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CHAPTER I 

INTRODUCTION 

 

 
1.1 Background of the Apprenticeship 

In this era of globalization, every individual is required to be able to 

improve their quality and competence so that they can become individuals who 

are ready to compete in various sectors, especially in the industrial sector. To 

meet these demands and to achieve complete educational goals in tertiary 

institutions, it is felt that it is less if students only rely on theoretical knowledge 

obtained from universities.  

The relationship between theory and practice in the world of education is 

important to compare and prove something that has been learned in theory with 

the actual situation in the world of work. The Bengkalis State Polytechnic has a 

responsibility in preparing its students to compete in the real world of work. 

Apprenticeship is a learning process to get to know the real world of work 

directly. This Apprenticeship is carried out annually and is mandatory for every 

Bengkalis State Polytechnic student with the aim of being able to implement 

the knowledge they have learned into the world of work. apprenticeship is a 

series of activities that include understanding scientific theories/concepts that 

are applied in work according to the profession in the field of study. 

apprenticeship can add insight, knowledge and abilities to students, and be able 

to solve scientific problems in accordance with the theory obtained while in 

college. 

Therefore, knowledge is needed to apply the knowledge that has been 

obtained so that students can practice the aspects needed to enter the industrial 

world which they will later be involved in. In line with that, universities require 

their students to take Apprenticeship courses which are held in even semesters. 

Apprenticeship is an Intra-Curricular Activity that is part of the State and 

Community Life Courses, all majors at the Bengkalis State Polytechnic. 
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In general, the implementation of the Apprenticeship aims to improve 

students' abilities and skills in the field of technology and skills directly in 

various activities in industry and offices. After carrying out a specific 

Apprenticeship, students are expected to gain industrial experience which 

includes planning, processing and implementation in a work unit. The 

achievement of the above-mentioned Apprenticeship objectives ultimately 

refers to the professional formation of students who have broad skills and 

knowledge in the field of International Business Administration. With these 

abilities, graduates of the Bachelor of Applied International Business 

Administration at Bengkalis State Polytechnic are expected to be able to apply 

their skills and knowledge. the implementation of the Apprenticeship aims to 

improve students' abilities and skills in the field of technology and skills 

directly in various activities in industry and offices.  

After carrying out a specific Apprenticeship, students are expected to gain 

industrial experience which includes planning, processing and implementation 

in a work unit. The achievement of the above-mentioned Apprenticeship 

objectives ultimately refers to the professional formation of students who have 

broad skills and knowledge in the field of International Business 

Administration. With these abilities, graduates of the Bachelor of Applied 

International Business Administration at Bengkalis State Polytechnic are 

expected to be able to apply their skills and knowledge. The implementation of 

the Apprenticeship aims to improve students' abilities and skills in the field of 

technology and skills directly in various activities in industry and offices.  

After carrying out a specific Apprenticeship, students are expected to gain 

industrial experience which includes planning, processing and implementation 

in a work unit. The achievement of the above-mentioned Apprenticeship 

objectives ultimately refers to the professional formation of students who have 

broad skills and knowledge in the field of International Business 

Administration. With these abilities, graduates of the Bachelor of Applied 

International Business Administration at Bengkalis State Polytechnic are 

expected to be able to apply their skills and knowledge. 
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Bengkalis State Polytechnic also seeks to improve students' abilities by 

conducting training in companies so that they can realize the mission of the 

Polytechnic to make staff ready to use and have links and compatibility 

between the industrial world and the world of education that is carried out well. 

 A long with the development of the times, the industrial sector in Indonesia 

has increased and developed rapidly. This causes the atmosphere of competition 

in the world of work to become increasingly stringent, so that reliable and quality 

human resources are needed in the industrial sector, especially in the field of 

chemical engineering. The development of human resources in tertiary institutions 

is carried out through teaching and learning activities, research and community 

service. In order to achieve optimal results in the development of science and 

technolo gy, good cooperation and communication lines are needed between 

various parties, starting from universities, industry, government agencies or 

private parties. 

The development of palm oil production in Indonesia continues to increase 

every year. Palm oil production is divided into 2, namely palm oil (CPO) and 

palm kernel kernel (CPKO). Palm fruit is the raw material for making CPO (crude 

palm oil) and CPKO (crude palm kernel oil). CPO is produced from the flesh of 

the palm fruit, while CPKO is produced from the core of the fruit. Processed fresh 

fruit bunches (FFB) need attention even though Indonesia is not fully superior in 

downstream products (biodiesel, cooking oil, butter) but CPO and CPKO are the 

main export commodities from the plantation sector. Along with the development 

of palm oil production, the number of palm oil processing factories continues to 

increase. 

 PT Kuala Lumpur Kepong (KLK) Dumai is one of the CPKO product 

processing factories. The resulting products are fatty acids and glycerine. The 

resulting fatty acid and glycerine are then exported to Malaysia. The process of 

separating fatty acids and glycerine at PT KLK Dumai goes through the oil 

splitting stage, at this stage the hydrolysis process occurs. The hydrolysis 

process is a chemical reaction that occurs due to the meeting of oil and water at 

a certain pressure and temperature.  
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 One of the companies in Malaysia that cooperates with PT KLK Dumai to 

date is PT Oleomas Sdn. The competition of the palm oil industry, especially 

competition between stockpile tank companies in Riau province, the company 

implements an internationally recognized management system, namely the ISO 

9001 and HACCP management systems. PT KLK Dumai in ensuring the 

quality of derivative products with control management that oversees several 

departments responsible for their respective positions. 

 These departments are, finance department, Human Resource & General 

Affairs (GA) Department, Production Department, Logistics Department, under 

BOD department, maintenance department, and Quality Assurance (QA)/ 

Quality Control (QC) Department. These departments will work together for 

the benefit of the company to achieve common goals. Therefore, each 

department has its own duties and responsibilities. 

 PT. KLK Dumai is one of the foreign companies in Indonesia, where the 

company's center is in Malaysia and engaged in impot exports, as for my reason 

why the Apprenticeship here is in accordance with the author's major so that it 

can apply the knowledge that the author has gained on campus to carry out an 

apprenticeship and to know about how palm oil products are processed, how 

products are packaged, and how products are marketed. As well as knowing the 

culture of a foreign company in Indonesia in running its business. 

Apprenticeship Activities carried out in the Logistics Department in the 

bulk goods export section. The activities taught are, Making Documents for 

Work Appointments (SPK), Making Shipping Instructions (SI) Documents, Pre 

Invoice, Pre Packing List, Making 3D Forms, Making Open Lock/Seal 

Documents, Making Notification Documents Goods Readiness (PKB), 

Submission of Samples, Making Manual Invoice, Making Goods Export 

Notifications (PEB), Commercial Invoice, Packing Lists, and E-SKA (CO). 
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1.2 Purposes of the Apprenticeship 

 Apprenticeships is one of the activities of the Bengkalis State Polytechnic 

students in completing their studies. In order to achieve the expected result, it is 

necessary to know the purpose of the apprenticeship, which are as follows: 

1. To find out the job description of practical activities at PT.KLK Dumai 

2. To find out the time and place of practical work at PT. KLK Dumai 

3. To find out the system and work practical procedures at PT. KLK Dumai 

4. To find out the obstacles in the practical during PT.KLK Dumai. 

 

1.3 Significance of the Apprenticeship 

 Practical work certainly has great benefits for students, universities and 

companies, while the benefits of practical work include: 

1.3.1 Significance for students 

With the apprenticeship program, it is hoped that it will provide 

opportunities for Bengkalis State Polytechnic students to be able to apply 

the knowledge gained during lectures to be practiced in the world of 

work. 

