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CHAPTER I 

INTRODUCTION 

 

1.1 Background of the Apprenticeship 

State Polytechnic of Bengkalis was originally a tertiary institution established 

by the Bengkalis Regency government through the Gema Bahari Foundation which 

was named the Bengkalis Shipping Polytechnic. This college comes with 3 Study 

Programs namely: Ship Electrical Engineering, Ship Building Engineering, and 

Ship Mechanical Engineering. Over the course of its journey, the Bengkalis 

Shipping Polytechnic changed its name to Bengkalis Polytechnic and is under the 

Bengkalis Bangun Insani Foundation, with 5 Study Programs namely: Shipping 

Engineering, Mechanical Engineering, Electrical Engineering, Civil Engineering, 

and Business Administration. Bengkalis State Polytechnic accepted the first batch 

of new students, namely in 2001, then in 2006 Bengkalis State Polytechnic added 

2 Study Programs namely English and Informatics Engineering. 

As of December 26 2011, the Bengkalis Polytechnic officially became a State 

University with the name State Polytechnic of Bengkalis through the Regulation of 

the Minister of National Education (Permendiknas) No. 28 of 2011 concerning the 

Establishment, Organization and Work Procedure of the State Polytechnic of 

Bengkalis (OTK Polbeng), which was inaugurated by the Minister of Education and 

Culture of the Republic of Indonesia. Currently, the State Polytechnic of Bengkalis 

has 8 (eight) departments including the Departments of Marine Engineering, 

Mechanical Engineering, Electronic Engineering, Civil Engineering, Business 

Administration, English, Informatics and Maritime Engineering. 

State Polytechnic of Bengkalis has 18 Study Programs consisting of 9 (nine) 

D-III Study Programs including: Marine Engineering, Mechanical Engineering, 

Electronic Engineering, Civil Engineering, Business Administration, Informatics 

Engineering, English, Nauticals and Management of Commercial Shipping. State 

Polytechnic of Bengkalis also has 9 (Nine) D-IV Study Programs including: 

Production and Maintenance Mechanical Engineering, Electrical Engineering, 
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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 has 

3 (Three) Study Programs, namely D-IV Digital Business, D-IV Studies namely D-

IV International Business Administration and D-IV Public Financial Accounting. 

The Business Administration Study Program is one of the study programs at the 

State Polytechnic of Bengkalis which concentrates 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 4 (four) semesters and graduate in full. Practical 

Work carried out for 6 (six) 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 6 (six) months. The author has chosen PT. Indah Kiat Pulp and 

Paper Tbk-Perawang Mill as a place to carry out Job Training activities because the 

author wants to get the opportunity to apply theoretical knowledge/concepts 

obtained during lectures into the real world of work and the author gains direct 

experience in applying theoretical knowledge/ concepts according to their area of 

expertise. Then the writer has the opportunity to analyze problems related to the 

knowledge applied in the work according to the 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 
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this Job Training starts from January 11th, 2023 to June 9th, 2023. 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. To describe job descriptions during practical work. 

2. To explain practical workplace systems and procedures. 

3. To find out the obstacles and solutions during practical work. 

 

1.3 Significances of the 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 have the opportunity to apply theoretical knowledge and concepts 

acquired during lectures into the real world of work.  

2. For Companies.  

There is a collaboration between the world of education and the world of 

industry/companies so that it is known by academics and companies to get 

alternative candidates for employees who are known for their quality, 

dedication, and credibility. 

3. For State Polytechnic of Bengkalis. 

State Polytechnic of Bengkalis get feedback from companies related to 

curriculum development and learning processes for students who take part in 

Practical Work which can improve the quality of their graduates through 

practical work experience. 
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CHAPTER II 

GENERAL DESCRIPTION OF THE COMPANY 

 

2.1 Company Profile 

PT. Indah Kiat Pulp & Paper Tbk. (The “Company”) was established in the 

Republic of Indonesia under the framework of Foreign Capital Investment Law No. 

1 of 1967, based on Notarial Deed No. 68 of Ridwan Suselo dated December 7Th, 

1976. PT Indah Kiat Pulp & Paper Tbk is a company engaged in the sector pulp 

integrated and paper with Foreign Investment (PMA) status. PT Indah Kiat Pulp & 

Paper Corporation was first pioneered by Soetopo Jananto (Yap Sui Kei), at that 

time he led Berkat Group. In 1975, Berkat Group, which has many subsidiaries, 

invited Chung Hwa Pulp Corporation and Yuen Foong Yu Paper Manufacturing 

from Taiwan. Then they conducted the first survey for a feasibility study with the 

location of the establishment of a paper factory in Serpong, Tangerang, West Java 

and afactory pulp in Central Java, Jambi, Riau and seven other areas. 

 

 

Figure 2.1 PT Indah Kiat Pulp & Paper Tbk 

Source: PT Indah Kiat 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).  
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The Company now has production facilities in three locations: Perawang-

Riau, Tangerang and Serang Banten. The Company’s main business activities are 

the production of pulp, tissue, various types of culture papers consisting of printing 

and writing paper (coated and uncoated freesheet) and photocopy paper. The 

Company also produces industrial paper, Le packaging paper which comprises: 

containerboard (linerboard and corrugated medium), corrugated shipping 

containers (converted from containerboard), boxboard, food packaging and 

specialty colored papers. 

Meanwhile, the operation of thepaper machine line 3at the Tangerang 

papermill was carried out in addition to the preparation of themill location pulp in 

Perawang and Pinang Sebatang villages, Tualang District, Siak Sri Indrapura 

Regency, Riau Province. A year later the physical construction ofplant Pulp Phase 

I of thebegan in Riau Province. Simultaneously, loading and unloading facilities 

were also built in the form of a special port that can be docked by ocean ships with 

a dead weight of more than 6,000 tons, which is approximately 1.5 kilometers from 

thefactory location Pulp 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.  

