports are accurately prepared.
The benefits of this process include facilitating the tracking and management of
documents, improving the accuracy of financial reports, and ensuring compliance

with reporting regulations. The expected outcome is a well-organized and
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accurate list of Port OPP/OPT documents and PBM cost reports.

The several steps in compiling a document list of port OPP/OPT and PBM cost

report can be seen 3.5 as follows:
Table 3.6 Compiling Document list of Port OPP/OPT and PBM Cost Report

No

List of OPP/OPT

Device

Output Place

1

Receive
document list of
port OPP/OPT
and PBM Cost
Report

!

Input
Document list
of Port
OPP/OPT and
PBM in Portal

!

Sorting the list
of OPP/OPT
and PBM costs
reports Based
on code

!

Manual

Document list of
port OPP/OPT and

PB eeort

A

Port
Operation

Portal VV.2.0

Perawani] Mill

Input

Port
Operation

Manual

Sorting document

B

S

Port
Operation
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Summary the

Microsoft Excel document
Make N e
summary e === Port
based on cost = Operation

center number
into excel

Source: Processed Data 2024
Based on flowchart above, the first steps to compiling document is receive

documents list of port OPP/OPT and PBM cost report from vendor Receive
document list of port OPP/OPT and PBM Cost Report after that Input Document
list of Port OPP/OPT and PBM in Portal ICS, and then sorting the list of OPP/OPT
and PBM costs based on code, the last is make summary based on cost center

number into excel.

3.3 Place of Apprenticeship

This Practical Work (KP) was carried out at PT. Indah Kiat Pulp & Paper Tbk
- Perawang Mill which is located at JI. Raya Minas Perawang KM.26, Pinang Sebatang
Village, Tualang District, Siak Sri Indrapura Regency, Riau Province. During Practical
work author is placed in the Operation Port Section. The company’s provisions

regarding the schedule or time for the implementation of practical work are as follows:
Table 3.7 The Working schedule of PT Indah Kiat Pulp & Paper Tbk - Perawang Mill

No Day Working Hours Breaks
1. Monday to Thursday 07.00- 17.00 WIB 11.00-13.00 WIB
2. Friday 07.00 -17.30 WIB 11.30- 13.30 WIB
3. Saturday to Sunday Holiday Holiday

Source: PT Indah Kiat Pulp & Paper Tbk — Perawang Mill

The agenda of activities or work that has been carried out by author during the
implementation of the Job training at PT Indah Kiat Pulp & Paper Tbk — Perawang Mill
in the Division from Operation Port from January 22" — June 28™ 2024 can be seen in

appendices.
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3.4  Kind and Description of the Activity

During the internship at PT Indah Kiat Pulp & Paper Thk — Perawang Mill,
particularly in the Port Operation Division, several key activities and tasks were
assigned to the job training participants. These activities were designed to provide
practical experience and enhance the skills and knowledge of the participants in various
administrative and operational functions. For further details, please refer to the attached
document.

In addition to the tasks mentioned above, the author also engaged in several
additional activities designed to provide a broader understanding of the industry and
enhance the overall internship experience. These activities included:

1. Visiting Pindo Deli (Tissue Manufacturing Company)

To gain insights into the production processes and operations of a tissue

manufacturing company. This visit provided an opportunity to understand the

intricacies of tissue production, including raw material sourcing, manufacturing
processes, and quality control measures. It also offered a chance to learn about
the environmental and sustainability practices implemented by Pindo Deli.

Enhanced knowledge of tissue manufacturing processes and best practices in

sustainability, leading to a better understanding of the paper industry's diverse

sectors.
2. Jetty Tour

To observe and understand the operations and logistics at the port, including

loading and unloading processes, storage, and transportation of goods. The jetty

tour allowed participants to see firsthand the port operations, providing a

practical understanding of maritime logistics and the handling of bulk goods. It

also highlighted the importance of safety and efficiency in port operations.

Improved comprehension of port logistics and operations, contributing to a

more comprehensive knowledge of the supply chain and its critical

components.

3. Attending Competitions Commemorating K3 Day (Occupational Safety and
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Health Day)

To participate in events aimed at promoting workplace safety and health

awareness.Engaging in K3 Day competitions helped to foster a culture of safety

and health awareness among participants. It also provided an opportunity to
learn about various safety protocols and measures implemented within the
industry. Increased awareness and understanding of occupational safety and

health practices, contributing to a safer work environment and promoting a

proactive approach to workplace safety.

Through participation in these additional activities, the author gained a more
well-rounded experience during the internship, encompassing both the operational and
safety aspects of the industry. These experiences contributed to the development of a
broader skill set and deeper industry knowledge, ultimately enhancing the effectiveness
and efficiency of the author's contributions to PT Indah Kiat Pulp & Paper Thk -
Perawang Mill. For more detailed information on these activities and their descriptions,

please refer to the attached documents.
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4.1

CHAPTER IV
CONCLUSION AND SUGGESTION

Conclusion

After doing practical work at PT. Indah Kiat Pulp & Paper Thk — Perawang

Muill, the following conclusions can be drawn:

1.

There are several types of work during the practical work program, namely:

a.
b.
C.
d.
e.
f.

Invoice Billing Process.

Create Shipment Costs.

Printing Bill of Lading, and

Printing Shipment Plan for Container.

Checking Travel Letter Invoice/ Way Note Invoice.

Compiling Document list of port OPP/OPT and PBM Cost Report.

The Operation Port Department employs a combination of online and manual

systems, including SAP, Microsoft Outlook, FIORI, and Aspiro systems. And

manual systems such us spreadsheet and excel to streamline their work

processes, making it more efficient to perform their duties.

In carrying out its operational activities, there are several documents used by

PT Indah Kiat Pulp & Paper Tbk-Perawang Mill, especially the Operation Port

Divison as follows:

oo

a o

o Q oo

Invoice by Email
Invoice from Vendor

TP (Advance Application)

Payment Application

Shipment Plan for Container

Log sheet

Document List of Report of OPP/OPT and PBM

Tax Invoice
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i. URN

J.  Capture of invoice

k. Bill of lading

I.  Shipment Cost Tracking Report

4.2 Suggestion
After doing practical work at PT. Indah Kiat Pulp and Paper Tbk — Perawang
Muill, there are several suggestions, namely:
1. To further support interns, the company could enhance training programs that
focus on specific job roles and systems used in the Port Operation Division.
This will help new interns quickly adapt and become productive.
2. Providing comprehensive training on systems like SAP, FIORI, and Aspiro at
the beginning of the internship would enable interns to perform their tasks more

efficiently.
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APPENDICES

Appendix 1: Apprenticeship Acceptance Letter

£ indah kiat @

pulp and paper products

*No
Perihal

: 003/PA-IKPP/1/2024 Pinang Sebatang, 03 Januari 2024

- : Jawaban Permohonan KP

Kepada Yth,
Armada, ST.,MT
Wakil Direktur |, Politeknik Negeri Bengkalis
di
Bengkalis

Dengan hormat.

Menanggapi surat no.4260/PL31/TU/2023, Perihal Permohonan Kerja Praktek (KP)
Mahasiswal/i Jurusan D-IV Administrasi Bisnis International bersama ini kami ucapkan
terimakasih.

Sehubungan dengan hal diatas, dengan ini kami sampaikan bahwa PT. Indah Kiat
Pulp and Paper Tbk, Perawang dapat mengabulkan permohonan tersebut untuk atas
nama :

1. Annisa Zhahara Husni - 5404201338
2. Era Dahnia 5404201287
3. Fazrul 5404201335
4. Putri Ratna Sari 5404201308
5. Syirwan Hadi 5404201325
6. Siti Aisyah 5404201286

Jurusan D-IV Administrasi Bisnis International, dan dapat dilaksanakan pada tanggal
22 Januari sampai dengan 30 Juni 2024

" Demikian disampaikan atas perhatiannya diucapkan terimakasih.

Hormat kami,

Tembusan :
Disampaikan kepada Yang Terhormat,
1. ybs
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Appendix 2: Apprenticeship Statement Letter

indahkiat @

pulp and paper products

SURAT KETERANGAN
048/SKV-PA/IKPP/VI/2024

Sehubungan telah berakhimya Praktek Kerja Lapangan di PT. Indah Kiat Pulp & Paper
Tbk. Perawang, menerangkan bahwa:

Nama : Siti Aisyah

NIM/NIS : 5404201286

Jurusan/Prodi : Administrasi Niaga / Administrasi Bisnis Internasional
Asal Sekolah : Politeknik Negeri Bengkalis

Waktu : 22 Januari s/d 28 Juni 2024

Bahwa nama tersebut benar telah mengikuti Praktek Kerja Lapangan dengan Baik sejak
tanggal 22 Januari s/d 28 Juni 2024 di PT. Indah Kiat Pulp & Paper Tbk. Perawang Mill.

Demikian surat keterangan ini kami berikan kepada yang bersangkutan untuk dapat

digunakan seperlunya.