1.3.2 Significance for State Polytechnic of Bengkalis 

 with the Apprenticeship program, it is hoped that the Bengkalis State 

Polytechnic can establish good cooperation and relations with various 

parties. 

1.3.3 Significance for the Company 

 The establishment of cooperation between the world of education and 

companies or agencies The company received assistance from students 

who did practical work. With the Apprenticeship program, it is hoped that 

it will provide opportunities for Bengkalis State Polytechnic students to 

be able to apply the knowledge gained during lectures to be practiced in 

the world of work. 
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CHAPTER II 

GENERAL DESCRIPTION OF THE COMPANY 

 

 
2.1 Company History 

 

Kuala Lumpur Kepong Berhad (“KLK”) is a company incorporated in 

Malaysia and registered on the Main Market of the Bursa Malaysia Securities 

Berhad. It has a market capitalization of approximately RM21.687 billion at the 

end of September 2021. KLK traces its history back to 1906 when The Kuala 

Lumpur Rubber Company Limited (“KLRC”) was founded in London. With paid-

up capital of £180,000, KLRC managed to acquire 5 plantations covering 640 

hectares of land mostly planted with rubber and coffee, located in Kuala Lumpur. 

KLRC's shares were listed on the London Stock Exchange in 1907. By 1956, 

KLRC had planted 4,384 hectares of rubber, of which 35% was reported to be 

immature and 65% yielding, about half of which was seedling rubber and the 

other half budding rubber. Oil palms have not yet been planted, but some test 

coffees were planted, and sporadic tin mining activities took place. Between 1959 

and 1961, a series of acquisitions took place. Around this time KLRC also 

acquired The Eastern Sumatra Rubber Estates Ltd. which has plantations in 

Sumatra, Indonesia. Since the largest plantation company acquired was Kepong 

(Melayu) Rubber Estates Ltd., the Company's name was changed to Kuala 

Lumpur-Kepong Amalgamated Limited (“KLKA”) in 1960. By this time, the 

Company had increased its plantation holdings to approximately 30,000 ha. 

PT KLK Dumai is a company established in the context of foreign 

investment as referred to in Law no. 1 of 1967 Juneto Law no. 11 of 1970 

concerning foreign investment. Approval for the establishment of a company 

from the government of the Republic of Indonesia was obtained based on a 

letter from the minister of the state for activating investment funds. 

Established on 20 June 2011, KLK Oleo Dumai is a business unit of the Kuala 

Lumpur Kepong Berhad (KLK) group, a leading international plantation 

group listed on the Kuala Lumpur Stock Exchange, Malaysia. 
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Along with the increasing production needs, PT KLK Dumai built a 

refinery and oleo chemical palm oil processing factory located on Jalan Datuk 

Laksamana, Pelindo 1 Dumai area, Riau Province. The first project activity 

was in March 2012. The initial total production capacity was 20 tons/hour. 

After conducting several researches to improve the production system so 

that the current production capacity has reached 30-40 tons/hour. 

The KLK group then moved its business to Malaysia in 1972. Plantation 

is still its main business. KLK then expanded its business network into 

property, and personal care products and groceries, through its wholly 

owned subsidiary Crabtree & Evelyn, USA. Responding to the need for 

diversification, KLK has also expanded its business into downstream palm oil 

manufacturing to Malaysia, China, Europe and Indonesia. 

Products produced by PT KLK Dumai will be exported to Malaysia. One 

of the companies in Malaysia that has collaborated with PT KLK Dumai to 

date is PT Oleomas Sdn. Bhd. 

 

 

 

 

 

 

Figure 2.1 KLK OLEO Logo 

Source: Processed Data, 2023 

 

  Figure 2.2 KLK Logo 

  Source: Processed Data, 2023 

 



8  

 Figure 2.1 is the logo used for each product produced by PT KLK Dumai. 

While Figure 2.2 is the logo used by PT KLK Dumai as the company logo. 

 PT KLK Dumai is located on Jalan Datuk Laksamana, Pelindo 1 area, Buluh 

Kasap, East Dumai, Dumai City, Riau Province. The choice of this location was 

of course based on a number of considerations, one of which is because this 

location is a port area which is an access for factory transportation to send 

products or samples to Malaysia. The selection of this location is very appropriate 

for the industry when viewed from several aspects such as: 

1. Transportation The factory is located in the Pelindo 1 Complex area where 

the factory is not far from the city and is a port area which is the factory's 

transportation access for sending products or samples to Malaysia. 

2. Land and Water Requirements This company was built on land owned by 

Pelindo, so this company is still renting or contracting to Pelindo. For water 

purposes it is not a problem because the water source is at the factory site. 

3. Soil Condition The land of the factory site is lowland and meets the 

requirements for building a factory, not hilly or swampy. 

4. The need for electricity comes from PT. KJA is right next to the PT.KLK 

factory. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Figure 2.3 PT.KLK Dumai 

Source: Processed Data, 2023 
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2.1.1 Layout PT. KLK DUMAI 

 

 Factory layout is defined as the layout or arrangement of factory machinery 

and equipment facilities owned by the company. Layout factory PT. KLK Dumai 

which can be seen in Figure 2.4 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Figure 2.4 Layout of PT.KLK Dumai 

Source: Processed Data, 2023
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2.2 Vision and Mission of PT. KLK DUMAI 

 

2.2.1 Company Vision 

 "Growing to become the most trusted global partner in oleo-based products and 

solutions, thereby enriching people's lives sustainably every day." 

 

2.2.2 Company Mission 

 While the mission of PT. KLK are as follows. We strive to emerge as a 

global power in the oleochemicals industry and arena aiming to continuously 

build a better industry including: 

1. Offer quality products and services at competitive prices. 

2. Make a good and responsible company. 

3. Earning a reasonable return on investment. 

4. Maintaining stable productivity and adequate productivity. 

5. Grow through profit investing. 

6. Maintaining ethical business standards and practices. 

7. Fulfilling corporate social responsibility in the communities where the 

company operates. 

 

2.3 Kind of Business PT. KLK Dumai 

PT KLK is a derivative factory of palm kernel oil located in the Pelindo 1 

Dumai Complex area with a production capacity of 500 MT per day with 

CPKO/CPKOL/PKFAD/RBDPS raw materials and others. These raw materials 

are obtained from various types of palm oil processing factories in Sumatra and 

outside Sumatra. Products resulting from processing are SPKFA, Crude 

Glycerine, and DPKFA. 

Competition in the palm oil industry, especially competition between 

storage tank companies in Riau province, has resulted in companies 

implementing an internationally recognized management system, namely the 

international organization for standardization (ISO) 9001 management system 

and hazard analysis critical control point (HACCP). 
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ISO 9001 focuses on the wants and expectations of consumers. One of the 

expectations of consumers is to get food products (maximum and minimum) that 

are safe. In the previous era, namely ISO 9001 as a quality management system, 

it was considered common, so that a separate system related to food safety 

emerged, such as HACCP. 

The combined application of HACCP to ISO 9001 will be able to produce 

a food safety system that is much more effective and efficient than the 

application of ISO 9001 and HACCP separately. For example, the application of 

HACCP for risk identification and hazard control, in accordance with quality 

planning and preventive measures required in ISO 9001. 

2.3.1 Field of Business PT KLK Dumai 

 The field of business produced by PT KLK Dumai is to produce several 

types of products including those that the author will explain below: 

1. Fatty Acids 

In general, Fatty Acids are produced from the following processes, Raw 

Materials (CPKO and RBDPKO) are pumped to the splitting where a 

hydrolysis process occurs which produces saturated Fatty Acids by 

providing Hydrogen, then a Distillation process followed by a 

Fractionation process and finally Fatty Acids are produced. 