Broadly speaking, initially PT Indah Kiat Pulp & Paper, located in Perawang, 

produced pulp, which was then sent to a factory located in Perawang. Attack to be 

reproduced into packaging paper. After that the production is sent back to the 

factory in Tangerang, West Java to be processed into printed and written paper to 

be immediately marketed to consumers. Indah Kiat's main business activities are in 

the cultural paper industry, pulp and paper industry. Currently, Indah Kiat produces 

pulp (pulp), various types of paper products consisting of paper for writing and 



6 
 

printing purposes, photo copying paper, industrial paper such as packaging paper 

which includes containerboard (linerboard and corrugated medium), corrugated 

shipping containers (conversion from containerboard), food packaging, boxboard 

and colored paper. 

 The products made by this company not only meet the domestic market, but 

have penetrated the international market. The company has exported to countries in 

Asia, North and South America, Australia, Africa, and also Europe. Export 

destination countries: China, Hong Kong, Taiwan, Southeast Asia, Middle East, 

Africa, Europe and the USA. 

 

2.2 Vision dan 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. 

 

2.3 Kind of Business 

PT. Indah Kiat Pulp & Paper Tbk is an Indonesia-based company operating 

in the industry Pulp and Paper. The main business activities of PT Indah Kiat Pulp 

& Paper Tbk – Perawang Mill are divided into two segments, namely paper and 
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pulp products and packaging/industrial paper products. For the paper and pulp 

product segment, the company produces writing and paper photocopying, and 

general pulp. Meanwhile, the packaging/industrial paper product segment includes 

Containerboard (line board and corrugating medium), corrugated shipping, 

containers (Convection from containerboard), Boxboards, food packaging, colored 

paper, and related chemical by-products. The Company operates production 

facilities in three locations, namely Perawang in Riau Province, Tangerang in West 

Java Province, and Serang in Banten Province. 

 

2.4 Organization Structure 

The organizational structure is one of the important instruments that must be 

owned by the company in order to achieve the company's goals. In the activities of 

a company, be it a commercial or non-commercial company, it is necessary to have 

a cooperation and coordination line among members in achieving the goals that 

have been outlined in advance. 

 The organizational structure should also be easily changed to adapt to the 

changes that occur without reducing the smooth running of the ongoing activities. 

A good organizational form will greatly depend on the situation and conditions of 

each company and also on the goals to be achieved. This is because the 

organizational form of a company with other companies is different. The form of 

the organizational structure used by the company will support the goals to be 

achieved.  

In a good organizational structure, it is necessary to explain the relationship 

between the limits of authority and responsibility to each employee who has been 

previously authorized. Therefore, various activities within the company must be 

arranged regularly so that the company's main objectives that have been previously 

set can be achieved properly. 

 The organizational structure of PT Indah Kiat Pulp & Paper Tbk is structured 

in accordance with the provisions with the functions, obligations and 

responsibilities of each section in each field. The organizational structure of PT 
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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 2.2 below as follows: 

 

 

Figure 2.3 The working process of Operation Port Division 

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

Receive temporary invoices. attachments such as proof of transfer, bast, recap 

of receipts from vendors, then invoices are recorded in the book by the vendor. 

After the invoice and attachments are received, they must be inputted in the 

ICS (Invoice Control System). 

2. Check & Verify Invoice. 

Checks and verifications in the invoice collection process must be carried out 

in detail and carefully. Starting from after the invoice is input at ICS (Invoice 

Control System), Check and verification must be carried out whether the 

invoice is received or rejected. After the invoice is verified input at ITRS, 

submit the data to TR-TIM to create an SES, create a Billing Claim, and attach 

the SF. When making documents such as the SES, checks and verifications 

must be carried out continuously to see whether there is an over budget or 

not. 

3. Billing Claim Invoice. 

Billing claim invoices and other documents such as SES and follow up 

releases of SES, in addition to making insurance claims. After the billing 

claim process is complete, all of these documents must undergo an approval 

process from PUD, SCD, MHO, MILL HEAD, CEO, after the approval 

process for an invoice issuance notification letter is issued and open the log 

sheet and carry out a check and verification as a whole. 

4. Payment Process. 

The payment process can be disbursed if the logsheet along with the invoice 

complete with attachments is then checked and verified again. If everything 

is complete, the payment process will be carried out. 

 

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: 
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1. Commercial Invoice 

Commercial invoice is a document complete list of consigned goods with data 

record such as quantity, name, destination of the goods and how the payment 

will be calculated. In addition, commercial invoices can be used as a basis for 

calculating taxes or what is commonly referred to as a tax invoice. 

 

Figure 2.4 Commercial Invoice 

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

Tax invoice is proof of tax collection made by a taxable entrepreneur who 

delivers taxable goods or delivers taxable services. Its use is as proof of tax 

collection. In addition, input tax credits can be made using a tax invoice. 

 

Figure 2.5 Tax Invoice 

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

 

3. Recap Billing Details 

Recap Billing details is the total invoice for the cost of transporting goods 

which has been calculated together with the value added tax. the calculation 

of this transportation bill must also follow the deadline for sending and 

receiving goods, if the target schedule misses a fine will be imposed, both late 

delivery fees and late deposits. 



12 
 

 

Figure 2.6 Recap Billing Details 

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

4. Scaling Ticket 

Scaling ticket contains data about the vehicle that will carry the cargo or 

unloading goods. Such data includes the scale number, type of vehicle, 

vehicle license plate number, driver's name, document number, type of 

material, supplier, gross of goods tare, net, and estimated in and out time. This 

scaling ticket must be brought when you want to transport the item. 

 

Figure 2.7 Scaling Ticket 

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

Vehicle travel certificate is a letter containing an application for permission 

to enter and carry goods. without this vehicle license the trailer cannot enter. 

 

Figure 2.8 Vehicle Pass 

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

6. Location Permit 

The location entry permit is valid for permitting incoming trailers to transport 

cargo as evidenced by a driver's license. Permit to enter this location will be 

checked by security when trying to enter the location. 