Perawang, 28 Juni 2024
Hormat Kami,
50 WS

aaat- »

.
‘Affair Head

PT. Indah glat Pulp I: Paper Tbk.
Office : Sinarmas Land Plaza Menara I, 7th Floor. JL. M.H. Thamrin No.51, Jakarta 10350, Indonesia - P.
Telp : (021) 3929266-69 ( hunting ), Fax : (021) 3929276, 3929278 sadac oy o
Mill Site : JI. Raya Minas - Perawang Km 26, Kec. Tualang, Kab. Siak 28772, Riau - Indonesia
Telp : (62-761) 91088, 91030 ( hunting ), Fax : (62-761) 91373, 91376
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Appendix 3: Company Appraisal Sheet

EVALUATION RESULTS FROM A JOB TRAINING
COMPANY APRAISAL
PT.INDAH KIAT PULP & PAPER Thk PERAWANG MILL

Name : Siti Aisyah
NIM : 5404201286
Study Program : International Business Administration
Educational institutions : State Polytechnic of Bengkalis
No Assessment Aspects Percentage Score
1. | Discipline 20% 197
2. | Responsibility 25% 244
3. | Adjustment/Adaptation 10% 0 %
4. | Work result 30% 2}
5. | Behavior in General 15% iy %
Number of Ratings (1+2+3+4+5) 100% %
Information
Score : Criteria
81-100 : Special
71-80 : Very well
66 - 70 : Good
61-65 : Pretty good
56 - 60 : Enough
Notes
% Bt Il sous foogon o i
£ Saped Wpternicer pelogan Kkgon BN
*M“ll‘}"L ...........................................................................
Perawang, 27 June 2024

&

Advisor



Appendix 4: List of Attendance

VK B
MAGANG INDUSTRI
PT. INDAH KIAT PULP AND PAPER Thk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK
Nama &UA‘S‘J‘" ................................................................
Lembaga Pendidikan : Ktiteenie, Negen Bemgpas
Jurusan/Prodi
Tanggal Praktek
Penempatan Unit
Koord. Lapangan
Paraf pembimbing
No | Tanggal Materi Praktek Lokasi La';g?\gjan RF;T;?gn
T T 2 Gpery wduc o Puman  Gingar 5"
Khiut wanid r@ #}Q
2 3 Jan 204 |~ Pam \Gian Hew HuMas b
- @mbegign diviSi b
- Dugar SAP ARcation ¥antor &€ \Q
~ Cara Menggunakanh paesn
Grocofy g Sean 19/
3. = ‘el cait ral .2..0 W
MM 7'“" g:i:w Amull ° \b S d
—Crate URN & weltibe Fantar 0P M
VO
- frgeraut dokumen magyr dan
_ﬁﬂﬂb"uc‘fﬂ:am ke SOA
4135 Jan 2024 |- Mocdhak aMVUACC AR P eationdi fy
—\T’P:bl&ﬁ‘::%ﬁ)uac & portal | Cavdor of M
Véﬁm Lo lcumtt INWke ke b
¥ J@g:@::&fm (St 9a da digiort y“
5. pg ugeccagn MUpl@
R e | (4]
4 mempuat Yagmens aQPUBLH,
Zupss
f::;r,‘ ing ini harap diserahkan ke Public | ion setiap hari senin untuk pengesahan
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Nama

Lembaga Pendidikan : \

Jurusan/Prodi
Tanggal Praktek

Penempatan Unit

Koord. Lapangan

MAGANG INDUSTRI
PT. INDAH KIAT PULP AND PAPER Thk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK

Paral pernbiinbir ]
No [ Tanggal Materi Praktek Lokasi La':g(;:’an Rl:ﬂgﬂ
1. 2 Qeape UBH on Alpiro f,w
ol e et U (ogheat: o? %
18/3a0/2% |y cean LamPiran  nvoite office F&Z'
L Pakkur Qqak
¥ Qevap contaner 3. Amourt
2. |Sunca i Chetd. Status P4 Ac Fw;u oR %‘1
/024 PN advante  appucap “ee
30/3an 24" Lanfictan sdance. app ot rﬁ% 4 H
2 upN )
A Print SR di gap
3. |pavu # Crele Cratus PA3TP Ji oR Z 2
31/ Jan 2024 | 4. lfi‘\avrk‘ PA 9 adance applestn}  OSHLL ‘-ﬁgﬁ ‘!
+ Meumpircan UBN [
4 WRdate upM
#- Cleate Pad \Woite on IcC
4. [leams # Create VRN di ASpiro op e
rng UpN 2 Paymeny
ORI i arion ” oktic B |y
4 Update. Uty & Rorkal
d Print Opc Pio Jdetr
5. [Jumap  |# creae UM 0 agpiro ) op al
w74 | # ol Gtatug invee di i &
e ot 3 Rring Invoile ug Office z W
cudan Qi
# Cature. GioriCeA )
f::;:rr' itoring ini harap di: kan ke Public setiap hari senin untuk pengesahan
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Tanggal Praktek
Penempatan Unit
Koord. Lapangan

MAGANG INDUSTRI
PT. INDAH KIAT PULP AND PAPER Thk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK

Nama ST AG/ny
Lembaga Pendidikan : .(OLTEENIE — NEG ERL
Jurusan/Prodi

Paial pernbilnbing
No Tanggal Materi Praktek Lokasi Koord Publ.ic
Lapangan Relation
1. -MemvengieaSt stabu S PALTY
05/021 2014 5 elon g O‘P
— prink aante apPLiCatioh
S sz':pirlcan ueN kinm ke WF\CG
- r%g'\-' Mg dan  mengelherk
exchange robe W INVoIC<
2. |0 /0LN124) - tMemverifikas) (nvoice.
- Print Spe di gea (o)
- Meu hap Prles SCan
barcode URt M Ruang Ofpice i SPNAO
e
3. oHoL/ 2124 ~cosmng TP .
- Update 1S i Porin | oQ
— InQuk Vendor, Corpan
amaunt 2 eEC i POrEy O'PRCE /f@f "p““‘,
4. 2w
O8/02I24| UL 1spa tMIERA]
5. [og/on/ 224 |-URdabe URH C1CS) X Qortal
- meweaigikag €PC dan B/L O? ﬁ
OfFie 4%!
Catatan
Lembar itoring ini harap diserahkan ke Public Relation setiap hari senin untuk pengesahan
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MAGANG INDUSTRI
PT. INDAH KIAT PULP AND PAPER Tbk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK

Nama AN A e
Lembaga Pendidikan :.YOL VeI Hegepy $enbeatis
Jurusan/Prodi Moy . Nrgn s ADM B "H“S'WH“WM
Tanggal Praktek DA Truan 2ot o (... FERRUAR, 2624
Penempatan Unit : 0? .................................................................................
Koord. Lapangan LY S —
Paral pernbiinbing
No Tanggal Materi Praktek Lokasi Koord Public
Lapangan Relation
7 FMemvenE@s  Spc .
2 fbraan erven
St ot Lt I
# memVerigia 04 3 URN OFFiCe V@b ‘4»*"!
2 Voi X
N7V MUfdabe 1NVoite  ¥e 1€< i Portan
** # pring FeE Tmdeuivery) of
# Memven Hkan ankarn Reft DtHCe
Th dei VY dgn DN
A meomwen e, sutag)qlan
3.
Wedionl  cum .
HAze Ceriu ; rﬁ\
4 |Clorhaq |Hfant 08
. 1 ?V\<MVM§5“;L‘/' \;i;fw ueaan | op
) " . rﬁ!
1 tye\‘:f ?AQ o banglal mMugt OFACE ‘zewg!
4 ormbitder datrac Lapovan biap
o P /o0% (Pu\p oF Papr )
5 Nofor/rora 1t grink P
/ A Creabe MR 4 AGWD bP_
Auldrte Ubp A\ el | OFRCE Spl“l
H Clodny 18 C Pring /L9 60)
Catatan
Lembar itoring ini harap kan ke Public Relation setiap hari senin untuk pengesahan
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Nama

Lembaga Pendidikan :

Jurusan/Prodi

Tanggal Praktek
Penempatan Unit
Koord. Lapangan

MAGANG INDUSTRI
PT. INDAH KIAT PULP AND PAPER Thk PERAWANG

MONITORING PELAKSANAAN KERJA PRAKTEK

No Tanggal

Materi Praktek

Lokasi

Paral pernbitnbing

Koord Public
Lapangan Relation

\3/02! 24

=Qrint QA

- creabe gt . )
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°
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of
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Prgo

- monvemifileay, SPL
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o¥?

f
4
{9
f
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i
i
"
ft
L

Catatan

Lembar itoring ini harap di

ke Public Relation setiap hari senin untuk pengesahan
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MAGANG INDUSTRI
PT. INDAH KIAT PULP AND PAPER Thk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK

Nama SmAISY

Lembaga Pendidikan : YOLITEENIE  NEGER!  BENGRALIS

Jurusan/Prodi
Tanggal Praktek
Penempatan Unit

Koord. Lapangan T L3 200 SOt
Paral peinbilnbing
: i Koord Public
No | Tanggal Materi Praktek Lokasi Lapangan | Relation
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Catatan
Lembar m

" ini harap diserahkan ke Public Relation setiap hari senin untuk pengesahan
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VK B

MAGANG INDUSTRI
PT. INDAH KIAT PULP AND PAPER Tbk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK

Nama ST Ay

Jurusan/Prodi bR 256 MWt 2L R A
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hkan ke Public Relation setiap hari senin untuk pengesahan
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MAGANG INDUSTRI
PTI;A:)NI\::I)AH KIAT PULP AND PAPER Thk PERAWANG
TORING PELAKSANAAN KERJA PRAKTEK

Nama : S AsTAc
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PT. INDAH KIAT PULP AND PAPER Thk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK
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Lembar monitoring ini harap hkan ke Public Relation setiap hari senin untuk pengesahan
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Lembaga Pendidikan :

Jurusan/Prodi

Tanggal Praktek
Penempatan Unit
Koord. Lapangan

MAGANG INDUSTRI
PT. INDAH KIAT PULP AND PAPER Thk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK
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Jurusan/Prodi

Tanggal Praktek
Penempatan Unit
Koord. Lapangan
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PT. INDAH KIAT PULP AND PAPER Thk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK
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- caprue P T (2
- Prink  SPC § venifikes
5 |\qg /oa/d2q|~frint PA ,Lreace RN, o
Leglea oA . 4
- Prive. Advari—e agPuccton OEG! ce.
f:::;:: itoring ini harap di: kan ke Public Relation setiap hari senin untuk pengesahan
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MAGANG INDUSTRI
PT. INDAH KIAT PULP AND PAPER Thk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK

Nama : S!T\A&S\/M\ ............................................
Lembaga Pendidikan R)\"TH‘N“" ..... Neoer  BenblaunS
Jurusan/Prodi AN MAOR Jhom | RigNiS | INTEPNAGROIAL

Tanggal Praktek (2 APRN 2024 ~ 26 APRIL 2024

Penempatan Unit . PoeT oPER AT

Koord. Lapangan  : NULAENI
Paral pernbiimbing
No [ Tanggal Materi Praktek Lokasi Koord Public
Lapangan Relation
L [RUOqhoy| - pring QP g Veribitap Se
OQ ofpce @i! ,ﬁ
2. |A5/097024|-Rring & 3 verifan fpc
dgn wmvoce
- ROint QA craare ven sutay OF CEFRICE ‘-@\ p
3. |24/04/Lezq|- OrINE PA. (Feate GPH, Update
upd
= Pring TP Urgent
- ke condrouist.  (nVorle oF DFF(CG {\
— Check Nb ontainber degan ‘
Lampiran
4. [35/04/2004 |- Udocdd attachmen & do
&Hori (@)
= mengni bung \Biags biaya ? OFFice
VoICe  kermagk, Cack
amoynt ) dan Mumveni fHiagy
~ wlake \o4Sheet
5 |%/04/1024| - UPdate \nvoite O Rortq,
= Qrnkt VA, Creake uBN b? DEF\C_e
UPdate Ubp
—UPdate muae & Perial
“Pnnt SR, Bl 2 memven fiteds
Catatan
Lembar g ini harap di:

hkan ke Public Relation seliap hari senin untuk pengesahan
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MAGANG INDUSTRI
PT. INDAH KIAT PULP AND PAPER Thk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK

Nama 4 g\TI Als?’A'H

Lembaga Pendidikan : POU TEENIe  Neace: BenG ol

Jurusan/Prodi
Tanggal Praktek
Penempatan Unit : Poer L N N—

Koord. Lapangan  : Mugaew) S
Paral peinbimbing
No | Tanggal Materi Praktek Lokasi Koord Public
Lapangan Relation

1. 139/04/24 [-Sh@mens Cesr

- Make Sheet (hvotce

i o¢

= MRUE (nvarce i @vori

- Cq??;usrt_ 9 ve‘rke(i;\kon‘;i Ofru(E r‘ﬁs

- Pring pA, creaze LR, 2 URlake

UgH
2. Bo/og /24 |- Memgring DA, create UL

ugdare nvoice opr
- pMoamgirean  Propasan oFFIce
- Shygnert coty

3. pl/os/24
HALL BURUH

4 PL[oS/24 |- Make logSheek

Ubelate U OFRice
- UPdate wnvace J¢ Porka |

5 103 /0624 |- Prink DA, Create LRW 2 op

Update URt
— Phing TP, Create Ups 2 UPdate OFFICT
= Mare (g9(hees

- friat PA, Create URM2 X ”_@

Catatan
Lembar monitoring ini harap diserahkan ke Public Relation setiap hari senin untuk pengesahan
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MAGANG INDUSTRI
PT. INDAH KIAT PULP AND PAPER Thk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK

Nama A
Lembaga Pendidikan : POLTEeMe  Newre, pereeat
Jurusan/Prodi D AOM NWGa [ AOM  Burts | INTEENAS ehiaL

Tanggal Praktek c O M 1024 = O ME W2

Penempatan Unit ~ : .Po%T,  OPE2ATIoN

Koord. Lapangan s Nutaey,

Paraf pembimbing
No | Tanggal Materi Praktek Lokasi Koord Public
Lapangan Relation

1 (0C/24 |- Make (0gSheck
guigt/aa |2 %rmas TP, Create upest TP 5 (%
= Prine P4, Create upd T
- Perap bagn  Pengurvsan Pafr oFe
Periode npnar<x 20249
= Pekqap Wnada  PenpVn pup
Peritde Marcs 2024

{

2. |0 oclra |-ToniEoring emarl ™Mask
- Prnt 0B, create Ukt OP

veri [ kai, Pring SPC, Print ey

3. |08/05/24 |- frint mewip mvorte

5 -Qrink TP, Makc ogSheat op

- pring  gpc, verifikas OFFice
SPL

- v TP Creete vl
- l::rtl:wvroscs dan bPcn thoice OfriCe
-0 a(\)TP, mute 1ggSheet  CuPoug

4 100/05, -
174 CUT! Fedmeay
QA ALWLASIH .
5 |\ores/?4q .
\ - rﬁ[ é/
Catatan
Lembar itoring ini harap diserahkan ke Public Relation setiap hari senin untuk pengesahan
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Nama

Jurusan/Prodi
Tanggal Prakte

Penempatan Unit
Koord. Lapangan

MAGANG INDUSTRI
PT. INDAH KIAT PULP AND PAPER Tbk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK

Lembaga Pendidikan : foUTEENIL  NeG

k

Paial peinbiinbing
; Koord Public
No | Tanggal Materi Praktek Lokasi Lapzngan Relation
1Rl 24 ‘.%?:; §I,‘ma< B, URdate
- Prom e Gor Close TP op
= Ipop mveCe di ((C§ OFeice
2. | - Shiment Cegt
4lo5/24 - Btker INVOKE Prw -Gap, 60
ap - prw
_ Spront B, Create pRAL, Whe|  CEACE ‘ 4)
- Malke lc ‘\({,r
- o Vrgenr
- PrnE TP, Creako vy TP
3. |€/6C 24 |- Pring PA, (reate uen, v op
- fnnT TP, Cresrtc vem TP
- MY ante ~ Dlumen Ul Ofrce (#
SPoe<
. {r‘.nb chc
- {hPment ek
4. |W/oS/24
curl p F@Q ‘IQ
3 - M4l fShedt purp
- [nfieiag - P&“t qu, Creabe LN, L of
g Wyoite
-X\ofmﬁl“‘éqn CaPEre W OFFIce
= Shitment Cost

- g WL

Catatan

Lembar monitoring ini harap di

= Ehete Kelndapan  Jotumen
A TY,

kan ke Public Relation setiap hari senin untuk pengesahan

v R

—
- ——
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MAGANG INDUSTRI
PT. INDAH KIAT PULP AND PAPER Thk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK

Nama : gm ...... A “SYAH ...........................

Lembaga Pendidikan : Pou Teene MNcec@ Bedb KALLS

Jurusan/Prodi . AOM N op 7 Apm BSMIC  INTLRrHag D AL

Tanggal Praktek  :.20. Mel 2024 . - 24.M.2020..