2. Crude Glycerin 

Viscous liquid with a natural sweet taste that is light yellow to dark brown 

in color. It is the crude form of Glycerine occurring in the combined form 

of vegetable oils and fats as triglycerides. It is also found in animal fats. 

Crude Glycerine is obtained as a by-product of the biodiesel 

manufacturing and the oleochemical industry. 

 

2.3.2 Human Resources PT. KLK Dumai 

 Human resources (HR) is a very important source of factors that cannot 

even be separated from an organization, both institutions and companies. Human 

resources have a big influence on a company and it is necessary to develop human 
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resources (HR) so that they can match the company's strategy. PT KLK Dumai 

has a total of 107 employees. 90% of the workforce in our company comes from 

the city of Dumai by prioritizing local youths who meet job seeker qualification 

standards, 10% are skilled workers protecting and maintaining company and 

community productivity in carrying out production activities. 

1. General Time (Non Shift) 

 General time is the time that applies to employees and employees who work 

in the office. The working time that applies to the general time section, 

namely: 

a. On Monday-Thursday: 

08.00-12.00 WIB (Working) 

12.00-13.30 WIB (Break) 

13.30-16.30 WIB (Working) 

b. On Friday 

08.00-11.30 WIB (Work) 

11.30-14.00 WIB (Break) 

14.40-16.30 WIB (Working) 

c. On Saturday 

08.00-12.00 WIB (Working) 

2. Shift Time 

Working time for employees and employees working in the factory section 

is divided into three shift times, namely as follows: 

Table2.1. Shift Time Activity Schedule 

Shift Time Working time 

Shifts 1 08.00-16.00 WIB 

Shifts 2 16.00-24.00 WIB 

Shifts 3 24.00-08.00 WIB 

 Source: Processed Data, 2023 

 

At PT. KLK Dumai there is also the name long-shift. This long-shift is a 

schedule to replace those who get days off. Long-shift is divided into two, 
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namely: 

Table2.2. Long-Shift Activity Schedule 

Shift Time Working time 

Shifts 1 08.00-20.00 WIB 

Shifts 2 20.00-08.00 WIB 

 Source: Processed Data, 2023 

 

2.3.2 Work Instructions According to SOP 

 SOP (Standard Operating Procedure) is a set of standard operating 

procedures that are used as guidelines within the company to ensure that each 

member's work steps are carried out effectively and consistently, and meet 

standards and systematics (Tambunan, 2003). According to Puspita and 

Rosmawati (2012), some of the objectives of SOP include: 

1. Maintain the consistency of employee work. 

2. Know the roles and functions of work in each section. 

3. Clarify the steps of the task, authority and responsibility. 

4. Avoid administrative errors. 

5. Avoid mistakes, doubts, duplication and inefficiencies. 

 SOP has the benefit of being a reference document regarding how to or the 

process of completing a job (Handiwiyono and Panjaitan 2013). One solution to 

reduce the occurrence of various kinds of problems within a company and to 

increase continuous improvement is to implement SOPs (Setiawan, 2012). 

2.4 Organizational Structure of PT. KLK Dumai 

 The organizational structure of the company can be interpreted as a 

multilevel line that contains the components that make up the company. The 

structure clearly describes the position, function, rights and obligations of each 

position within the scope of the company. Of course, this is intended so that 

every component in the company can function optimally and the company's 

wheels can always move effectively and efficiently. In addition, it also clearly 

describes the separation of work activities from each other and how the 
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relationship between activities and functions is limited. In a good organizational 

structure, it is necessary to explain the authority of who reports to whom, so 

there is one responsibility for what will happen. The organizational structure at 

PT. KLK Dumai as follows: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Figure 2.5 Organizational Structure of PT.KLK Dumai 

Source: Processed Data, 2023 
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 Figure 2.5 is the organizational structure of PT. KLK Dumai which consists 

of the president director with responsibility as a leader in the company, the 

director as the representative of the president director, the head of the Human 

Resource (HR)orGeneral Affaires (GA) department who is the head of the Human 

Resource (HR) or General Affaires (GA) section, finance management is in 

charge of the part that takes care of the company's finances, the head of 

department production is the head of the production department, the maintenance 

manager is the head of the maintenance department at the company, the head of 

the logistics department is in charge of taking care of the entry and exit of raw 

materials until they become products, the head of the Quality Assurance (Qa) or 

Quality Control (QC) department is in charge of ensuring the quality and quality 

of the product and the head of the WWTP/ RO is tasked with dealing with waste 

problems generated by the production process at the factory 

 

2.5 The Working Process 

 Currently activities at PT. KLK Dumai, especially the Export Flow in the 

Logistics section, namely, Making Work Appointment Letters (SPK) Documents, 

Making Shipping Instructions (SI) Documents, Pre Invoices, Pre Packing Lists, 

Making 3D Forms, Making Open Padlock/Seal Documents, making Goods 

Readiness notification document (PKB), Sample Submission, Manual Invoice 

creation, Goods Export Declaration (PEB) Making, Commercial Invoice, Packing 

List, and E-SKA (CO). preparation of documents properly and correctly so that 

product exports run smoothly. 
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Figure 2.6 The Working process of Bulk Export Goods 

Source: Processed Data, 2023 
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 The logistics party will communicate with the Agent who has been 

appointed to monitor the ship's arrival schedule in accordance with the 

predetermined Estimate Time Of Arrival (ETA), prepare the necessary documents 

in the form of Work Appointment Letter (SPK), Shipping Instruction, Pre Invoice, 

Pre Packing List. then the logistics party will send an Email to the Agent and the 

Buyer, namely to notify that the product delivery process has been prepared. then 

the logistics party will send an Email to the Agent and the Buyer, namely to notify 

that the product delivery process has been prepared. 

 Then the creation of the 3D Form, the 3D form is the filling formula to fill 

in the permit data for loading export goods in bulk form. This filling is done by 

the logistics party before submitting the Proposed Goods Export Notification 

(PEB) document through the Exporter's export application module. The 

manufacture of bulk exports is carried out outside the customs area, as well as 

supervision and inspection of the goods.  

 Next prepare the Seal document, which will be given to the logistics 

operator for the field section, along with the 3D document and prepare the Goods 

Export Notification Document which will be submitted to Customs and Excise 

together with the submission of samples. For submitting samples, the logistics 

party picks up the product at the Laboratory or Quality Assurance (QA)orQuality 

Control (QC) Department according to the Purchase Order contract along with 3D 

documents and preparing Goods Export Notification Documents which will be 

submitted to the Customs and Excise together with the submission of samples. For 

submitting samples, the logistics party picks up the product at the Laboratory or 

Quality Assurance (QA)orQuality Control (QC) Department according to the PO 

contract. 

 Along with 3D documents and preparing Goods Export Notification 

Documents which will be submitted to the Customs and Excise together with the 

submission of samples. For submitting samples, the logistics party picks up the 

product at the Laboratory or Quality Assurance (QA)orQuality Control (QC) 

Department according to the PO contract. 

 Then submit the product along with supporting documents to the Customs 
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Office in the Customs and Excise Hangar of PT. KLK Dumai. Supporting 

documentsin the form of a Notification of Goods Readiness (PKB) document and 

accompanied by a 3D form document.The Logistics Party then confirmed it to the 

Customs via Whatsapp. Furthermore, only waiting for the LHPIB Test Result 

Report and Goods Identification (LHPIB) 4 to 24 hours. Meanwhile field 

activities are carried out by the Logistics Operator, namely initial sounding 

activities, Initial Temperature, Sounding Result calculations, Commence Loading, 

Complete loading, Final sounding, and final sounding calculations. If you have 

received the results of the sounding, the employee will submit an application for 

an Inspection Report (LHP) Via Whatsapp to Customs. 

