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CHAPTER I 

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-III 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 
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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-IV Digital Business, D-IV 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 



 

 

3 

 

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 Tbk-Perawang Mill. 

2. Find out practical workplace systems and procedures in port operations of PT. 

Indah Kiat Pulp and Paper Tbk-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.  
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CHAPTER II 

GENERAL DESCRIPTION OF THE COMPANY 

 

2.1  Company History 

PT Indah Kiat Pulp & Paper Tbk., 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. 

Figure 2.1 PT Indah Kiat Pulp & Paper Tbk 

Source: PT Indah Pulp & Paper Tbk- 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: 
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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 I 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 
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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 Tbk – 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. 
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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 

Tbk – 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 Tbk 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. 
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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: 

 

 
Figure 2.2 The Organization Structure of PT Indah Kiat Pulp & Paper Tbk 

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

 

 

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 Tbk-Perawang Mill 

 

1. 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. 

2. 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 
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no overbudget. This includes monitoring expenses incurred and comparing 

them with the budgeted amounts. 

3. 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. 

4. 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. 

5. 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). 

 

2.6   Document Used for Activity 

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: 

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 
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administrative and payment processes. 

 

Figure 2.4 Invoice by Email 

Source: PT. Indah Kiat Pulp & Paper Tbk-Perawang Mill 
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2. 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. 

 

Figure 2.5 Invoice from Vendor 

Source : PT Indah Kiat Pulp & Paper Tbk- Perawang Mill 
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3. 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.  

 

Figure 2.6 Advance Application 

Source: PT Indah Kiat Pulp & Paper Tbk- Perawang Mill 
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4. 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 Tbk- Perawang Mill 
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5. 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. 

 

Figure 2.8 Payment Application 

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

 

6. 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. 

 

Figure 2.9 Log sheet 

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

 

7. 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. 

 

Figure 2.10 Document list of Report OPP/OPT 

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

 

8. 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 
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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. 

 

Figure 2.11 Tax Invoice 

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

 

9. URN 

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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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. 

 

Figure 2.12 URN 

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

 

10. 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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Figure 2.13 Capture Invoice  (Save as Draft) 

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

 

11. 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 

claiming the delivered good. 

 

Figure 2.14 Bill of Lading 

Source: PT Indah Kiat Pulp & Paper Tbk- 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. 

 

Figure 2.15 Shipment Cost Tracking 

Source: PT Indah Kiat Pulp & Paper Tbk- 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 22nd  2024 to June 30th  

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 Tbk – Perawang Mill are as Follows: 

1. Invoice Billing Process. 

2. Create Shipment Costs. 

3. Printing Bill of Lading 

4. Printing Shipment Plan for Container. 

5. Checking Travel Letter Invoice/ Way Note Invoice. 

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

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. 

 

Microsoft Outlook

 

Received Invoice

 

Port 

Operation 

 Portal V.2.0 

Perawang Mill 

 
 

 

 

Invoice Input 

Results 

 

Port 

Operation 

 

Receive invoice 

(by email or 

vendor) 

 

 

Input invoice in 

ICS Portal 
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Microsoft Excel 

 

Invoice Control 

list 

 

Port 

Operation 

 

Fiori 

 

PA or TP as Draft 

 

Port 

Operation 

 

Fiori 

 
 

 

 

Invoice Approved 

by tax verifier 

 

 

 

 

 

 

Port 

Operation 

 

 

 

 

 

 

  

 

Microsoft Excel 

 
 

 

Log Sheet 

 

Port 

Operation 

 

Fiori 

 

PA or TP 

 
 

Port 

Operation 

 

Creating a 

control list 

 

Open and 

capture draft 

Advance 

application or 

Payment 

Application 

 

 

Submit an PA 

or TP to the 

post-tax 

verifier. 

 

Make 

logsheet and 

submitted to 

approval 

management 

 

 

Print Advance 

Application 

or Payment 

Application. 

 



 

 

26 

 

 

SAP 

 

Bill of Lading 

 
 

Shipment Plan for 

Container 

 
 

Port 

Operation 

 

Aspiro 

 
 

Portal V.2.0 

Perawang Mill 

 

URN 

 
 

Invoice Input 

Results 

 

Port 

Operation 

 

Source: Processed Data 2024 

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

follows: 

a. Receipt of 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 

 

Attaching 

additional 

documents 

 

 

Create URN 

and Update no 

URN di ICS 

Portal. 
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Control System (ICS) Portal for tracking and management. 

c. Control List Verification, A control list is created to ensure that the 

invoice has not been previously paid. This step helps prevent duplicate 

payments. 

d. 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. 

e. Submission to Post-Tax Verifier, the advance application or payment 

application is submitted to the post-tax verifier for further review. 

f. 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. 

g. Print Advance Application or Payment Application, Once approved, the 

advance application or payment application is printed for further 

processing. 

h. 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. 

i. 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. 

2. 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. 

 

SAP

 

Shipment type 

 

Port 

Operation 

 

SAP

 
 

 

Overview: Freight 

cost items 

 

Port 

Operation 

 

SAP

 

Cost center and 

account 

assignment 

 

Port 

Operation 

Source: Processed Data 2024 

 

Defining Shipping 

Type Procedure 

 

Calculating and 

displaying 

shipment cost 

 

Creating a 

shipment cost 
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3. 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. 

 

SAP

 

Outbound delivery 

 

Port 

Operation 

  

SAP

 
 

 

Bill of lading 

 

Port 

Operation 

Source: Processed Data 2024 

 

 

 

 

Enter code 

/OVI02n on 

SAP and enter 

delivery 

number 

In the 

attachment list, 

select bill of 

lading 
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4. 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. 