Penempatan Unit  : @eT of elatioN

Koord. Lapangan o IMUERTEURE  cosssisisisitiisisssisissnmdassnpnmaesssitisiivisonsase

Patal pelnbil nbing

Koord Public

No | Tanggal Materi Praktek Lokasi
Lapangan Relation

1 |0fex/24 |-trns B/, &L, TP
- Qroy RA, Creabe UM LURKEC (0)% ‘e'

- gring P for (e TP \
- Mate 1pgsneet OFRCE rﬁu}

2. |[u/o/q |-Orny B/l SP, PR o7
- Rrink 04, Creabe URHLURNe
_ mare CehtpUst (
_ prake  1cy§heet orecE f%&
- Mewmprean pofsal. L |
o Xedion from verdordlirts
civer 2non ditect deuver)

3. [2Yfotry | ?ﬁ:ae«rtm Addi Eional

%'Ibul\ ) emven By OP
« eng g L mem &z,
CretIeap daptar biaya frrice @ uP\

oPr/opP ;
- 9}'}?/ TMg & menaari NO <D

4. [v/067/24 cutl

Al PA7A : \@L
WAKA K

5. Toant VA /C1eate WP, WY
2 Jos/24 T ey b-‘agauﬂv}éﬁ ot
g el
~inpug wvoce  Ji \(_?N OFFIce ({\E}
- ?ru n %?L T W\&M\nﬁﬁlms"
medemf wUoICe Jebendion 2
Mempantal Ean_te C7

Catatan
Lembar monitoring inl harep diserahkan ke Public Relation setiap hari senin untuk pengesahan
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Nama

Lembaga Pendidikan :

MAGANG INDUSTRI
PT. INDAH KIAT PULP AND PAPER Thk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK

: %ﬂl‘...ﬁﬁ?’f‘*‘

oLTeeNIe NEOER

Jurusan/Prodi AOM NG ZA0M BYNIE | INTERRIATIONAL
Tanggal Praktek  :.F. ME! 2024 - 2! M1 2024
Penempatan Unit L NA 1 28 AT —
Koord. Lapangan . DNUBAERN o
Paial lubimbiu.
No | Tanggal Materi Praktek Lokasi ———J’E‘L K‘éﬂg’an R,:?:t,jﬁ"
apangar
1 (33 os/2q |[-SMEmeny  Cosp
-fring 9a, creare VRS Vilae
-Ycr;nj. Tv ,9 Create UpN et ‘ﬂ‘l
-cappore ¢ verifikas, ‘_ﬁ\
- ke egSheet Oantior
~%s
2. |29[oT/14 |- Sh@mend cxi
A - cabture  vertikagh Yop T
- mate ylRet DREFATION
- fRax TP, (reate VRN
~3Fin2 B, Lreate Uk Wdade
~ NPt Ihveice & (&S
3. | Wlog/iy - Shipmens Coq port
— INRE (nvorte di €S
- {:‘ihg_ P4, Crectie P ofgeaTioN rﬂ ‘p‘
_ cpure P4
— hate (oc?n\céi;
Creake Uprt TP
4. |%/oC/ - Shigmert cosy
e - Print PaA, Lreate URN Yoetr
- Make  (o4chee £ O fchATleoN
= Oeuvcr Ao man 20 taX
9 gPoe€
5. |l /o5 /24 |- SHfmu cogk Bo
[o5 174 - Pring pa, UCAEL UPH YRl O{'EIA—.ON
- ] ”‘ ’

[ N B

Catatan

Lembar

itoring ini harap di

hkan ke Public Relation setiap hari senin untuk pengesahan
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MAGANG INDUSTRI
PT. INDAH KIAT PULP AND PAPER Tbk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK

Nama SIT Agrar

Lembaga Pendidikan : fouTE¥NIE  Neaeer Bonee acs

Jurusan/Prodi
Tanggal Praktek
Penempatan Unit

Koord. Lapangan

Paial petnbinbing
No | Tanggal Materi Praktek Lokasi Koord Public
Lapangan Relation

1. |03/06/2029 [-\Nbut MO.MVOKGE & BSPTM
-9nns Mg

- daptar OF0(OF \
- RAnk PN, (reate uiN Jufios POM DRepatiaN
~Make ©ySheet

2, M/Ob/kk‘_w"; S?Co L%‘& )
~UPdate  UO™ o,
-Qrine. DA, uPeldre BN 9L @R Yorr opeeATiy

~Priny Clos< TP Camfran ) rf'#\
-macC @Qfhec ¢

3. |0G/06/ 7024 - (np s wJoi
- ugdase P Boan Mg M 60ER e
- orag @/L 9 SPC Y@
-Pring TP, creake UBNTP

- WA kag  furat Jalen

4. %/wndk‘ -Priny TMS, mPUE NO IhbolCe

¢ fmm : Podl OPEPAT (0t

- Make wgheet CinvoiCe TS ) P

~venfieagy TMS

- Pring PA, cveate UBH, W Riat

- ewampirean D Clase P

;
{
/
4
{

5. |ot/obl 204
‘ P2y 0 PeluToN)
gruT ﬂ ﬂ
f:::; ing ini harap diserahkan ke Public F ion setiap hari senin untuk pengesahan
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MAGANG INDUSTRI
PT. INDAH KIAT PULP AND PAPER Thk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK

Nama

Jurusan/Prodi
Tanggal Praktek
Penempatan Unit
Koord. Lapangan

Paral petnbiinbing

No | Tanggal Materi Praktek Lokasi Koord Public

Lapangan Relation

1. \o/oé/;m‘, - Capture

- Wk gohect TMS
- VQ:%K }-Q"
= Mz‘ te (cf;"\&g:‘é + oy .Ochabb“ 45
-WEC (098 hee otkice
2. |l(/be/o - Prink B /L
2o = ?'l‘ihtT\’,chaiL (VDEY] " R.’
~Pring Pp, reate UpN 9UMay) §
= Cheae Sratug & Merekap Qr«ha«
Bagel 0" 1P Ofgice

~ ShemPe| Rectived

3. |&/06/ = Vihted Pof
M “NL  (nvolee

-fring. b, Create WPM Qors ORretion
- Shmenx ot

- Pring S Ctfre e

= MAe ogdhect gov- TM

4. |BLb/024 |- Swipment Cay
-make (o eneck
=Qring. VacCrtase WPN Rl Ors o perrron|
~cafbore 9 VenRees
-pring  S7C office

5 catfuve
14/ebl24 -mv%'i opt/oPE

~Shpment ¢ o0y o . (-#-?s
R GUR TN "'9‘%/& Wi, up wiA P Erqhbh
~mwace (094 hees, Xeice |

= = | — | ==

‘L;::::,‘— itoring ini harap diserahkan ke Public Rel setiap hari senin untuk pengesahan
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MAGANG INDUSTRI

PT. INDAH KIAT PULP AND PAPER Thk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK

Nama

Lembaga Pendidikan :.[hubenne  Neger,  Bengran

Jurusan/Prodi AU NUAGA /a0 Brgrig INTE PR ANoHAL
Tanggal Praktek M QUNE 2024 - 20 0UNE. 2024
Penempatan Unit s \?Jl‘&—O\’crab‘on .....................................................
Koord. Lapangan B L
Paial peinbiinbin
to| TenooM Materi Praktek Lokasi Koord Public
Lapangan Relation
1 |F/okr94
cuTt b
Opra
(DuL AOHA fort opera g, !’Z ,’F
2. \Q/ Ue('lc‘ Ccgpure 3 verifiEasi
-make ogfhedk Pork- op<tetymn
Qe PA Creatse e, L RGE pevey
- ?rint AR
Y e R Y tnvoice

~Prink y2, (reake URN, ;
-mlv\‘;cr‘:‘ﬂv1 5um;LP&¢L(%:B ot Oferation
= mmmnmg N (hotice T
- ?rﬂ\t T

-Prwk cpe @ menwelif s

4. |20/ob /lé‘

-rn;wmnrm» bA, Uit
- UPdake upn i Porte) 40

- Prine B/L fork Opamety
-mayapean APYOVE)
“make. eyl ek
—cfeake U

5 |/obir4

—movguidh exp/ovE

—Qrink QA , (reate UM
—creapt YP fov Cose TP

-Mmalt (eyfneet (OF closeTp {ort eperatip) J—fpﬁ

{
s
{
{

Catatan

Lembar itoring ini harap hkan ke Public Relation setiap hari senin untuk pengesahan
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Appendix 5: Daily Activity

VKB

MAGANG INDUSTRI
PT. INDAH KIAT PULP AND PAPER Thk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK

Nama S Pisgan

Lembaga Pendidikan : iteknie Negern Brnglaanic

Jurusan/Prodi

- hod Nuga /nom Banis  heerragion

Tanggal Praktek

D22 Par 2024 - Mo Jaauari 2024

Penempatan Unit

: Qlrapon,. Brr Cop) Degartment

Koord. Lapangan  Nur Ani

m Tanggs!l s

Materi Praktek

" [_Paraf pombimbing__|
Lokasi Koord Public
n_| Retation |

R Sifety  uction

Pumap  fintar
hbaut wakid

M

2z p;:.\wq ~ fem\mGian Hewm
- @mbegign dwisi
- Dhger SAP Aflication
- Cara Menggunabar peSin
frocopy . Scan