 Next, prepare for making a manual invoice with the results of the final 

sounding calculation. If you have received the total quantity and FOB value, then 

make a PEB (Export Notification of Goods), then submit the LHP then load the 

PEB, if so, then taking the Export Service Note (NPE) is proof that there has been 

a sale of goods abroad based on orders with parties and agreements certain. 

Export Service Note (NPE) issued automatically in the exporter's export 

application module by the Customs Service and Supervision Office (KPPBC) as 

proof of approval for export activities. 

 Next, create an Invoice by the SAP system, then print the Packing List. 

After all is done. Then the logistics will send an Email to the Buyer. The last step 

is the preparation of Form D (E-SKA) or Certificate of Origin, also known as 

Certificate Of Origin (CO). 

 

2.6 Documents Used for Activities 

 

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

PT KLK Dumai, especially the Division, Logistics Department including the 

following: 

1. Work Appointment Letter (SPK) is an order document to carry out or carry 

out company or agency activities. SPK is addressed to PT. Pelindo Multi 

Terminal Dumai Area. In connection with the plan to manufacture export 

products carried out by PT. KLK Dumai in the Pelindo Multi Terminal 
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Dumai Harbor Area. 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 2.7 SPK Document 

 Source: Processed Data, 2023 

 

2. Shipping Instructions Document (SI) 

Shipping Instruction (SI) is a document provided by the exporter to the 

Agent. The SI contains details of the parties involved, the name of the ship, 

the cargo to be exported, and the amount of cargo or product. SI that has 

been created will be sent to the Agent via email. 

 

 

 

 

 

 

 

 

 

 

Figure 2.8 Shipping Instruction Document 

 Source: Processed Data, 2023 



20  

3. Pre-Invoice Documents 

Pre-Invoice is the creation of a temporary billing document that is inputted 

into a SAP system, where the invoice is based on a purchase order. SAP or 

System Analysis and Production Data Processing is an application used to 

process company data in managing its resources. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 2.9 Pre- Invoice Document 

 Source: Processed Data, 2023 

 

4. Pre Packing List 

After creating the Pre-Invoice, then we immediately print the Pre-Packing 

List. The Pre-Packing List is a packaging document that contains the 

quantity, type and weight of the exported goods but is temporary, as is the 

case with the Pre-Invoice. The Pre-Packing List is a document that is as 

important as the Pre-Invoice. 
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Figure 2.10 Pre- Packing List Document 

 Source: Processed Data, 2023 

 

 

5. 3D document 

Form 3D is a filling form to fill in permit data for the manufacture of export 

goods in bulk form. Making the 3D form is done before submitting the 

lock/seal opening document, Goods Readiness Notification (PKB) 

document, sample submission and Goods Export Notification (PEB) 

submission. Filling in the 3D Form is done on the Customs Website. 
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Figure 2.11 3D Document 

 Source: Processed Data, 2023 

 

6. Document Open PadlockorSeal 

 The lock/seal open document is a document intended for the purpose of 

loading export goods. Addressed to the KPPBC export hangar of middle 

type customs B Dumai. 

 

 

 

 

 

 

 

 

 

 

Figure 2.12 Document Open PadlockorSeal 

 Source: Processed Data, 2023 
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7. Goods Readiness Notification Document (PKB) 

Goods readiness notification document (PKB) is a document that is useful 

as a notification of the readiness of exported goods for physical inspection. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 2.13 Document PKB 

 Source: Processed Data, 2023 

 

8. Goods Export Notification Document (PEB) 

Goods Export Declaration (PEB) iscustoms documents used for notification 

of the implementation of the export of goods which can be in the form of 

writing on a form or electronic media. PEB is made based on 

complementary customs documents in the form of invoices, packing lists 

and other documents.The first step for making a PEB is to log in to the PEB 

application then click open in the PEB section, click new, so the author only 

needs to fill in all the blanks according to the procedure and data he needs, 

including filling in the quantity that the author has prepared in the previous 

manual invoice. 
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Figure 2.14 Document PEB 

Source: Processed Data, 2023 

 

9. Commercial Invoice 

Commercial Invoice aredocuments commonly used in international trade, 

such as exports and imports. The Commercial Invoice in the form of a 

memorandum of understanding detailing the amount of goods sold, the price 

of the goods, and the method of payment will be calculated. A Commercial 

Invoice is a legal document issued by an exporter (seller) to an importer 

(buyer) in an international transaction. This document serves as a contract 

and proof of sale between the buyer and the seller. After ensuring that all 

stock is sufficient, a commercial invoice can be made. 
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Figure 2.15 Document Commercial Invoice 

 Source: Processed Data, 2023 

 

10. Detailled Packing List 

The packing list details areMandatory documents containing descriptions of 

the goods to be shipped. This document also contains details of the type of 

goods, the dimensions of the goods, the quantity of goods, and the weight of 

the goods. 

 

 

 

 

 

 

 

 

 

Figure 2.16 Document Detailled Packing List 

 Source: Processed Data, 2023 
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11. Document (E-SKA) 

Certificate of Origin (SKA) or commonly called a Certificate of Origin 

(COO) is a certificate of origin of goods, that the goods/commodities being 

exported come from the region/exporting country. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
                Figure 2.17 Document E-Form (E-SKA)/ Certificate of Origin 

                Source: Processed Data, 2023 
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CHAPTER III 

SCOPE OF THE APPRENTICESHIP 

 

 
3.1 Job Description 

 Job description of Apprenticeship at PT.KLK Dumai on February 6, 

2023 to July 5, 2023. Specifications of work carried out for 5 months in 

general at PT.KLK Dumai is as follows: 

1. Create Document Appointment Letter of Work (SPK). work appointment 

letter (SPK ) is an order document to carry out or carry out company or 

agency activities. work appointment letter (SPK) is addressed to PT. Pelindo 

Multi Terminal Dumai Area. 

2. Create Shipping Instructions (SI). Shipping Instruction is a document 

provided by the exporter to the Agent. The SI contains details of the parties 

involved, the name of the ship, the cargo to be exported, and the amount of 

cargo or product. 

3. Create Pre Invoice. Pre Invoice is the creation of a temporary billing 

document that is inputted into a SAP system, where the invoice is based on 

a purchase order. 

4. Create Pre Packing List. After creating the Pre-Invoice, then we 

immediately print the Pre-Packing List. The Pre-Packing List is a packaging 

document that contains the quantity, type and weight of the exported goods 

but is temporary, as is the case with the Pre-Invoice. 

5. Create Bulk Export Permit Form (3D). Making the 3D form is done before 

submitting the lock/seal opening document, Goods Readiness Notification 

(PKB) document, sample submission and Goods Export Notification (PEB) 

submission. Filling in the 3D Form is done on the Customs Website. 

6. Create Document UnlockorSeal. The lock/seal open document is a 

document intended for the purpose of loading export goods. Addressed to 

the KPPBC export hangar of middle type customs B Dumai. 
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7. Create Goods Readiness Notification Document (PKB). Goods readiness 

notification document (PKB) is a document that is useful as a notification of 

the readiness of exported goods for physical inspection. 

8. Submission of Export Product Samples to Customs, Submission of samples 

is the provision of products to be exported to Customs, in the form of 

product samples and supporting documents in the form of Notification of 

Goods Readiness (PKB) documents accompanied by 3D form documents. 

9. Creating Manual Invoices in Microsoft Excel, Manual Invoice is a manual 

recording of product export quantities in excel format, where these 

quantities will later be entered into the SAP system. 

10. Create Goods Export Declaration Document (PEB), Goods Export 

Declaration (PEB) iscustoms documents used for notification of the 

implementation of the export of goods which can be in the form of writing 

on a form or electronic media. 