 

Figure 2.9 Location Permit 

Source: PT. Indah Kiat Pulp & Paper Tbk-Perawang Mill 
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7. Delivery Note 

Delivery Notes have an important function to help business owners check and 

find out whether the goods received by consumers are appropriate or not 

 

Figure 2.10 Delivery Note 

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

 

8. Payment Application 

The payment application contains information about payment details before 

being taxed and payment details after being taxed. This payment application 

can be issued if it has been approved by the parties concerned. after 

completing the payment application along with the invoice and attachments, 

it will be submitted to the spokes division for accounting matters. 
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Figure 2.11 Payment Application 

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 six months, starting from January 11 2023 to June 09 

2023. 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. ISPS Code Port Security Pass 

 

Figure 3.1 ISPS Code Port Security System 

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

 

ISPS Code Port Security Pass as a permit to enter the port area, this ISPS 

Code Port Security Pass must be owned by employees, vendors, vehicles, and 

visitors. ISPS Code has three color levels in its use, namely red, yellow, and 

blue. If they are not use the ISPS Code, they are not allowed to enter the port 

area this is according to the rules by IMO (International Maritime 

Organization) July 1st, 2004.  Apart from being an identity, this ISPS Code is 
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expected to be a step to prevent activities that could threaten the safety of the 

ship, port, and facilities. 

2. Invoice Billing Process 

 

Figure 3.2 Invoice Control System 

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

  

Invoice Billing process is a series of invoice verification processes in order to 

make payments, the invoice billing process id divided into trucking routes 

and onboard routes. The billing process begins by receiving temporary 

invoice documents from the vendor, inputting data, checking and revision, 

until the approval process by the mill head. 

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

Compiling a document list of port OPP/OPT and PBM cost report is the 

activity to separate the minutes of documents and tax invoices based on the 

number of the ship that transports them. Then make a report at the end of the 

month. 

 

3.2 System and Procedure 

To make it easier for employees to do their job, the company use a system. 

Companies need a system to support the company’s activities. The system used by 
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PT Indah Kiat Pulp & Paper Tbk – Perawang Mill in its operational activities is 

online system such as SAP, and FIORI. 

A company in carrying out its activities requires a procedure so that 

everything that is carried out is uniform or in accordance with the standards that 

have been set by the company. A procedure is a sequence of work that involves 

several people in a section or more, arranged to ensure equal treatment of 

transactions that occur frequently. The description of the procedures carried out 

while carrying out practical work activities (KP) in the Division Operation Port at 

PT Indah Kiat Pulp & Paper Tbk - Perawang Mill as follows: 

1. ISPS Code Port Security Pass 

PT Indah Kiat Pulp & Paper Tbk – Perawang Mill is large company in the 

industrial sector and has collaborated with several agencies and institutions. 

The port is the lifeblood of large company that carries out exports and 

imports, the many agencies, institutions, ships, and cargo both unloading and 

loading make a port need tight security. ISPS Code is present as an identifier 

to maintain the security of a port. The several steps in creating ISPS Code 

Port Security can be seen in Figure 3.3 as follows: 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 3.3 Flowchart of ISPS Code Port Security Pass 

Source: PT. Indah Kiat Pulp & Paper Tbk – Perawang Mill 
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Based on the flowchart above, the first step in create ISPS Code Port Security 

is starting from receive personnel rosters from vendor. Usually the data 

contains information name and no NIK or SAP. After date please login to 

portal system such as SAP and select ISPS Registration System. In 

registration system they are several steps that must be carried out, starting 

select master data, then enter id number, edit or update the data, before being 

handed over to vendor the ISPS Card must be signed by PFSO as the person 

in charge of the port area. Then do the laminating and finally hand over the id 

card. 

2. 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 3.4 as follows: 

 

 

 

 

 

 

 

 

 

 

 

Figure 3.4 Invoice Billing Process 

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

 

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

as follow: 

a. Receive invoice document from vendor.  
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Application (PA) 

Send document to SCD 

Department 

Checking document and 

Revision by SCD Department 

Mill Head 

aprroved 
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b. Based on the invoice document, first input data into the invoice control 

system, in ICS the first step is to update the date of receipt, enter the 

invoice number, vendor name, amount, type of update activity, type of 

cargo, and finally update the route. 

c. Input No Invoice from FSD. This activity is to ensure whether the invoice 

no that has been input from the ICS is correct or not. 

d. HBD Transportation System (HTS). This activity is to check the carrying 

cost type, delivery number, departure date, arrival date, and check 

whether the goods are subject to fines or not. 

e. Periodic report is the accumulation of data input on HBD Transportation 

System (HTS). this report must be adjusted to the invoice document, if 

the cost report does not balance with document then we have to check 

the data in HBD Transportation System (HTS) again. 

f. Logsheets report is a report that will be submitted to the supervisor 

consisting of a list of vendor names, tax invoice numbers, and costs. 

g. Inspection and Approval by supervisor, this activity is supervisor will 

check both the periodic report and the log sheet report. 

h. All attachments contained in the invoice document must first obtain 

approval from the head of the operation port division. 

i. Sending all of attachments contained in the invoice document to SCD 

Department. 

j. SCD department will check and revise all attachments before being 

submitted and approved by the mill head. 

k. Mill head approved. 

3. Compiling a Document List of Port OPP/OPT and PBM Cost Report 

At a port, ships are important as a means of transporting export and import 

goods. these ships must also have documents such as minutes of how much 

is loaded, and documents of tax invoices. The several steps in compiling a 

document list of port OPP/OPT and PBM cost report can be seen 3.5 as 

follows: 
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Figure 3.5 Compiling Document List of Port OPP/OPT and PBM Cost Report 

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

Based on flowchart above, the first steps to compiling document is receive 

documents list of port OPP/OPT and PBM cost report from vendor, after that 

separate minutes of documents and the tax invoice based on the initial letter 

of the ship number, last make summary based on the ship number into excel, 

a summary must also be made based on what month the document was 

completed. 