Hurdas
Vantor &

G

3 P4 20t (- Dase” ARG Calto  goral V.20
wsmg ol )
- Cravke URN & wasite
%

-~ Porgecmur Js‘u}m masyr dan
SR oS e

baster 0P

o

25 Jn 2034 |- Morcokat AlvancC Ap eationdi
fon Cwensise)

ugate upal o i Portal

5% .t ikt
iepamnens

5. B Jan f Pergececon’ owp@
¢ Pugansara? mor b scp,

e 3
_w%ﬂ;‘mg. 94 4a difteCt |

Faugar of

f mempuat: Yagnent aQpi@be,
Lupss

L] [*

23 &= 9 |
=

No

Picture of Activity

Information

Input Invoice using Work system and
procedure in the Operation Port

Department  use  online

system,
application system. On of system is the
Invoice Control System (ICS). ICS is
an integrated system that helps to
organize,

monitor, and process

invoices efficiently.
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MAGANG INDUSTRI
PT. INDAH KIAT PULP AND PAPER Thk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK

Nama - S hsyan
Lembaga Pendidikan : f0UTEeNWL  NEGEL!  BEgEALS
Jurusan/Prodi AOM NNASA Lo BHIS | wTeeATONAL

Tanggal Praktek 224, Janen 20%q  — 2 feordar
Penempatan Unit  : QReeaTion et
Koord. Lapangan - NUR AP
Paral Ui
No | Tanggal Materi Praktek Lokasi Koord Public
Lapangan | Relation
1 [Cenn A Geape UBH on Apro o/
F Revey Doaiment (ogheats o? h
29/380/2% (4 Cean LamPran invoice, oftice
L fakkur Qyak
- Qevap contaner 3. Amount
2. [Cumta W Chet. Status P4 & Glory o% 7\1
Bo/yn/ro2/d PONE advanie  appicasion ofFice v
# LampiCan  advance app ‘_ﬁ_z éu 4
2 ueM
j- Print Sre. di cap
3 [pavu # el Cratat PASTE di 3 7
Rort 3 ' 3
S/ IR/ |y piing 04 L aance egebestin)  OSKLL fﬁ‘?\
4 Medoginean UBN L 5&”
4 Glate ugN
#-Cleate VHad) \Woite on 1cC
4 [lams  [FCreate URN Ji Acpiro B Pl
\beo/amq|# ot UpN 3 Pagmens ¢ ;
appi cagion oktice ({&L
+ Updae. Ut & ot q
& Print Spe pdo dedd
5. [Jumap |# ke UM agRiro 2
2 [6to/2074 | # chek. Statug imvere i op \’ﬂ’,
o 3 kring mvoite gy Office. l{
cudan €l
4 Cature Goricea)
Catatan
Lembar, ke sotiap harl

No

Picture of Activity

Information

The URN is used by the Aspiro team to

process payments, and it can be

concluded that this URN also serves as an

identifier that links documents to relevant

payment transactions, ensuring that every

transaction is accurately recorded and

processed.
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MAGANG INDUSTRI
PT. INDAH KIAT PULP AND PAPER Thk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK

;or‘ .hv\hn %034 -

. OPERATION  BoeT

Koord. Lapangan  : NURAEN|
[pamgte ]
1 TR ﬁ-‘hl.‘ v(uw o e s
TSN | ree | |
o g g
e | »
;::“z“:’u':;.“‘fil., ofice Vﬁ} ol
e e & et | 0F
e, | o | AR (4
&Rl i 1cpa mikpay r@r P
T%W:mwﬁﬁzt' o
OFfFce ?% é“’l
No Picture of Activity Information
1. Entering received invoices involves
several important steps, including

recording the invoice number, vendor
name, invoice receipt date, container
type, amount, freight type, claim type,
and cargo types. This process is carried
out to monitor invoices that are to be
processed and those that have been
completed. By recording this information
in detail, the company can ensure that all
transactions are accurately and efficiently
documented,  facilitating  financial
administration management and avoiding

errors or data loss.
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MAGANG INDUSTRI
PT. INDAH KIAT PULP AND PAPER Tbk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK

Nama M Moz
Lembaga Pendidikan : .$O- (VEEHIK Hege Senbreatis
Jurusan/Prodi S ADM NG 2 ADM  rsinS. | IMTERHACanA

Tanggal Praktek
Unit
Koord. Lapangan

Sk Tmnan 2ot - b FERRUARL 2074

Patal pernbimbig
No | Tanggal Materi Praktek Lokas| Koord Public
Lapangan | Rslation

1. [€EMempenias stc .
0. fwrun ovd or ener i)
2oiq |PURONL of Bt g m

£ op
& WemVerifival PA 3 URN OFfice r& M

2 Voi ;
\&/0L/: ke 1NVOIte Ko 1E£ Qi Poit
e W prink Se@rL T deive’y) of

2 Memven Fkas ankars Retit DFHCe
The detivery dgn DN
A momwen R, gutag)alan

(3 |lori 202

rPnak o )

1 "-“”‘"“"ﬁ‘;ﬁ“}i{“’" uguan| of

i Barton Wy barglalhudt | OFFICE

4 ohmEitter dafsar (apovar biag)
ofP /005 (P oF faper)

I print UA

4 ?awtx Uy & AGWD bl)_

Auldebe Ul di o€ okt | OFRCE

1 Clobny 18 C Pring &/ 38f)

4 |Kforhag

i
\—\c#g ! Qeriiu Ha 5 rﬁl

{

|
\

5 efor/r024

o
e

Catatan
Lembar

Picture of Activity Information

The process of matching invoices entails
confirming and balancing data from
various documents to guarantee that
payments are only made for valid and
approved transactions and that the
amounts and prices correctly match the
payments.
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MAGANG INDUSTRI 2
PT. INDAH KIAT PULP AND PAPER Thk PERAWANG ‘
MONITORING PELAKSANAAN KERJA PRAKTEK

Nama S sy
Lembaga Pendidikan :.felTeenic  Weace Bengeaus
Jurusan/Prodi s MM CiaGa Japt  BUNLS  INTEeARINAL
Tanggal Praktek 1Mooz 4 M. 280020 200
Unit : fory oferapion  biAtT
Koord. Lapangan + Muracn,’
Panal peinbiinbi
No | Tanggal Materi Praktek Lokasi Koord Public
Lapangan | Relation
1. [=QrinE 0A
A : ¢
- ML{)&M' doc Nomveice MO &4 44
- Qrink S § MemveREiras ofgice
e
2. [20/02/2004 |- Reine advarce  atpucatic
"4 = Creabe URN " ov
= UPdabe Ued & PO 24t p
- e frtan TP offite
- MouMpEan By 2 §PC
= Skemper Yeeeiveds Sean, ¢
3 [Mor/2024 [MCmIT o Gor Smamkrn B |
~mamerificen Contaimer Shocr. ?
- MCMENFikag, ARIAra LiCE of¢ite
Contpiney vendor Sama USE
CenLainer Wit Lean
- Mereeal gondai ner
T MAUeRAY (veiCe fefeet 1gpppant,
4 [VHoI 7203 |- werevap con Biver-
— et CERP NVGICE  MRECE \EPP R of
b ;
tericiva SPC ettice Tﬁ
=Setaw Eerima VoK< ke
MUaNgun Containe Yard
5. 224071024 | MCckab LI (oo ner, Documen|
il 4| nomiar 300 Intoice i op
Shp )
~print Ve “eice \'ﬁ‘ l
= Clente \ty M
UKL e LN
Catatan
L "

Picture of Activity

Information

A Shipment plan for a container at a
company typically refers to a detailed
document or digital representation that
provides a comprehensive layout of how
cargo is and

arranged, secured

transported.
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MAGANG INDUSTRI
PT. INDAH KIAT PULP AND PAPER Thk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK

Nama LS AISA

Lembaga Pendidikan : POL‘TE"N'KNE"E‘Z‘

Jurusan/Prodi L AOM NIAGA /ADm  BisHIC  IRTERMAT (HAL

Tanggal Praktek ;26 FELRUARY 202 ;1 MASET, 2024..
unit  : Sermyion Pevs

Koord. Lapangan

No | Tanggal Materi Prakiek Lokas! Koord

1 |26/02/2029 | "R £V Cauanic appiension)

Urgent (mvoice 0%
- Sunmiz muoice P4 Cas drafs
£O Dok far vortitador Offiee
- Create Ly
2 |32 7202 WiNE RA
- Menghadin' Perlombedin OP
e o O .
ari K3 ofte

~vengitas Mo Container

| Lapangan | Relalion J

Public

4

bl

—PrinE SpC ,cf<ate RN,

3 O O Gentieas: 4 op
- feuay rindan Prego

- vn:ﬁxag; MVoitc cuwas “F@CL

Jaan

.

4 [29/02/3524 |- kriny. PR op
- uplatenveice i pabm

Mo OM Yang ala & £50.