11. Create Commercial Invoice By System SAP, Commercial Invoices 

aredocuments commonly used in international trade, such as exports and 

imports. The Commercial Invoice in the form of a memorandum of 

understanding detailing the amount of goods sold, the price of the goods, 

and the method of payment will be calculated. A Commercial Invoice is a 

legal document issued by an exporter (seller) to an importer (buyer) in an 

international transaction. 

12. Create Detailed Packing List By System SAP, The packing list details are 

Mandatory documents containing descriptions of the goods to be shipped. 

This document also contains details of the type of goods, the dimensions of 

the goods, the quantity of goods, and the weight of the goods. 

13. Create Form D (E-SKA)orCertificate of Origin, E-Form (E-SKA) Is an 

electronic Certificate of Origin (SKA) issuance system built by the Ministry 

of Trade for all SKA Issuing Agencies (IPSKA). 
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3.2 System and Procedure 

3.2.1 System 

 To facilitate employees in carrying out their duties, the company 

uses an internet-based system. Each employee gets a laptop and computer 

unit to make it easier for every job received by employees at PT. KLK 

Dumai. But not all work is done online, some work is done offline and 

manually. For example, delivering files directly to the Customs and 

Excise Office. 

3.2.2 Procedure 

 Apprenticeship procedures that have been carried out at PT. KLK 

Dumai from February 6, 2023 to June 5, 2023 is as follows: 

1. Preparation of  SPK Documents 

Work Appointment Letter (SPK) is an order document to carry out or carry 

out company or agency activities. Work Appointment Letter (SPK) is 

addressed to PT. Pelindo Multi Terminal Dumai Area. In connection with 

the plan to manufacture export products carried out by PT. KLK Dumai in 

the Pelindo Multi Terminal Dumai Harbor Area. 

 

Figure 3.1 SPK Process Flow Chart 

Source: Processed Data, 2023 

 

Steps for creating Work Appointment Letter (SPK) documents Employees 

create Work Appointment Letter (SPK) documents after the buyer sends a 

Purchase Order (PO) contract via email, and employees will create Work 

Appointment Letter (SPK) documents according to the existing format. 

After the SPK document is adjusted to the contract sent by th  e buyer, the 
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Work Appointment Letter (SPK) document is printed and signed by the 

leadership. Then scanned. A scan of the document is sent to the agent via 

email. Scans of Work Appointment Letter (SPK) documents are also stored 

in new folders so that documents are not mixed or aggregated with other 

export documents. 

 

  

Figure 3.2 The Process of SPK Document 

Source: Processed Data, 2023 

 

2. Making Shipping Instructions (SI) Documents 

Shipping Instruction (SI) is a document provided by the exporter to the 

Agent. The Shipping Instructions (SI) contains details of the parties involved, 

the name of the ship, the cargo to be exported, and the amount of cargo or 

product. Shipping Instructions (SI) that has been created will be sent to the 

Agent via email. 
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Figure 3.3 Flow Chart Create SI for Documentation 

Source: Processed Data, 2023 

 

 The steps for making Shipping Instructions (SI), making Shipping 

Instructions according to the existing format, then changing the reference 

number and date sequentially. Then enter the name of the agent, cinsignee 

informs the name of the party and subordinates, product name and quantity, 

according to the Purchase Order contract. If everything has changed, then it 

is saved and printed. Once signed and stamped, proceed to Scanning. Scan 

of Shipping Instructions is sent to the Agent via email, and complete. 

  

Figure 3.4 Create SI for Documentation 

Source: Processed Data, 2023 
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3. Making Pre Invoice in SAP 

Pre Invoice is the creation of a temporary billing document that is inputted 

into a SAP system, where the invoice is based on a purchase order. SAP or 

System Analysis and Production Data Processing is an application used to 

process company data in managing its resources. 

 

Figure 3.5 Flow Chart of Pre-Invoice Making Process 

Source: Processed Data, 2023 

 

After completing the stages of making Pelindo SPK and SI, the author then 

makes a Pre Invoice in the SAP application. The first step is to enter the 

SAP application, then click code Purchase orders due for Delivery (VL10B), 

change the contract number to Delivery Order (DO), then click Purchase 

Order at the Shipping Point/Receiving PT, enter plant group code (2100), 

delivery, creation date, just delete the date. Then enter the contract number 

in the Purchasing document section if you have clicked execute. Delivery 

Order (DO) display will appear. Then click select all, then background, and 

you're done. Back to the initial appearance, click /n then enter. 

To see the newly created Delivery Order (DO) number, click code 

Outbound Delivery (VL06O), then click the Outbound Delivery list. Enter 

the Sales Organization Code (2100). Then delete all existing dates. Then 

execute, the Delivery Order (DO) number that has been made will appear. 
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Last click according to the date of manufacture, then copy Outbound 

Delivery. Next Return to the initial SAP display, Click Code Change 

Outbound Delivery (VL02N). Then enter the Delivery Order (DO) number 

then enter. Change the delivery quantity according to the contract. 

To create a shipment, click Code Create Shipment (VT01N), enter Plant 

Group code (2100) in Transport Planning (PT). In the shipment type, select 

KLK Export Shipment, then click Deliveries, then a display appears and 

enter code Plant 2100 at the Shipping Point. Next, Delivery Status, delete 

the Letters A and B. Next, in the Outbound Delivery section, enter the 

Delivery Number then execute, a quantity display will appear, then click 

Overview Of Current. Then the KLK Export Shipment display will appear, 

then look for the panning reading then click. Click addit data, then enter the 

ship name according to the contract. Then click Go To, select output, at the 

very bottom type ZPCK then click the Save logo. In the next screen, type 

LOCL in the Logical Dest section. Then click the back logo then click the 

Save logo. A shipment number will appear. 

To make a pre invoice, click Create billing document code (VF01), in the 

billing type section, select KLK STO PRE-INV. In the billing date section, 

select today's date. Adjust the delivery number in the order, then click 

execute and click the save logo, the Logo report will appear and press enter 

then the Pre Invoice number will appear. If you want to print, click Output 

from billing document code (VF31), then the Output From Billing screen 

appears, enter code ZCI9 in the output type column to print the Pre-Invoice, 

then check inter company billing, then execute. Then the Output From 

Billing display will appear, check the existing billing number, then click 

execute. After the display appears click print preview, make sure all the 

numbers match the Purchase Order contract. Then click the print logo to 

print. 
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Figure 3.6 Pre-Invoice Making Process 

Source: Processed Data, 2023 

 

4. Making Pre Packing List 

After creating the Pre-Invoice, then we immediately print the Pre-Packing 

List. The Pre-Packing List is a packaging document that contains the 

quantity, type and weight of the exported goods but is temporary, as is the 

case with the Pre-Invoice. The Pre-Packing List is a document that is as 

important as the Pre-Invoice.  

 

Figure 3.7 Flow Chart Pre-Packing List Process 

Source: Processed Data, 2023 
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After making the Pre-Invoice, of course the writer must print the Pre-

Packing List. The steps for making the Pre-Packing List only need to be 

printed because you have created Shipment in the step for making the Pre-

Invoice. Then the Automatic Pre-Packing List already exists and you only 

need to print it by clicking on the VT02N code then entering the existing 

Shipment no. then enter and then you can print it. After printing, the Pre-

Packing List is signed and then scanned. The scan is sent to the buyer 

together with the pre-invoice via email. 