 
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 3.1 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 activities carried out during practical work can be seen in the following 

table: 

Table 3.2 Daily Activities of January 11th, 2023 to January 13th, 2023 

No Data and Time Activities  Place  

1 Wednesday 

11 January 2023 

1. Check in 

2. Take care of administration 

Public Relation 

Office 

2 Thursday  

12 January 2023 

1. Introduction and Discussion with 

Mr. Susanto from Customer 

Satisfaction Guaranteed Paper 

Department 

2. Introduction and Discussion with 

Public Relation Office 

Public Relation 

Office 

 

 

Public Relation 

Office 

Receive document list of 

port OPP/OPT and PBM 

Cost Report 

Separating the 

minutes document 

and the tax invoice 

Make summary 

based on the ship 

number into excel 
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3 Friday 

13 January 2023 

1. Safety Induction with Mrs Yuliani 

2. Visit and discussion with IR 

Division 

3. Visit and discussion with Operation 

Port Division 

Public Relation 

Office 

IR Office 

 

 

Operation Port Office 

Source: Processed Data 2023 

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 January 16 2023 to January 20 

2023 can be seen in the table below as follows: 

Table 3.3 Daily Activities of January 16th, 2023 to January 20th, 2023 

No Data and Time Activities  Place  

1 Monday 

16 January 2023 

1. Discussion with Operation Port 

Division and introduction about 

Shipping Section, Invoice Section, 

and Container Yard Section 

Operation Port Office 

2 Tuesday 

17 January 2023 

1. Introduction with Container Yard 

Team 

2. Safety Induction from Operation 

Port Division 

Operation Port Office  

 

3 Wednesday 

18 January 2023 

1. Input container tonnage data 

2. Help compile invoice file 

3. Learn about shipping with Mr 

Jasmadi 

Operation Port Office  

 

4 Thursday 

19 January 2023 

1. Input container tonnage 

continuation 

Operation Port Office  

5 Friday 

20 January 2023 

1. Input container tonnage 

continuation 

2. Celebrating Mr Roi’s Birthday 

Operation Port Office 

Source: Processed Data 2023 

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 January 23 2023 to January 27 

2023 can be seen in the table below as follows: 

Table 3.4 Daily Activities of January 23th, 2023 to January 27th, 2023 

No Data and Time Activities  Place  

1 Monday 

23 January 2023 

1. Scanning payment proposal 

2. Put the invoice document that has 

been approved into the box 

according to its purpose 

Operation Port Office 

2 Tuesday 

24 January 2023 

1. Scanning payment proposal 

2. Put the invoice document that has 

been approved into the box 

according to its purpose 

Operation Port Office  
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3. Distributing masks to the invoice 

section, shipping section, and 

container yard section 

4. Learning about ISPS Code 

3 Wednesday 

25 January 2023 

1. Scanning import invoice 

2. Input and print payment application 

invoice 

3. Answer the work phone 

4. Continued learning about ISPS 

Code 

Operation Port Office 

4 Thursday 

26 January 2023 

1. Answer the work phone 

2. Input and print payment application 

invoice 

3. Fill in the PHSP revision form 

4. Learn about security ship and 

facility security port and its 

certificate 

Operation Port Office 

5 Friday 

27 anuary 2023 

1. Copying and compiling loading and 

unloading event reports 

Operation Port Office 

Source: Processed Data 2023 

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 January 30 2023 to February 03 

2023 can be seen in the table below as follows: 

Table 3.5 Daily Activities of January 30th, 2023 to February 03rd, 2023 

No Data and Time Activities  Place  

1 Monday 

30 January 2023 

1. Recap and check invoice data 

2. Print tax invoice 

3. Enter data and print contractor 

personal data (ISPS Code Port 

Security) 

Operation Port Office 

2 Tuesday 

31 January 2023 

1. Enter data and print contractor 

personal data (ISPS Code Port 

Security) 

Operation Port Office  

3 Wednesday 

01 February 2023 

1. Input and print payment application Operation Port Office 

4 Thursday 

02 February 2023 

1. Create ISPS Code Pass for PT. 

Sarana Baja Perkasa, PT. Semesta 

Alam Kencana, PT. Sinar Jamitra 

2. Enter data and print vehicle pass 

Operation Port Office 

5 Friday 

03 February 2023 

1. Input and print payment application 

2. Put the invoice document that has 

been approved into the box 

according to its purpose 

3. Distributing masks to the invoice 

section, shipping section, and 

container yard section 

Operation Port Office 

Source: Processed Data 2023 
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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 February 06 2023 to February 

10 2023 can be seen in the table below as follows: 

Table 3.6 Daily Activities of February 06th, 2023 to February 10th, 2023 

No Data and Time Activities  Place  

1 Monday 

06 February 2023 

1. Print and compose payment 

application 

2. Copy PA and compile to invoice 

3. Input and print shipment plan 

Operation Port Office 

2 Tuesday 

07 February 2023 

1. Continued input and print shipment 

plan 

2. Enter data and print delivery 

number 

3. Enter data and print HBD 

Transportation 

Operation Port Office  

 

3 Wednesday 

08 February 2023 

1. Permitted (Take care of UKT 

payment dispensation)   

- 

4 Thursday 

09 February 2023 

1. Permitted (Take care of UKT 

payment dispensation) 

- 

5 Friday 

10 February 2023 

1. Permitted (Take care of UKT 

payment dispensation) 

- 

Source: Processed Data 2023 

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 February 13 2023 to February 

17 2023 can be seen in the table below as follows: 