~Verifivag Mo DN dengan okt rﬁ

(5 [01/0%71074] - 0"t €S

5 [o/o% o _?T'r.mmj Shipment Cart g&_u SQ J \
L w

Catatan

Lembar

Picture of Activity

Information

Advance application aims to ensure
that the necessary funds are available
before a specific activity or

transaction is perform.
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Report TM Delivery is a report generated
by the TMS that includes information
about deliveries. This report can include
details such as delivery status, delivery
times, vehicles used, and any issues
encountered during the delivery process.
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1. Shipment Cost Tracking Report is a document

that provides information about the cost of
shipping goods from one location to another.
The report may include details such as the
shipment reference, arrival date, cost elements
attached to each purchase order line, and
shipment totals. The benefits of this process
include enhancing the efficiency of
operational cost management, ensuring the
accuracy of financial reports, and assisting
in budget planning. The expected outcome
is an accurate and detailed shipping cost
report and improved operational efficiency

through better cost management.
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A bill of lading is a legal document that
serves as a receipt for the shipped
products, a document of title to the goods
described in the bill of lading, and a

contract between a carrier and a shipper
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Picture of Activity

Information

refers to the

pay for goods
company.

A payment application at a company

process of specifying the

conditions under which customers must

or services provided by the
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Picture of Activity Information

Capture of Payment Application (Save as
Draft) is a temporary document used
before an official payment application is

submitted. This document is saved in
draft status and serves as an attachment
containing detailed information about the

payment request.
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Picture of Activity Information

Verifying the received invoice against
the SPC (Shipment Plan Container) is a
crucial step in the company's logistics
process. This procedure involves a
thorough inspection to ensure that all
items listed on the invoice match those
detailed in the SPC.
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Information

invoice, which includes

details and documentation.

Logsheet Creation and Attachment, A

logsheet is created and attached to the

relevant
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ity

Information

URN (Unique Reference Number) is a
unique code that will be used in the
processing and tracking of documents.
The URN must be printed and placed on
the first page of every document
submitted.
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Information

The approval management process
involves several steps, including
inputting invoices, verifying invoice
details, sending data, attaching
documents, and undergoing approval

from various parties.

77




MAGANG INDUSTRI
PT. INDAH KIAT PULP AND PAPER Thk PERAWANG
MONITORING PELAKSANAAN KERJA PRAKTEK

Nama S e
Lembaga Pendidikan : ¥ NeGeed
Jurusan/Prodi N -

Tanggal Praktek

Penempatan Unit
Koord. Lapangan

ADN R ats INTERNASOHAL

\F.Me. 2024

| Paral peinbiin
No | Tanggal Materi Praktek Lokasi Koord Public
TR o Lapangan | Relation
B T T
L Vit PR Cleake UBN L UPdake
- Promge for Cose TP op
- g puerCe &g OFece
2. \alos/, - Chemant Cege
A - Qe muo(:sPrw -Gap, o0
‘3"’}‘}?"‘— te PR, Ul
- Pring , Crea d
- make nr;%n.ur e
- Caproe Vgt
- PRRE TP, Creabc vey TP
3. [€76C 724 |- Priny PA, (reake upn, U

- nnT TR, Cresbe Ura P
- Mg ante~ Dlumen Y9

e
= F"b 143
- hipmert eeck

/05 /24

cury

R/5724 | A& fShey purp
- Prit PA’ creg
=1 ‘\:\W‘ga Ee LR, Uty of
= Meam RrEgn capbure o OFFice

= Entment Cost

- Rertipe WL

Catatan

- Chete Kelnifpan Jotum,
TotAr Ul n

i)

i

S |
i3

ul

{
4
{
i

Information

Print Advance Application, Once
approved, the advance application or
payment application is printed for
further processing.
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Information

Make Control

payments.

List Verification, A

control list is created to ensure that the
invoice has not been previously paid.

This step helps prevent duplicate
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Information

advance application or

Submission to Post-Tax Verifier, the

payment

application is submitted to the post-

tax verifier for further review.
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Information

After

completed, the invoice is archived for

the payment process is
future reference. This step ensures
that all invoices are properly stored
and easily accessible for auditing and
compliance purposes. The archived
invoices are typically stored in

Invoice Control System (ICS).
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Sorting the lists of OPP/OPT and
PBM based on serial number.
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Attaching  additional Document
Attachment, Additional documents
such as bills of lading (B/L),
proposals, email confirmations,
shipment plans for containers, and
other relevant documents are attached
to the invoice.
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Appendix 6: Log Book

v B Google Terjemahan £

>

™ Gmail

<]

0 YouTube 9 Maps

Pt s
® g

polbengssizkadcloud.com/siakadyset_kegiatankkn/726

* @

X

[ Al Bookmarks

Rincian Kegiatan

Kegiatan Pendukung

- Cari Kegiatan

Data Kegiatan
Peserta
Pembimbing

Rincian Kegiatan

1

2

13

4

15

16

7

18

19

Periode
Akademik
Jenis Kegiatan

NamaKegiatan

T

Jumat, 28
Juni 2024

Kamis, 27
Juni 2024

Rabu, 26 Juni
2024

selasa, 25
Juni 2024

senin, 24 Juni
024

Jumat, 21
Juni 2024

Kamis, 20
Juni 2024

Rabu, 19 Juni
2024

Selasa, 18
Juni 2024

senin, 17 Juni
2024

Jumat, 14
Juni 2024

Kamis, 13 Juni
2024

Rabu, 12 Juni
2024

Selasa, 1l Juni
2024

senin, 10 Juni
2024

Jumat, 7 Juni
2024

Kamis, 6 Juni
2024

Rabuy, 5 Juni
2024

Selasa, 4 Juni
2024

2023 Genap
Kerja Praktek [PKL

Kerja Praktek

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S.E.
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S.E,

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S.E.
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE.
MM

189304202022031007 ~ MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S,

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE.
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

189304202022031007 ~ MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE.
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM., , S.E
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM., , SE,
MM

199304202022021007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM., , SE,
MM

199304202022021007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

189304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM..,, SE.
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

Unit

Instansi

< Kembalike Daftar | + Tambah

D4 Administrasi Bisnis Internasional

PT. Indah Kiat Pulp and Paper, Tok
(Perawang Mill)

Kelompok

5404201286 -
siti Aisyah

5404201286 -
siti Aisyah

5404201286 -

siti Aisyah

5404201286 -

Siti Aisyah

5404201286 -
Siti Aisyah

5404201286 -
Siti Alsyah

5404201286 -
Siti Aisyah

5404201286 -
Siti Aisyah

5404201286 -
Siti Alsyah

5404201286 -
Siti Aisyah

5404201286 -

Siti Aisyah

5404201286 -

siti Alsyah

5404201286 -
Siti Alsyah

5404201286 -
Siti Alsyah

5404201286 -
Siti Alsyah

5404201286 -
siti Aisyah

5404201286 -
siti Aisyah

5404201286 -
siti Aisyah

5404201286 -
siti Aisyah

Presebtation

Make Report

Make Report

1. Check travel documents 2. Printing SPC.
and Bill of Lading 3. Farewell Party

1. Printing PA, create URN, and Update 2.
Printing TP, create urn 3. Make Log sheet

1. Preparing opp/opt 2. Make Log sheet
for close tp 3. Printing PA and create URN
4.Create URN

1. Attaching PA and URN 2. Updatung URN
on portal 3. Print B/L 4. Carry out
approval management

1. Input invoice number 2. Printing PA,
create URN and Update URN 3. Checks
travel documents

1. Capture invoice (as draft) 2. Make Log
sheet 3. Printing PA, create URN and
Update URN

Idul adha Leave

1. Capture (as draft) 2. Input opp/opt
invoices 3. Shipment Costs 4. Printing PA,
create URN

1. shipment Costs 2. Make Log sheets 3.
Pvinling PA, create URN and Update URN
4. Capture invoice

1. Visited Port 2. Input Invoice 3. Printing
PA, create URN and Update URN 4.
shipment Cost

1. Printing Bill of Lading 2. Printing TP and
Create URN 3. Print PA, create URN and
update URN

1. Capture Invoice (as draft) 2. Make Log
sheet TMS 3. Verifikasi TMS 4. Make
Control list

Leave Sick

1. Printing TMS, Input no invoice on PSATM
2. Make Log sheet 3. Verify TMS 4. Printing
PA create URN

1.Input Invoice 2. Updating URN for report
of Mei 3. Printing B/L and SPC

1. Printing SPC 2. Updating URN (336
Invoices) 3. Printing PA, create URN and
update URN
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40

4

42

43

Senin, 3 Juni
2024

Jumat, 31 Mei
024

Karnis, 30 Mei
2024

Rabu, 29 Mei
2024

Selasa, 28
Mei 2024

senin, 27 Mei
2024

Jumat, 24
Mei 2024

Kamis, 23 Mei
2024
Rabu, 22 Mei
2024

Selasa, 21 Mei
2024

Senin, 20 Mei
2024

Jumnat, 17 Mei
2024

kamis, 16 Mel
2024

Rabu, 15 Mei
2024

selasa, 14 Mei
2024

senin, 13 Mei
2024

Jumat, 10 Mei
2024

Kamis, 9 Mei
2024

Rabu, 8 Mai
2024

Selasa, 7 Mei
2024

Senin, 6 Mei
2024

Jumat, 3 Mei
2024

Kamis, 2 Mei
2024

Rabu, 1 Mei
2024

189304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE.. MM.,, SE,
MM

188304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

189304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE.. MM.,, SE,
MM

189304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE.,MM.,, SE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