 

 

Figure 3.8 Making  Pre-Packing List Process 

Source: Processed Data, 2023 

 

5. Making Bulk Export Permit Form (3D) 

Form 3D is a filling form to fill in permit data for the manufacture of export 

goods in bulk form. Making the 3D form is done before submitting the 

lock/seal opening document, Goods Readiness Notification (PKB) 

document, sample submission and Goods Export Notification (PEB) 

submission. Filling in the 3D Form is done on the Customs Website. 
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Enter the name of the 

facility contract according 

to the PO contract 

 

Click submit an 
application, then fill 
in the code 020900 

First step, go to the 
Customs website, 

click on the 
application for the 

use of goods. 

 

Figure 3.9 Flow Chart Create 3D Forms 

Source: Processed Data, 2023 

 
 

 After completing the creation and printing of Pre-Invoice and Pre-

Packing List, the author continues to create 3D Forms. The steps for making 

a 3D form, enter the customs website, then click submit the use of Goods, 

then enter the code 020900 in the inspection office section, indicating the 

Dumai area code. Next, enter the name of the means of transport according 

to the Purchase Order contract, and don't forget to fill in the Voyage 

according to the name of the ship. Then click on the estimated export date, 

which is one week from the creation of the 3D form. Then enter the name of 

the item, amount, net, unit, and postal rate of the item. If it is Distillate Palm 

Kernel Fatty Acid (DPKFA) then the post rate is 3823.19.90 and if it is 

crude glycerine 1520.0010. don't forget to click on the location then select 

Inside the Customs Area. 

 Then enter the tank number of the item. The next step is to check in 

the section for making goods for export in bulk form. Then fill in the next 

step by entering the IDDUM code for the port of origin and the port of 

loading for export, then MYPKG for the code for the port of unloading. 

Next, the author uploads the Shipping Order/instruction (SI) file that was 

previously made and scanned and enters the Shipping Instruction number 

and date. Next, check the physical examination. In the complementary 

document section, upload the packing list and invoice that was scanned 

before along with the number and date. After filling in all the steps and 
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making sure everything is complete, click Submit. 

 After submitting, the employee will send an E-mail to Customs for 

notification so that the 3D form can be processed as soon as possible. 

Processing time for 3D forms depends on the network and the speed of 

Customs employees. If it has been approved, the employee can immediately 

print the 3D form for the supporting document which will be submitted to 

the field section. Together with the document, open the lock/seal after 

submitting the sample to Customs. 

  

Figure 3.10 Create 3D Forms Process 

Source: Processed Data, 2023 

 

6. Making Documents Open PadlocksorSeals 

The lock/seal open document is a document intended for the purpose of 

loading export goods. Addressed to the KPPBC export hangar of middle 

type customs B Dumai. The following is the flow of the process for making 

a padlockorseal open document: 
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Figure 3.11 Flow Chart Create Document Open Lock/Seal 

Source: Processed Data, 2023 

 

The steps for creating a document are to open the lock/seal, open the 

existing format. After the document is opened, the padlockorseal is adjusted 

according to the type of goods, ship name, quantity and 3D document 

number. The document is printed and signed by the leader. Then transfer to 

the logistics personnel department. 

 

Figure 3.12 Create Document Open Lock/Seal 

Source: Processed Data, 2023 

 

7. Preparation of Goods Readiness Notification Documents (PKB) 

Goods readiness notification document (PKB) is a document that is useful 

as a notification of the readiness of exported goods for physical inspection. 

The following is the flow of the process for making a notification of goods 

readiness document (PKB): 

Open an Existing 

Document File 

Customize with the 

type of goods, ship 

name, quantity and 3D 

document number 

Document Signed by 

the Logistics Leader 

and Delivered to the 

Personnel Department 
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Figure 3.13 Flow Chart Create Document PKB 

Source: Processed Data, 2023 
 

 
 

Document creation stepsnotification of goods readiness (PKB), open an 

existing excel file format,Enter the PEB registration number that was 

previously approved in the 3D form, change the date of goods readiness, and 

the tank number according to what is used, adjust the type of goods, export 

quantity and name of the vessel according to the PO. This PKB document is 

printed and signed when submitting samples. 

 

 

 

 

 

 

 

 

 

 

Figure 3.14 Create Document PKB Process 

Source: Processed Data, 2023 
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8. Submission of Export Product Samples to Customs 

Submission of samples is the provision of products to be exported to 

Customs, in the form of product samples and supporting documents in the 

form of Notification of Goods Readiness (PKB) documents accompanied by 

3D form documents. To submit a sample, the author must take the product 

at the Laboratory or Quality Assurance (QA) or Quality Control (QC) 

Department according to the PO contract. After the product is taken, then 

submit the product along with supporting documents to the Customs Office 

in the PT. KLK Dumai. The following is the sample submission process 

flow: 

 

 

 

 

 

Figure 3.15 Flow Chart Sample Submission  

Source: Processed Data, 2023 

 

 After submitting the sample, the employee confirms it to the Customs via 

Whatsapp. then the authors and employees only wait for the LHPIB Report 

on Test Results and Identification of Goods (LHPIB) 4 to 24 hours. 

Meanwhile field activities are carried out by Logistics Operators namely 

initial sounding activities, Initial Temperature, and calculation of Sounding 

Results. If you have received the sounding results, the employee will submit 

an application for an Inspection Report (LHP) Via Whatsapp to Customs. 
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Figure 3.16 Sample Submission 

Source: Processed Data, 2023 

 
 

 
 

9. Creating Manual Invoice 

After getting the sounding results from field activities, prepare an Invoice 

Manual. Manual Invoice is a manual recording of product export quantities 

in excel format, where these quantities will later be entered into the SAP 

system. The steps for making a Manual Invoice, enter the quantity according 

to the number on the shipment, enter the price per product. After everything 

is entered, then the final quantity must be reduced by the difference in the 

sounding numbers, the total amount minus the number of soundings can be 

the result of the difference minus the last quantity loaded. Automatically the 

total in excel changes. 

 

 

 

 

 

 

 

Figure 3.17 Flow Chart Create Invoice Manual 

Source: Processed Data, 2023 
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The steps for making a Manual Invoice, enter the quantity according to the 

number on the shipment, enter the price per product. After everything is 

entered, then the final quantity must be reduced by the difference in the 

sounding numbers, the total amount minus the number of soundings can be 

the result of the difference minus the last quantity loaded. Automatically the 

total in excel changes. 

 

 

 

 

 

 

 

 

 

Figure 3.18 Create Invoice Manual 

Source: Processed Data, 2023 

 

 

10. Preparation of Goods Export Declaration (PEB) 

Goods Export Declaration (PEB) iscustoms documents used for notification 

of the implementation of the export of goods which can be in the form of 

writing on a form or electronic media. Goods Export Declaration (PEB) is 

made based on complementary customs documents in the form of invoices, 

packing lists and other documents.The first step for making a Goods Export 

Declaration (PEB) is to log in to the Goods Export Declaration (PEB) application 

then click open in the Goods Export Declaration (PEB) section, click new, so the 

author only needs to fill in all the blanks according to the procedure and data he 

needs, including filling in the quantity that the author has prepared in the previous 

manual invoice. 
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Figure 3.19 Process Flow for Making Goods Export Declaration (PEB) 

Source: Process Data, 2023 
 

 

The first step for making a PEB is to log in to the Goods Export Declaration 

(PEB) application then click open in the Goods Export Declaration (PEB) 

section, click new, so the author only needs to fill in all the blanks according 

to the procedure and data he needs, including filling in the quantity that the 

author has prepared in the previous manual invoice. 