Table 3.7 Daily Activities of February 13th, 2023 to February 17th, 2023 

No Data and Time Activities  Place  

1 Monday 

13 February 2023 

1. Create ISPS Code Pass for 

contractors 

Operation Port Office 

2 Tuesday 

14 February 2023 

1. Answer the work phone 

2. Continued create ISPS Code Pass 

for contractors 

Operation Port Office  

3 Wednesday 

15 February 2023 

1. Input shipment plan for container 

2. Checking Bill of leading 

Operation Port Office 

4 Thursday 

16 February 2023 

1. Answer the work phone 

2. Create ISPS Code Pass for 

employee 

3. Scanning invoice for home affairs 

Operation Port Office 

5 Friday 

17 February 2023 

1. Continued create ISPS Code Pass 

for employee 

Operation Port Office 

Source: Processed Data 2023 

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 – 
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Perawang Mill in the Division from Operation Port February 20 2023 to February 

24 2023 can be seen in the table below as follows: 

Table 3.8 Daily Activities of February 20th, 2023 to February 24th, 2023 

No Data and Time Activities  Place  

1 Monday 

20 February 2023 

1. Check the recap document for 

details of bill handling at warehouse 

MV. Saga Tucano (305 File) 

Operation Port Office 

2 Tuesday 

21 February 2023 

1. Check the scaling ticket and vehicle 

driving license 

Operation Port Office  

3 Wednesday 

22 February 2023 

1. Continued check the scaling ticket 

and vehicle driving license 

2. Check the cargo details document 

(REPAS) 

Operation Port Office 

4 Thursday 

23 February 2023 

1. Permitted (Bank Indonesia 

Mengajar and Welcoming Genbi 

2023) 

- 

5 Friday 

24 February 2023 

1. Permitted (Bank Indonesia 

Mengajar and Welcoming Genbi 

2023) 

- 

Source: Processed Data 2023 

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 February 27 2023 to March 03 

2023 can be seen in the table below as follows: 

Table 3.9 Daily Activities of February 27th, 2023 to March 03rd, 2023 

No Data and Time Activities  Place  

1 Monday 

27 February 2023 

1. Create ISPS Code Pass for visitors 

(100 pcs) 

Operation Port Office 

2 Tuesday 

28 February 2023 

1. Compiling document Compiling a 

Document List of Port OPP/OPT 

and PBM Cost Report Pekanbaru-

Perawang 

2. Input data to Invoice Control 

System (ICS) 

Operation Port Office  

3 Wednesday 

01 March 2023 

1. Input data to HBD Transportation 

System (HTS) 

2. Input invoice number from FSD 

Operation Port Office 

4 Thursday 

02 arch 2023 

1. Continued input invoice number 

from FSD 

2. Input data to Invoice Control 

System (ICS) 

3. Compiling document Compiling a 

Document List of Port OPP/OPT 

and PBM Cost Report Pekanbaru-

Perawang 

4. Scanning invoice and tax invoice 

5. Scanning demmurage and dispatch 

proposal 

Operation Port Office 
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5 Friday 

03 March 2023 

1. Create ISPS Code Pass for contrctor 

(PT. Sarana Mitra Luas) 

Operation Port Office 

Source: Processed Data 2023 

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 March 06 2023 to March 10 

2023 can be seen in the table below as follows: 

Table 3.10 Daily Activities of March 06th, 2023 to March 10th, 2023 

No Data and Time Activities  Place  

1 Monday 

06 March 2023 

1. Laminating ISPS Code for 

contractor (PT. Sarana Mitra Luas 

and PT. Sinar Jatimitra) 

2. Answer the work phone 

3. Compiling document List of Port 

OPP/OPT and PBM Cost Report 

Pekanbaru-Perawang 

Operation Port Office 

2 Tuesday 

07 March 2023 

1. Answer the work phone 

2. Continued compiling document List 

of Port OPP/OPT and PBM Cost 

Report Pekanbaru-Perawang 

3. Check the number of empty cut 

short distance 

Operation Port Office  

3 Wednesday 

08 arch 2023 

1. Input data OPP/OPT and PBM Cost 

Report Pekanbaru-Perawanag to 

Excel 

Operation Port Office 

4 Thursday 

09 March 2023 

1. Input data OPP/OPT and PBM Cost 

Report Pekanbaru-Perawanag to 

Excel for January 

Operation Port Office 

5 Friday 

10 March 2023 

1. Create ISPS Code for Employee 

(AW and Material) 

Operation Port Office 

Source: Processed Data 2023 

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 March 13 2023 to March 17 

2023 can be seen in the table below as follows: 

Table 3.11 Daily Activities of March 13th, 2023 to March 17th, 2023 

No Data and Time Activities  Place  

1 Monday 

13 March 2023 

1. Continued create ISPS Code for 

Employee (AW and Material) 

2. Answer the work phone 

Operation Port Office 

2 Tuesday 

14 March 2023 

1. Visit to the container loading and 

unloading process, stuffing process, 

and container checking 

2. Create and laminating ISPS Code 

for contractor PT. Sarana Mitra 

Operation Port Office  
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Luas and vehicle pass for PT Sarana 

Baja Perkasa 

3. Answer the work phone 

3 Wednesday 

15 March 2023 

1. Answer the work phone 

2. Input data to Invoice Control 

System (ICS) 

Operation Port Office 

4 Thursday 

16 March 2023 

1. Input Invoice number from FSD 

2. Stample and scanning tax invoice 

Operation Port Office 

5 Friday 

17 March 2023 

1. Quiz safety induction session 

2. Input invoice number from FSD 

3. Tidying up PT. Fajar Kasih 

Sejahtera invoice documents 

Operation Port Office 

Source: Processed Data 2023 

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 March 20 2023 to March 25 

2023 can be seen in the table below as follows: 

Table 3.12 Daily Activities of March 20th, 2023 to March 25th, 2023 

No Data and Time Activities  Place  

1 Monday 

20 March 2023 

1. Continued tidying up PT. Fajar 

Kasih Sejahtera invoice documents 

2. Create ISPS Code for employee and 

contractor 

3. Answer the work phone 

4. Input data to Invoice Control 

System and HBD Transportation 

System (HTS) 