189304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE.,MM.,, SE,
MM

189304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

199304202022021007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

199304202022021007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

189304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

196304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

196304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

5404201286 -
siti Alsyah

5404201286 -
Siti Aisyah

5404201286 -
siti Aisyah

5404201286 -
Siti Alsyah

5404201286 -
Siti Aisyah

5404201286 -
siti Aisyah

5404201286 -
Siti Alsyah

5404201286 -

siti Aisyah

5404201286 -

siti Aisych

5404201286 -
siti Aisyah

5404201286 -
siti aisych

5404201286 —
siti Aisyah

5404201286 -
siti Aisyah

5404201286 -
siti Aisyah

5404201286 -
Siti Aisych

5404201286 -

Siti Aisyah

5404201286 -

Siti Aisyah

5404201286 -
siti Aisyah

5404201286 -
siti Aisyah

5404201286 -
siti Aisyah

5404201286 -
siti Alsyah

5404201286 -
siti Alsyah

5404201286 -
Siti Aisyah

5404201286 -
siti Aisyah

1.Input invoice number on PSATM 2
Printing TMS 3. Input list of opp/opt 4.
Printing P4, create URN

1. Shipment costs 2. Printing Payment
Application, Create URN and Update

1. Shipment Costs 2. Printing PA, Create
URN and update 3. Make log sheet 4.
Delivery document

1. Shipment Costs 2. Capture draft
invoice 3. Printing PA, Create URN, and
Update 4. Capture PA

1. Shipment costs 2. Capture draft
invoice and verify 3. Make Log sheet 4.
Printing TP &Create URN

1. Shipment costs 2. Printing Payment
Application, Create URN, and Update
Invoice 3. Printing TP

1. Printing Payment Application, Create
URN, and Update Invoice 2.
Recapitulation list of costs opp/

Vesak holiday

1. Attaching additional charge
document 2. Calculate and verify
charge 3. Recapitulation list oppfop

1. Printing Bfl, SPC, and TP 2. Printing
Payment Application, Create URN, and
Update Invoice

1. Printing BfI, SPC, and TP 2. Printing
Payment Application, Create URN, and
Update Invoice.

1. Make log sheet (pulp) 2. Printing
Payment Application, Create URN, and
Update Invoice

Leave sick

1. Printing Payment Application, Greate
URN, and Update Invoice 2. Printing TP
and Create URN

1. Shipment Costs 2. filtering Perawang
invoices - Singapore and Singapore
Perawang

1. Printing SPC 2. Printing Payment
Application, Create URN, and Update
Invoice

Leave sick

Ascension leaves for the Messiah

1. Printing Memeo Invoice 2. Print Capture
TP and Make log sheet 3. Print SPC and
verifly

1. Monitoring incoming emails 2. Printing
Payment Application, Create URN, and
Update invoice

1. Make Log sheet 2. Printing Tp and
Create URN 3. Print Payment Application,
Create URN

1. Printing Payment Application, Create
URN and Update URN 2. Printing TP and
Create URN 3

1. Make Log sheet 2. Printing Payment
Application, Create URN, and Update
Invoice 3. Update Invoice

Labor Day
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45

46

47

49

50

51

selasa, 30
April 2024

Senin, 28
April 2024

Jumat, 26
April 2024

Kamnis, 25
April 2024

Rabu, 24 April
2024

selasa, 23
April 2024

senin, 22
April 2024

Jumat, 19
April 2024

karnis, 18
April 2024

Rabu, 17 April
024

selasa, 16
April 2024

senin, 15 April
024

Jumet, 5
April 2024

Kamnis, 4 April
2024

Rabu, 3 April
2024

Selasa, 2
April 2024

senin, 1 April
2024

Jumat, 29
Maret 2024

kamis, 28
Maret 2024

Rabu, 27
Maret 2024

Selasa, 26
Maret 2024

Senin, 25
Maret 2024

Jumat, 22
Maret 2024

Kamis, 21
Maret 2024

189304202022031007 - MUHAMMAD
FUAD ASROFILLAH, S.E., MM.., S.E,
MM

188304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

189304202022031007 - MUHAMMAD
FUAD ASROFILLAH, S.E., MM.., S.E,
MM

188304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, S.E., MM.., S.E,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, S.E., MM., , S.E,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S.E,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S.E,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S.E,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S.E,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S.E,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, S.E., MM.,, SE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, S.E., MM., , SE,
MM

189304202022031007 - MUHAMMAD
FUAD ASROFILLAH, S.E., MM., , S.E,
MM

188304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, S.E., MM.,, SE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, S.E., MM., , S.E,
MM

199304202022021007 - MUHAMMAD
FUAD ASROFILLAH, S.E. MM.,, SE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

5404201286 -
Alsyah

5404201286 -
siti Aisyah

5404201286 -
siti Aisyah

5404201286 -
siti Aisyah

5404201286 -
siti Aisyah

5404201286 -
siti Aisyah

5404201286 -
siti Aisyah

5404201286 -

siti Aisyah

5404201286 -

siti Aisyah

5404201286 -
Siti Aisyah

5404201286 -
siti Aisyah

5404201286 -
siti Aisyah

5404201286 -
siti Aisyah

5404201286 -
siti Aisyah

5404201286 -
Siti Aisyah

5404201286 -
siti Aisyah

5404201286 -
siti Aisych

5404201286 -
siti Aisyah

5404201286 -
siti Aisyah

5404201286 -
siti Aisych

5404201286 -
siti Aisych

5404201286 -
siti Aisyah

5404201286 -
siti Aisych

5404201286 -
siti Aisych

1. Frinting PA, Create URN, and Update
invoice 2. Attaching Proposal 3.
Shipment Costs

1. Create shipment cost 2. Make
Logsheet Invoice 3. Printing and
Verification SPC

1. Updating invoice to portal 2. Frinting
Fayment Application, Create URN, and
Update Invoice

1. Upload attachment (invoice) on Fiori 2.
Calculate invoice costs and verify 3.
Make Logsheet

1. Printing Payment Application, Create
URN, and Update Invoice 2. Print TP 3.
Make controllist

1. Print SPC & Verification 2. Prinling
Payment Application, Create URN, and
Update Inveice

1. Print SPC & Verification

1. Printing Payment Application, Create
URN, and Update Invoice 2. Printing
Advance Application

1. Printing Payment Application, Create
URN, and Update Invoice 2. Capture draft
PA 3. Printing SPC

1. Printing Payment Application, Create
URN, and Update Invoice 2. Print SPC and
verification

1. Printing Bill of Lacing and Printing
advance application 2. Printing SPC 3.
Create Shipment Costs

1. Printing Payment Application, Create
URN, and Update Invoice 2. Printing SPC
and verification 3.

1. Capture Payment Application 2.
Printing Payment Application, Create
URN, and Update Invoice 3. At

1. Printing Payment Application, Create
URN, and Update Invoice 2. Verification
invoice with PSA and

1. Printing Payment Application, Create
URN, and Update Invoice 2. Input of
document receipt report

1. Check travel document 2. Printing
Payment, Create URN & Update URN 3
Verification of invoice & s

1. Melampirkan SPC dan B/L 2. Shipment
cost 3. Capture PA 4. Melampirkan email
5.Print PA & URN

CUTI WAFAT ISA ALMASIH

1. shipment cost 2. Print PA, update URN
dan create URN

1. Print PA, create URN, dan update URN 2.
input URN (february- january)3. input
document receipt

1. Input laporan biaya opp/opt ke portal
2. shipment cost 3. update urn 4.
merekap opp/opt

1. Capture draft invoice 2. Melampirkan
proposal, berita acara 3. input invoice
(laporan biaya opp)

1. Veerifikasi No centainer dengan no
container yang dilampiran 2. input
invoice di portal

1. print pa, create urn and update URN 2.
print spe 3. stempel received, scan and
fotocopy
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76

77

78

79

80

8

82

83

84

85

86

87

88

89

90

a1

Rabu, 20
Maret 2024

Selasa, 19
Maret 2024

senin, 18
Maret 2024

Jumat, 15
Maret 2024

Kamis, 14
Maret 2024

Rabu, 13
Maret 2024

Selasa, 12
Maret 2024

senin, 1l

Maret 2024

Jumat, 8

Maret 2024

Kamis, 7
Maret 2024

Rabu, 6
Maret 2024

Selasa, 5
Maret 2024

Senin, 4
Maret 2024

Jumat, 1
Maret 2024

Karmis, 29
Februari 2024

Rabu, 28
Februari 2024

selasa, 27
Februari 2024

senin, 26
Februari 2024

Jumat, 23
Februari 2024

Kamis, 22
Februari 2024

Rabu, 21
Februar 2024

selasa, 20
Februari 2024

senin, 19
Februari 2024

Jumat, 16
Februari 2024

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

188304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

188304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, S.E., MM, , SEE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S.E,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S.E,
MM