 

 

Figure 3.20 Process for Making Goods Export Declaration (PEB) 

Source: Process Data, 2023 

 

 

11. Making Commercial Invoices 

Commercial Invoices aredocuments commonly used in international trade, 

such as exports and imports. The Commercial Invoice in the form of a 

memorandum of understanding detailing the amount of goods sold, the price 

Login to the 

PEB 

Application, 

Click Open in 

the PEB Section 

Fill in the blanks 

according to 

procedures and 

data 

Fill in the 

Quantity 

according to the 

Previous Manual 

Invoice 

Make sure all data is 

complete and filled 

in correctly. 

If the data is ready, 

then click Transfer, 

if the status changes. 

The data is ready to 

be communicated. 



44  

of the goods, and the method of payment will be calculated. A Commercial 

Invoice is a legal document issued by an exporter (seller) to an importer 

(buyer) in an international transaction. This document serves as a contract 

and proof of sale between the buyer and the seller. After ensuring that all 

stock is sufficient, a commercial invoice can be made. The following is a 

Commercial Invoice Production Flowchart. 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 3.21 Flow Chart Create Commercial Invoice 

Source: Processed Data, 2023 

 

After ensuring that all stock is sufficient, a commercial invoice can be made. 

Next, the steps for making a Commercial Invoice, after the author logs in to 
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Issue, and make sure PGI is successful. 

 If successful, text will appear in the green color block. The next step, 

go to the start page and open the T-code VF01 to create a billing document. 

Select the billing type and billing date and enter the document number (DO) 

that has been in the PGI. Then enter. Then click the button  and click the 

Customer tab, fill in the Pre Invoice Number then save. Pay attention to the 

number below the display as a reference for printing Commercial Invoices. 

Next, return to the main menu and open output from billing document Code 

(VF31) to print a Commercial Invoice. Fill in the output type ZCI2 for 

document Commercial Invoice, fill in the billing document, check the 

intercompany billing checklist, then Execute. Then check item and Process, 

then click print preview, make sure all the Quantity numbers are correct, 

then print. Then the creation of a Commercial invoice is complete. 

  

Figure 3.22 Create Commercial Invoice 

Source: Processed Data, 2023 

 

12. Making Detailled Packing List 

The packing list details are Mandatory documents containing descriptions of 

the goods to be shipped. This document also contains details of the type of 
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goods, the dimensions of the goods, the quantity of goods, and the weight of 

the goods. After creating and printing a Commercial Invoice is complete, 

the next step is to create and print a Detailed Packing List. The following is 

the detailed packing list printing process flow. 

 

 

 

 

 

Figure 3.23 Flow Chart for Making Detailed Packing Lists 

Source: Process Data, 2023 

 

After creating and printing a Commercial Invoice is complete, the next step 

is to create and print a Detailed Packing List. the first step, open Change 

Shipment code (VT02N) then fill in the shipment Number, the same number 

on the Pre-Packing List. Then enter. Then check all Execution and Save. 

The second step is to click the shipment tab, click Output, click printer and 

fill in the Output Type with ZPCK and Execute. If a send again screen 

appears then click Yes. In the next screen, click execute and Print Preview. 

If you have confirmed that all the quantities are appropriate, then click the 

print symbol. After the Commercial Invoice and Detailed packing list 

documents are signed and stamped, the documents are scanned. Then it is 

sent to the Buyer via Email. 
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Figure 3.24 Making Detailed Packing Lists Process 

Source: Process Data, 2023 

 

13. Making E-Forms (E-SKA) 

E-Form (E-SKA) Is an electronic Certificate of Origin (SKA) issuance 

system built by the Ministry of Trade for all SKA Issuing Agencies 

(IPSKA). As for the way of manufactureE-Form (E-SKA) is using the e-

SKA system website:http://e-ska.kemendag.go.id/. The following is the 

process of making E-SKA: 
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Figure 3.25 Flow Chart for Create E-SKA 

Source: Processed Data, 2023 
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Stages the first is making E-SKA, namely, logging in to the e-SKA system 

website http://e_ska.kemendag.go.id/ Click Form SKA and select create 

new. Select the SKA form type, select Malaysia for the destination country, 

then select form D. select the recipient of the goods, fill in the company 

name, type KL. Checklist for Countries Not Printed, Enter the name of the 

transportation, Port of loading, Port of unloading, date of departure, upload 

files as requested (BL, PEB, Invoice). After uploading the PEB file, enter 

the FOB value then save. In the Goods Data Section, upload the invoice file 

and the total invoice divided by the middle rate. Then save.  

 Click (+) add goods. In the Packet packages section, enter marks, 

(without marks) quantity, and units. In the Goods section, enter the Hs code. 

In the description section, fill in according to existing records. Enter 

quantity, gross weight, net weight. Fill in the FOB value, the FOB value in 

another exchange, select the FOB note printer. Fill in the cost structure 

section, only fill in sections C, D, and F in accordance with the existing 

format. Then select the goods criteria (WO) Save and Save Goods. Select 

Next Checklist I agree and click preview, and make sure all data is filled in 

correctly. Then click submit application. 

 

http://e_ska.kemendag.go.id/
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Figure 3.26 Create E-SKA Process 

Source: Processed Data, 2023
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3.3 Place of Apprenticeship 

 This Apprenticeship activity is carried out at PT. KLK DUMAI located in 

Datuk Laksamana, Pelindo I Area, Buluh Kasap, Dumai City, Riau, During 

practical work the author was placed in the Logistics Section. The practical work 

time is carried out for 5 (five) months starting from February 6, 2023 to July 5, 

2023. with working days starting from Monday to Saturday. With operational 

working hours starting at 08.00-16.30 WIB.  

 The activities taught by the Logistics Department for the Export of Bulk 

Goods, Bulk Export Goods are export goods in the form of liquid, gas or solid in 

the form of small pieces, powder or granules which are transported without using 

containers or packaging. The schedule for carrying out apprenticeship can be seen 

in table 3.1 below: 

Table 3.1 The Working Schedule of PT.KLK Dumai 

No Day Working hours Agency 

1 Monday to Friday 08:00 to 16:30 PT. KLK Dumai 

2 Saturday 08:00 to 13.00 PT. KLK Dumai 

3 Sunday Day off Day Off 

Source: Processed Datai, 2023 

 

 

3.4 Kind and Description of the Activity 

 Apprenticeship Activities carried out in the Logistics Department in the bulk 

goods export section at PT. KLK Dumai. The activities taught are as follows: 

Making Documents for Work Appointments (SPK), Making Shipping Instructions 

(SI) Documents, Pre Invoice, Pre Packing List, Making 3D Forms, Making Open 

Lock/Seal Documents, Making Notification Documents Goods Readiness (PKB), 

Submission of Samples, Making Manual Invoice, Making Goods Export 

Notifications (PEB), Commercial Invoice, Packing Lists, and E-SKA (CO). 

 The following are the activities carried out by the author during the 

Apprenticeship using the system, website and application module: 
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1. Preparation of  SPK Documents 

SPK (work appointment letter) is an order document to carry out or carry 

out company or agency activities. SPK is addressed to PT. Pelindo Multi 

Terminal Dumai Area. In connection with the plan to manufacture export 

products carried out by PT. KLK Dumai in the Pelindo Multi Terminal 

Dumai Harbor Area. 

 

Figure 3.27 Preparation of SPK Document 

Source: Processed Data, 2023 

2. Making Shipping Instructions (SI) Documents 

Shipping Instruction (SI) is a document provided by the exporter to the 

Agent. The SI contains details of the parties involved, the name of the ship, 

the cargo to be exported, and the amount of cargo or product. Shipping 

Instraction that has been created will be sent to the Agent via email. 

 



52  

 

Figure 3.28 Making Shipping Instraction for Documentation 

Source: Processed Data, 2023 

 

3. Make Pre Invoice by SAP system. 

Pre Invoice is the creation of a temporary billing document because the 

goods received by the buyer will be processed in stages or separately which 

are inputted into an SAP system, where the invoice is based on a purchase 

order. System Analysis and Production Data Processing (SAP) is an 

application used to process company data in managing its resources. 