Operation Port Office 

2 Tuesday 

21 March 2023 

1. Continued Input data to HBD 

Transportation System (HTS) 

2. Input and check SMD Report 

Operation Port Office  

3 Wednesday 

22 March 2023 

National Holiday - 

4 Thursday 

23 March 2023 

1. Input invoice number from FSD 

2. Input and check SMD Report 

3. Input HBD Transportation System 

(HTS) 

4. Scanning invoice document and tax 

invoice 

5. SMD Report revision for July 2022-

Maret 2023 

6. Create logsheet for SMD Report 

Operation Port Office 

5 Friday 

24 March 2023 

1. Input HBD Transportation System 

(HTS) 

2. Scanning invoice document and tax 

invoice 

3. Input data to Invoice Control 

System 

Operation Port Office 

6 Saturday 

25 arch 2023 

1. Check cover letter documents Operation Port Office 

Source: Processed Data 2023 
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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 March 27 2023 to March 31 

2023 can be seen in the table below as follows: 

Table 3.13 Daily Activities of March 27th, 2023 to March 31th, 2023 

No Data and Time Activities  Place  

1 Monday 

27 March 2023 

1. Compiling invoice document PT. 

Sarana Baja Perkasa 

2. Input data to Invoice Control 

System and HBD Transportation 

System (HTS) 

Operation Port Office 

2 Tuesday 

28 March 2023 

1. Continued input data to HBD 

Transportation System (HTS) 

2. Input and checking SMD Report 

(Periodic report) 

3. Create TMS Logsheet 

Operation Port Office  

3 Wednesday 

29 March 2023 

1. Compiling document List of Port 

OPP/OPT and PBM Cost Report 

Pekanbaru-Perawang 

Operation Port Office 

4 Thursday 

30 March 2023 

1. Continued compiling document List 

of Port OPP/OPT and PBM Cost 

Report Pekanbaru-Perawang 

Operation Port Office 

5 Friday 

31 March 2023 

1. Continued compiling document List 

of Port OPP/OPT and PBM Cost 

Report Pekanbaru-Perawang 

2. Input HBD Transportation System 

(HTS) 

Operation Port Office 

Source: Processed Data 2023 

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 April 03 2023 to April 07 2023 

can be seen in the table below as follows: 

Table 3.14 Daily Activities of April 03rd, 2023 to April 07th, 2023 

No Data and Time Activities  Place  

1 Monday 

03 April 2023 

1. Training about PRW-Loading 

Process (Breakbulk) 

2. Checking Bill of Leading 

Operation Port Office 

2 Tuesday 

04 April 2023 

1. Create ISPS Code for PT.SJK and 

PT.SAK 

2. Input data to Invoice Control 

System for PT. Sarana Baja Perkasa 

Operation Port Office  

3 Wednesday 

05 April 2023 

1. Scanning invoice document 

2. Input and print Payment 

Application 

3. Input data to Invoice Control 

System 

Operation Port Office 

 

 

Jetty 1-10, Jetty 

Rasau Kuning 
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4. Visit to Jetty 1-10, and Jetty Rasau 

Kuning PT. Indah Kiat Pulp and 

Paper Tbk – Perawang Mill 

4 Thursday 

06 April 2023 

1. Input data to HBD Control System 

(HTS) 

2. Create SMD Report (Periodic 

Report) 

3. Scanning invoice PT. Mitra Utama 

Logistic 

Operation Port Office 

5 Friday 

07 April 2023 

National Holiday - 

Source: Processed Data 2023 

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 April 10 2023 to April 14 2023 

can be seen in the table below as follows: 

Table 3.15 Daily Activities of April 10th, 2023 to April 14th, 2023 

No Data and Time Activities  Place  

1 Monday 

10 April 2023 

1. Input invoice number from FSD 

2. Input and print Payment 

Application 

Operation Port Office 

2 Tuesday 

11 April 2023 

1. Guarding the cooking oil bazar 

stand in Pekanbaru 

Disperindag 

Pekanbaru 

3 Wednesday 

12 April 2023 

1. Input data to Invoice Control 

System 

2. Input invoice number from FSD 

3. Input data to HBD Transportation 

System (HTS) 

4. Checking Bill of Leading 

Operation Port Office 

4 Thursday 

13 April 2023 

1. Input data to Invoice Control 

System for SH Cotagen Ltd 

2. Create SMD Report 

3. Compiling document List of Port 

OPP/OPT and PBM Cost Report 

Pekanbaru-Perawang 

4. Take a list of employee clothes in 

the green office 

Operation Port Office 

5 Friday 

14 April 2023 

1. Prepare iftar between the regent of 

Siak and PT. Indah Kiat Pulp and 

Paper Tbk- Perawang 

Mess Bunut Hall 

Source: Processed Data 2023 

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 April 17 2023 to April 21 2023 

can be seen in the table below as follows: 

Table 3.16 Daily Activities of April 17th, 2023 to April 21th, 2023 
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No Data and Time Activities  Place  

1 Monday 

17 April 2023 

1. Compiling document List of Port 

OPP/OPT and PBM Cost Report 

Pekanbaru-Perawang 

2. Input data to HBD Transportation 

System (HTS) 

Operation Port Office 

2 Tuesday 

18 April 2023 

1. Continued Input data to HBD 

Transportation System (HTS) 

1. Compiling incoming invoice 

document 

2. Checking container number for PT. 

OOCL Logistic Indonesia 

Operation Port Office  

3 Wednesday 

19 April 2023 

Eid al-Fitr Holiy - 

4 Thursday 

20 April 2023 

Eid al-Fitr Holiday - 

5 Friday 

21 April 2023 

Eid al-Fitr Holiday - 

Source: Processed Data 2023 

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 April 24 2023 to April 28 2023 

can be seen in the table below as follows: 