199304202022031007 -~ MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S.E,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S.E,
MM

199304202022031007 -~ MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S.E,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S.E,
MM

188304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S.E,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S.E,
MM

189304202022021007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S.E,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S.E,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S.E,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S.E,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S.E,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S.E,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S.E,

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S.E,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S.E,
MM

5404201286 -
siti Aisych

5404201286 -
Aisyah

5404201286 -
siti Aisych

5404201286 -
siti Aisych

5404201286 -
siti isyah

5404201286 -
Aisyah

5404201286 -
siti isyah

5404201286 —
aisych

5404201286 -
siti Aisyah

5404201286 -
siti Aisyanh

5404201286 -
siti Aisyah

5404201286 -
siti Aisyah

5404201286 -
siti Aisyah

5404201286 -
siti Aisyah

5404201286 -
siti Aisyah

5404201286 -

siti Aisyanh

5404201286 -

Siti Aisyah

5404201286 -
siti Aisyah

5404201286 -
siti Aisyah

5404201286 -
siti Aisyah

5404201286 -
siti Aisyah

5404201286 -
siti Aisyah

5404201286 -
Siti Aisyah

5404201286 -
siti Aisyah

1. Make controllist 2. input invoice di ics 3.
print spe

1. Melampirkan TP, B/L, SPC 2. Print PA,
create urn dan update urn

1. verifikasi NO.dn di B/L dengan spc 2.
shipment cost 3. Melampirkan email dan
urn 4. Post invoce

1. Shipment cost 2. Print PA, Create URN
and Update URN

CUTISAKIT

1. Shipment Cost 2. Print PA 3. Create URN
4. Controllist FOB singapore

CUTIPULANG KAMPUNG

CUTI HARI SUCI NYEPI

1. Print PA dan Print TP 2. Create URN

1. Training with Mr. Jasmadi 2. Serah
terima invoice ke container yard 3.
Merekap biaya opp/opt

1. visited Pindo deli 2. Merekap daftar
laporan opp/opt 3. Print PA dan create
urn

1. Input No. invoice (psatm) 2. create URN
3. Verifikasi No. container 4. Revisi
logsheet

1. Menginput invoice di ICS 2. Print TMS
(Reoort TM Delivery)

1. Print FSD 2. Training Shipment Cost

1. Print PA 2. Update invoice di PSATM 3
Verifikasi no DN dengan lampiran FSD

1. Print SPC, create URN, & Print PA, 2.
Rekap rincian percargo 4. Memverifikasi
surat jelan

1. Print PA 2. Memperingati Hari K3 3
Verifikasi NO. Container

1. Print TP 2. Post invoice PA (Save as
draft) 3. Create URN

1. Merekap list container, dan No incoice
dari SAP 2. Print SPC, Create and Update
URN

1. Merekap container 2. Merekap invoice
reject ikpp &pindo 4. Serah terima
invoce ke container yard

1. Melampirkan SPC 2. Memverifikasi
Centainer stock 3. Merekap invoice
refect ikpp & Pindo

1. Print TP and Create URN 2.Melampirkar
TP, B/L, dan SPC 3. Stempel Received,
scan dan fo

1. Print Pa, Create URN and Update URN 2.
Merekap Invoice no. di SAP 3. Print SPC &
Memverifikasi

1. Print PA 2. Create URN 3. Update URN di
ics 4. Closing TP
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93

94

95

96

97

98

99

105

106

107

108

108

no

Kamis, 15
Februari 2024

Rabu, 14
Februari 2024

Selasag, 13
Februari 2024

Senin, 12
Februari 2024

Jumat, 9
Februari 2024

Kamis, 8
Februari 2024

Rabu, 7
Februari 2024

Selasa, 6
Februari 2024

Senin, 5
Februari 2024

Jumat, 2
Februari 2024

Kamis, 1
Februari 2024

Rabu, 31
Januari 2024

Selasa, 30
Januari 2024

Senin, 28
Januari 2024

Jumat, 26
Januari 2024

Kamis, 25
Januari 2024

Januari 2024

Senin, 28
Januari 2024

Jumat, 26
Januari 2024

Kamis, 25
Januari 2024

Rabu, 24
Januari 2024

Selasa, 23
Januari 2024

Senin, 22
Januari 2024

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S.E,
MM

199304202022031007 -~ MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S.E,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S.E,
MM

199304202022031007 -~ MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S.E,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S.E,
MM

189304202022021007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S.E,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S.E,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S.E,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

198304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

198304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

198304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

199304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, SE,
MM

FUAD ASROFILLAH, S.E., MM.., S.E,
MM

188304202022031007 - MUHAMMAD
FUAD ASROFILLAH, S.E., MM..,, S.E,
MM

188304202022031007 - MUHAMMAD
FUAD ASROFILLAH, S.E., MM.., S.E,
MM

188304202022031007 - MUHAMMAD
FUAD ASROFILLAH, S.E., MM.., S.E,
MM

189304202022031007 - MUHAMMAD
FUAD ASROFILLAH, S.E., MM..,, S.E,

188304202022031007 - MUHAMMAD
FUAD ASROFILLAH, SE., MM.,, S.E,
MM

189304202022031007 - MUHAMMAD
FUAD ASROFILLAH, S.E., MM..,, S.E,
MM

5404201286 -
siti Aisyah

5404201286 -
siti Aisyanh

5404201286 -
siti Aisyah

5404201286 -
siti Aisyah

5404201286 -
siti Aisyah

5404201286 -
siti Aisyanh

5404201286 -
siti Aisyah

5404201286 -
siti Aisyanh

9404201286 -
siti Aisyah

5404201286 -
Alsyah

5404201286 -
siti Aisyah

5404201286 -
Alsyah

5404201286 -
siti Aisyah

5404201286 -
Aisych

5404201286 -
siti Aisyah

5404201286 -
siti Aisyah

Siti Aisyah

5404201286 -
siti Aisyah

5404201286 -
Siti Aisyah

5404201286 -
siti Aisyah

5404201286 -
siti Aisyah

5404201286 -
siti Aisyah

5404201286 -
siti Aisyah

1. Print PA 2. Memverifikasi dan Sortir
daftar laporan OPP/OPT 3. Merekap
Biaya Bongkar Muat

‘CUTIHARI PEMILIHAN (PEMILU)

1. Input Invoice di ICS 2. Print TMS 3.
Memverifikasi TMS dengan NO DN 4.
Memverifikasi Surat Jalan

1. Memverifikasi SPC 2. Post PA 3.
Memverifikasi PA dan URN

1. Update URN di invoice control system
2. Memverifikasi SPC dan bill of lading

‘CUTIISRA MIKRAJ

1. Closing TP 2. Update invoice di portal 3.
Input new invoice di ics

1. Memverifikasi invoice 2. Print SPC 3.
Scan URN Di spoke:

1. Memverikasi status PA&TP 2. Print TP 3.
Melampirkan URN 4. Menghitung
exchange Rate

1. Create URN 2. Check Status invoice di
fiori 3. Capture fiori (payment
application)

1. Create URN 2. Memnprint PA 3. Update
URN 4. Print SPC Pindo deli

1. check status PASTP di fiori 2. Print PA
dan Advance application 3.
Melampirkan URN 4. update urn

1. Mengcheck status PA di fiori 2. Print
Advance Application 2. Melam,
URN 4. print spc

1. Create Urn on aspiro 2. Merevi
Logshest Invoice 3. Scan lampiran
invoice dan faktur pajak

1. Memverifikasi Invoice 2. Mencetak
Payment Application dan URN 2.
Mengantar dokumen

1. Mencetak advance application di fiori
2. Update URN di Portal 3. Memverifikasi
Invoice

Advance Application 3. Melampirkan
URN 4. print spc

1. Create Um on aspiro 2. Merevisi
Logsheet Invoice 3. Scan lampiran
invoice dan faktur pajak

1. Memverifikasi Invoice 2. Mencetak
Payment Application dan URN 3.
Mengantar dokumen

1. Mencetak advance application di fiori
2. Update URN di Portal 3. Memverifikasi
Invoice

1. Mempelajeri Dasar application portal
perawang Mill. 2. Create URN di aspiro 3.
Penyerahan dokumen

1. Mempelajari SAP Application 2.
Menggunakan photocopy dan scan

machine 3. Pembagian divisi

Training Safety Induction
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Appendix 7: Documentation during Apprenticeship

1. Safety Induction
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3. Attending a competition to commemorate K3 Day

Hm
ANDRE|
RESTO & CIAFE
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7.

Visiting the invoice team's house to commemorate Eid al-Fitr
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9. Jetty Tour

10. Farewell Party
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