 

SAP

 

Outbound 

delivery 

 

Port 

Operation 

  

SAP

 
 

 

Shipment plan 

for container 

 

Port 

Operation 

 Source: Processed Data 2024 

 

5. 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 

in /zs30, enter 

the delivery 

number and 

look for the 

shipment 

number 

 

Enter shipment 

number and 

printing the 

shipment plan 

for container 
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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 Checking Travel Letter 

invoice 
Device Output 

Place 

1. 

 

Manual 

Verified waybill 

 

Port 

Operation 

  

Microsoft Excel

 
 

 

delivery note 

summary 

 

Port 

Operation 

 Source: Source: Processed Data 2024 

 

6. 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 

 

Checking 

Travel Letter 

Invoice/ Way 

Note Invoice 

 

 

summarize the 

verified 

waybills 
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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 

 

Manual 

Document list of 

port OPP/OPT and 

PBM Cost Report 

 
 

 

 

 

Port 

Operation 

 Portal V.2.0 

Perawang Mill 

 
 

 

 

Input  

Results 

 

Port 

Operation 

 

Manual 

 

Sorting document 

 

 

 

 

 

 

Port 

Operation 

 

 

 

 

 

 

Receive 

document list of 

port OPP/OPT 

and PBM Cost 

Report 

 

Input 

Document list 

of Port 

OPP/OPT and 

PBM in Portal 

ICS 

 

Sorting the list 

of OPP/OPT 

and PBM costs 

reports Based 

on code   
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Microsoft Excel 

 
 

Summary the 

document 

 

Port 

Operation 

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 Jl. 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 22nd – June 28th 2024 can be seen in 

appendices. 

 

Make 

summary 

based on cost 

center number 

into excel 
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3.4  Kind and Description of the Activity 

During the internship at PT Indah Kiat Pulp & Paper Tbk – 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 Tbk - 

Perawang Mill. For more detailed information on these activities and their descriptions, 

please refer to the attached documents. 
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CHAPTER IV 

CONCLUSION AND SUGGESTION 

 

4.1  Conclusion 

After doing practical work at PT. Indah Kiat Pulp & Paper Tbk – Perawang 

Mill, the following conclusions can be drawn:  

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

a. Invoice Billing Process. 

b. Create Shipment Costs. 

c. Printing Bill of Lading, and  

d. Printing Shipment Plan for Container. 

e. Checking Travel Letter Invoice/ Way Note Invoice. 

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

2.  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.  

3. 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: 

a. Invoice by Email 

b. Invoice from Vendor 

c. TP (Advance Application) 

d. Payment Application 

e. Shipment Plan for Container 

f. Log sheet 

g. Document List of Report of OPP/OPT and PBM 

h. Tax Invoice 
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i. URN 

j. Capture of invoice 

k. Bill of lading 

l. Shipment Cost Tracking Report 

 

4.2  Suggestion 

After doing practical work at PT. Indah Kiat Pulp and Paper Tbk – Perawang 

Mill, 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 
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Appendix 2: Apprenticeship Statement Letter 
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Appendix 3: Company Appraisal Sheet 
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Appendix 4: List of Attendance 
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Appendix 5: Daily Activity 

 

No Picture of Activity Information 

1.  

 

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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No Picture of Activity Information 

1.  

 

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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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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No Picture of Activity Information 

1.  

 

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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No Picture of Activity Information 

1.  

 

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. 
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No Picture of Activity Information 

1.  

 

Advance application aims to ensure 

that the necessary funds are available 

before a specific activity or 

transaction is perform.  
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No Picture of Activity Information 

1.  

 

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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No Picture of Activity Information 

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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No Picture of Activity Information 

1.  

 

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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No Picture of Activity Information 

1.  

 

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. 
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No Picture of Activity Information 

1.  

 

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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No Picture of Activity Information 

1.  

 

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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No Picture of Activity Information 

1.  

 

Logsheet Creation and Attachment, A 

logsheet is created and attached to the 

invoice, which includes relevant 

details and documentation. 
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No Picture of Activity Information 

1.  

 

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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No Picture of Activity Information 

1.  

 

The approval management process 

involves several steps, including 

inputting invoices, verifying invoice 

details, sending data, attaching 

documents, and undergoing approval 

from various parties. 
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No Picture of Activity Information 

1.  

 

Print Advance Application, Once 

approved, the advance application or 

payment application is printed for 

further processing. 
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No Picture of Activity Information 

1.  

 

Make Control List Verification, A 

control list is created to ensure that the 

invoice has not been previously paid. 

This step helps prevent duplicate 

payments. 
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No Picture of Activity Information 

1.  

 

Submission to Post-Tax Verifier, the 

advance application or payment 

application is submitted to the post-

tax verifier for further review. 
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No Picture of Activity Information 

1.  

 

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). 
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No Picture of Activity Information 

1.  

 

Sorting the lists of OPP/OPT and 

PBM based on serial number. 
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No Picture of Activity Information 

1.  

 

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 
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Appendix 7: Documentation during Apprenticeship 

1. Safety Induction 

 

2. Visited Pindo Deli 
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3. Attending a competition to commemorate K3 Day 

 

4. Mr. Jasmadi's graduation 

 

5. Break the fast together with the invoice team 
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6. Visiting the invoice team's house to commemorate Eid al-Fitr 

 

7. Take part in events to commemorate Labor Day 

 

8. Safety induction before jetty tour 
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9. Jetty Tour 

 

10. Farewell Party 
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