Table 3.17 Daily Activities of April 24th, 2023 to April 28th, 2023 

No Data and Time Activities  Place  

1 Monday 

24 April 2023 

Eid al-Fitr Holiday - 

2 Tuesday 

25 April 2023 

Eid al-Fitr Holiday - 

3 Wednesday 

26 April 2023 

Eid al-Fitr Holiday - 

4 Thursday 

26 April 2023 

1. Input data to Invoice Control 

System and HBD Transportation 

System (HTS) 

Operation Port Office 

5 Friday 

27 April 2023 

1. Continued input data to HBD 

Transporation System (HTS) 

Operation Port Office 

Source: Processed Data 2023S 

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 May 01 2023 to May 05 2023 

can be seen in the table below as follows: 

Table 3.18 Daily Activities of May 01st, 2023 to May 05th, 2023 

No Data and Time Activities  Place  

1 Monday 

01 May2023 

National Holiday - 
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2 Tuesday 

02 May 2023 

1. Input data to Invoice Control 

System and HBD Transportation 

System (HTS) 

Operation Port Office  

3 Wednesday 

03 May 2023 

1. Continued input data to HBD 

Transporation System (HTS) 

Operation Port Office 

4 Thursday 

04 May 2023 

1. Input charge shipping data for 

PT.Samudra Indonesia 

Operation Port Office 

5 Friday 

01 May 2023 

1. Continued input charge shipping 

data for PT.Samudra Indonesia 

Operation Port Office 

Source: Processed Data 2023 

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 May 08 2023 to May 12 2023 

can be seen in the table below as follows: 

Table 3.19 Daily Activities of May 08th, 2023 to May 12th, 2023 

No Data and Time Activities  Place  

1 Monday 

08 May2023 

1. Create ISPS Code for contractor 

(PT. Sarana Mitra Luas, PT. SJK, 

PT. SAK and employee AW) 

2. Input data to Invoice Control 

System for PT. Pelindo 

3. Deliver documents to SCD 

Department and Mill Head Office 

Operation Port Office 

 

 

 

 

SCD Office and Mill 

Head Office 

 

2 Tuesday 

09 May 2023 

1. Compiling incoming invoice 

document 

2. Continued create ISPS Code for 

contractor (PT. Sarana Mitra Luas, 

PT. SJK, PT. SAK and employee 

AW) 

Operation Port Office  

3 Wednesday 

09 May 2023 

1. Create case study report 

2. Visit to pulp warehouse 

Public Relation 

Office 

Pulp Warehouse 

4 Thursday 

11 May 2023 

1. Create case study report Public Relation 

Office 

5 Friday 

10 May 2023 

1. Create case study report 

 

Public Relation 

Office 

Source: Processed Data 2023 

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 May 15 2023 to May 19 2023 

can be seen in the table below as follows: 

Table 3.20 Daily Activities of May 15th, 2023 to May 19th, 2023 

No Data and Time Activities  Place  

1 Monday 

15 May2023 

1. Create case study report Public Relation 

Office 
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2 Tuesday 

16 May 2023 

1. Create case study report Public Relation 

Office 

3 Wednesday 

17 May 2023 

1. Create case study report Public Relation 

Office 

4 Thursday 

18 May 2023 

1. Create case study report Public Relation 

Office 

5 Friday 

19 May 2023 

1. Create case study report Public Relation 

Office 

Source: Processed Data 2023 

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 May 22 2023 to May 26 2023 

can be seen in the table below as follows: 

Table 3.21 Daily Activities of May 23th, 2023 to May 26th, 2023 

No Data and Time Activities  Place  

1 Monday 

22 May2023 

1. Create case study report Public Relation 

Office 

2 Tuesday 

23 May 2023 

1. Create case study report Public Relation 

Office  

3 Wednesday 

24 May 2023 

1. Create case study report Public Relation 

Office 

4 Thursday 

25 May 2023 

1. Create case study report Public Relation 

Office 

5 Friday 

25 May 2023 

1. Create case study report Public Relation 

Office 

Source: Processed Data 2023 

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 May 29 2023 to June 02 2023 

can be seen in the table below as follows: 

Table 3.22 Daily Activities of May 29th, 2023 to June 02nd, 2023 

No Data and Time Activities  Place  

1 Monday 

29 May2023 

1. Crate case study report Public Relation 

Office 

2 Tuesday 

30 May 2023 

1. Create case study report Public Relation 

Office  

3 Wednesday 

31 May 2023 

1. Create case study report Public Relation 

Office 

4 Thursday 

01 June 2023 

1. Create case study report Public Relation 

Office 

5 Friday 

02 June 2023 

1. Create case study report Public Relation 

Office 

Source: Processed Data 2023 

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 – 
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Perawang Mill in the Division from Operation Port June 05 2023 to June 09 2023 

can be seen in the table below as follows: 

Table 3.23 Daily Activities of June 05th, 2023 to June 09th, 2023 

No Data and Time Activities  Place  

1 Monday 

05 June 2023 

1. Presenting case study report and 

discussion 

Public Relation 

Office 

2 Tuesday 

05 June 2023 

1. Collect case study result Public Relation 

Office  

3 Wednesday 

06 June 2023 

1. Listen to presentation of friends and 

discussion 

Public Relation 

Office 

4 Thursday 

08 June 2023 

1. Farewell party with Operation Port 

Office 

Operation Port Office 

5 Friday 

07 June 2023 

1. File preparation and check out from 

mess 

Public Relation 

Office 

Source: Processed Data 2023 

 

3.4 Obstacle and Solution 

3.4.1 Obstacle 

The Obstacle that the author get while did the job training at PT. Indah Kiat 

Pulp and Paper Tbk - Perawang Mill are: 

1. Limitations in using office facilities, because office facilities have been 

authorized from the center. 

2. Limitations in unstable network. System error often occur during the invoice 

billing process caused by an unstable network, if there are frequent system 

errors, invoices can turn into urgent and can make work more difficult. 

 

3.4.2 Solution 

The solutions for the obstacles that the author get while did the job training, 

we hope that on the next period are: 

1. Discussed again with the Operation Port team so that in the future, interns can 

also use office facilities. 

2. Discussed again with the invoice team what are the ways to do when the 

network is unstable other than always saving files when inputting 

continuously, so invoices don’t turn into urgent. 
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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. ISPS Code Port Security Pass 

b. Invoice Billing Process 

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

2. The practical work program was carried out at PT. Indah Kiat Pulp and Paper 

Tbk – Perawang Mill in Operation Port. The program is carried out for 6 

(months) Starting from January 11th 2023 to June 09th 2023. 

3. Work system and procedure in the Operation Port Department use online 

system, application system such as SAP, FIORI and manual system. All of 

these systems make it easier to do the work of the Operation Port. 

4. During the implementation practical work, there were several obstacle, 

namely the limitation in using office facilities, because office facilities have 

been authorized from the center and limitations in unstable network. System 

error often occur during the invoice billing process caused by an unstable 

network, if there are frequent system errors, invoices can turn into urgent and 

can make work more difficult. 

 

4.2 Suggestion 

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

Mill, there are several suggestion, namely: 

1. To support the work run smoothly and quickly, it is better to provide computer 

facilities for students who do practical work. 

2. Internet network access must be provided because every job is based online. 
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Appendix 5: Daily Activity 

 

 

 

 

 



50 
 

 

 

 

 

 

 



51 
 

 

 

 

 

 

 



52 
 

 

 

 

 

 

 



53 
 

 

 

 

 

 

 



54 
 

 

 

 

 

 

 



55 
 

 

 

 

 

 

 



56 
 

 

 

 

 

 

 



57 
 

 

 

 

 

 

 



58 
 

 

 

 

 

 

 



59 
 

 

 

 

 

 

 



60 
 

 

 

 

 

 

 



61 
 

 

 

 

 

 

 



62 
 

 

 

 

 

 

 



63 
 

 

 

 

 

 

 



64 
 

 

 

 

 

 

 



65 
 

 

 

 

 

 

 



66 
 

 

 

 

 

 

 



67 
 

 

 

 

 

 

 



68 
 

 

 

 

 

 

 



69 
 

 

 

 

 

 

 



70 
 

 

 

 

 

 

 



71 
 

 

 

 

 

 

 



72 
 

 

 

 

 

 

 



73 
 

 

 

 

 

 

 



74 
 

 

 

 

 

 

 



75 
 

 

 

 

 

 

 



76 
 

 

 

 

 

 

 



77 
 

 

 

 

 

 

 



78 
 

Appendix 6: Photo of The Author with Employees of PT. Indah Kiat Pulp & 

Paper Tbk – Perawang Mill 

 

Figure 1 Photo with Manager Customer 

Satisfaction Guaranteed Paper Department 

Source: The Author Personal Photo (2023) 

 

 

Figure 2 Photo with Public Relation 

Manager 

Source: The Author Personal Photo (2023) 

 

Figure 3 Photo with Head of Operational 

Port Division 

Source: The Author Personal Photo (2023) 

 

Figure 4 Photo with Operation Port 

Manager 

Source: The Author Personal Photo (2023) 
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Figure 5 Photo with Logistic Manager 

Source: The Author Personal Photo (2023) 

 

Figure 6 Photo with Container Yard 

Manager 

Source: The Author Personal Photo (2023) 

 

Figure 7 Photo with OP Supervisor  
Source: The Author Personal Photo (2023) 

 
Figure 8 Photo with Public Relation 

Employee 

Source: The Author Personal Photo (2023) 
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Figure 9 Visit to Jetty 1-10 & Rasau Kuning 

Source: The Author Personal Photo (2023) 
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Figure 10 Visit to the Process of Loading and Unloading, Stuffing Containers 

Source: The Author Personal Photo (2023) 
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Figure 11 The Author Photo at Jetty Rasau 

Kuning 

Source: The Author Personal Photo (2023) 

 

 
Figure 12 Ther Author Photo at Jetty 10 

Source: The Author Personal Photo (2023) 

 
Figure 13 The Author Photo at Pulp 

Warehouse 

Source: The Author Personal Photo (2023) 

 
Figure 14  The Author Photo at SCD Office 

Source: The Author Personal Photo (2023) 
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Figure 15 Accepting Incoming Invoice 

Source: The Author Personal Photo (2023) 
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Figure 16 Photo with Safety Induction Trainer Ms. Yuliani 

Source: The Author Personal Photo (2023) 

 

 
Figure 17 Photo with Safety Induction Opertion Port Trainer Mr. Novri 

Source: The Author Personal Photo (2023) 
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Figure 18 Guard the Bazaar Stand  

Source: The Author Personal Photo (2023) 

 

 
Figure 19 Iftar with PT IKPP,  IKA UNRI, and Siak District Government 

Source: The Author Personal Photo (2023) 
 

 

 

 

 

 

 



86 
 

 

 

 
Figure 20 Visit to Pulp Warehouse 

Source: The Author Personal Photo (2023) 
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Figure 21 Iftar with Operation Port and SCD Department 

Source: The Author Personal Photo (2023) 

 

 

 
Figure 22 Iftar With Operation Port Office  

Source: The Author Personal Photo (2023) 
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Figure 23 Eid Al-Fitr at Mr. Royandi House as OP Manager 

Source: The Author Personal Photo (2023) 

 

 
Figure 24 Eid Al-Fitr at Ms. Nurafni House as Supervisor  

Source: The Author Personal Photo (2023) 
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Figure 25 Document List of Port OPP/OPT and PBM Cost Report 

Source: The Author Personal Photo (2023) 
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Figure 26 Entry ICS Data, HTS Data, Periodic Report and Logsheet 

Source: The Author Personal Photo (2023) 

 

 
Figure 27 Create ISPS Code Port Security Pass 

Source: The Author Personal Photo (2023) 
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Figure 28 Farewel Party with Opertion Port Employees 

Source: The Author Personal Photo (2023) 
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