 

 

Figure 3.29 Making Commercial Invoice By System SAP 
           Source: Processed Data, 2023 
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4. Print Pre-Packing List by SAP System. 

is a packaging document that contains the amount, type and weight of 

exported goods but is temporary, as is the case with a pre-invoice. The Pre-

Packing List is a document that is as important as the Pre-Invoice. 

 

Figure 3.30 Print Pre-Packing List System SAP 

Source: Processed Data, 2023 

 

5. Production of Bulk Export Permit Form (3D) byCustoms website 

Form 3D is a filling form to fill in permit data for the manufacture of export 

goods in bulk form. Making the 3D form is done before submitting the 

lock/seal opening document, Goods Readiness Notification (PKB) 

document, sample submission and Goods Export Notification (PEB) 

submission. Filling in the 3D Form is done on the Customs Website. 

 

 

 

 

 

 

 

 

 

Figure 3.31 Form 3D By Website Direktorat Jendral Customs 

Source: Processed Data, 2023 
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6. Making Documents Open PadlocksorSeals 

The lock/seal open document is a document intended for the purpose of 

loading export goods. Addressed to the KPPBC export hangar of middle 

type customs B Dumai.  

 

Figure 3.32 Making Document Open Lock/Seal 

Source: Processed Data, 2023 
 

7. Preparation of Goods Readiness Notification Documents (PKB) 

Goods readiness notification document (PKB) is a document that is useful 

as a notification of the readiness of exported goods for physical inspection. 

 

Figure 3.33 Preparation Document PKB 

Source: Processed Data, 2023 
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8. Submission of Export Product Samples to Customs 

Submission of samples is the provision of products to be exported to 

Customs, in the form of product samples and supporting documents in the 

form of Notification of Goods Readiness (PKB) documents accompanied by 

3D form documents. To submit a sample, the author must take the product 

at the Laboratory or Quality Assurance (QA)orQuality Control (QC) 

Department according to the Purchase Order contract. After the product is 

taken, then submit the product along with supporting documents to the 

Customs Office in the PT. KLK Dumai. 

  

 

 

 

 

 

 

 

 

 

Figure 3.34 Sample Submission 

Source: Processed Data, 2023 

 
 

 

9. Creating Manual Invoice 

After getting the sounding results from field activities, prepare an Invoice 

Manual. Manual Invoice is a manual recording of product export quantities 

in excel format, where these quantities will later be entered into the SAP 

system. The steps for making a Manual Invoice, enter the quantity according 

to the number on the shipment, enter the price per product. After everything 

is entered, then the final quantity must be reduced by the difference in the 

sounding numbers, the total amount minus the number of soundings can be 

the result of the difference minus the last quantity loaded. Automatically the 
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total in excel changes. 

 

 

 

 

 

 

 

 

 

 

Figure 3.35 Create Invoice Manual 

Source: Processed Data, 2023 

 

 

10. Preparation of Goods Export Declaration (PEB) 

on Mexport application odules owned by Exporters by the Customs Service 

and Supervision Office (KPPBC).Goods Export Declaration (PEB) 

iscustoms documents used for notification of the implementation of the 

export of goods which can be in the form of writing on a form or electronic 

media. PEB is made based on complementary customs documents in the 

form of invoices, packing lists and other documents. 

 

Figure 3.36  PEB By Application module 

Source: Processed Data, 2023 
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11. Making Commercial Invoice by SAP system. 

Commercial Invoices are documents commonly used in international trade, 

such as exports and imports. The Commercial Invoice in the form of a 

memorandum of understanding detailing the amount of goods sold, the price 

of the goods, and the method of payment will be calculated. A Commercial 

Invoice is a legal document issued by an exporter (seller) to an importer 

(buyer) in an international transaction. This document serves as a contract 

and proof of sale between the buyer and the seller. 

 

Figure 3.37  Making Commercial Invoice 

Source: Processed Data, 2023 

 

 

12. Detailed Packing List by SAP System. 

Detailed Packing list isMandatory documents containing descriptions of the 

goods to be shipped. This document also contains details of the type of 

goods, the dimensions of the goods, the quantity of goods, and the weight of 

the goods. 
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Figure 3.38 Making Detailled Packing List By SAP 

Source: Processed Data, 2023 

 

13. Making E-Forms (E-SKA)by e-SKA system website. 

E-Form (E-SKA) Is a system for issuing Certificates of Origin (SKA) or 

known as Certificate of Origin (COO), electronically built by the Ministry 

of Trade for all SKA Issuing Agencies (IPSKA). 

 

 

Figure 3.39 E-SKA By Website E-Ska 

Source: Processed Data, 2023 
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3.4.1 Description of the Activity 

 On the agenda for the first week, they didn't do much apprenticeship 

because they take care of the administration for the apprenticeship and participate 

in safety induction, which is very important for the intern to come and leave 

safely. 

Table 3.2 Agenda of Activities of the Week 1 (February 6th to 11th, 2023) 

No Date and time Name of activity Department 

 

1. 
Mon, February 6 th, 

2023 

SHE Instructions  

Logistics Dept 

 
2. 

 

Tue,February 7 th, 

2023 

1. Activity instructions 

2. Learn what to do 

3. Create E-SKA 

  
Logistics Dept 

3. 
Wed, February 8 th, 

2023 
1. Create Shipping Instruction 
2. Create Document SPK 

Pelindo 
3. Create Pre Invoice 
4. Create Pre Packing List 
5. Create 3D 
6. Create PKB. 
7. Create Document open the 

lock 

Logistics Dept 

 

4. 
Thu, February 9 th, 

2023 

1. Print documents 3D,PKB 
2. Deliver letters to the field 
3. Take samples 
4. Submission of samples 

 

Logistics Dept 

5. Fri, February 10 th, 

2023 

1. View sound results 
2. Create invoices manually 
5. Create PEB 

Logistics Dept 

6. 
Sat, February 11 th, 

2023 

1. Create invoices 
2. Create packing list 

Print and scan documents 

Logistics Dept 

Source: Processed Data, 2023 

 

 The agenda of activities or work that the author did during apprenticeship at 

PT.KLK Dumai Second Week (13 - 17 March 2023) can be seen in table 3.3 

below: 
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Table 3.3 Agenda of Activities of the Week 2 (March 13thto 17th, 2023)  

No Date and Time Name of activity Department 

 

1. 
Mon, February 13 th, 

2023 

1. Create E-SKA 

2. Print and Scan Document. 

 

Logistics Dept 

 
2. 

 

Tue,February 14 th, 

2023 

1. Create SPK Pelindo 

2. Create Document open the 

lock 

3. Create Shipping Instruction 

4. Pre Invoice 

5. Pre Packing List 

6. Print and Scan Documents 

7. Create 3D 

8. Create PKB. 

 
Logistics Dept 

3. 
Wed, February 15 th, 

2023 
1. Print documents 
2. Deliver letters to the field 
3. Take samples 

4. Submission of samples 

Logistics Dept 

 

4. 
Thu, February 16 th, 

2023 

1. View sound results 
2. Create invoices manually 
3. Create PEB 

 

Logistics Dept 

5. 
Fri, February 17 th, 

2023 
1. View sound results 
2. Create invoices manually 
3. Create PEB 

Logistics Dept 

Source: Processed Data, 2023 

 

The agenda of activities or work that the author did during apprenticeship at 

PT.KLK Dumai Third Week (20 to 25 March 2023) can be seen in table 3.4 

below: 

 

Table 3.4 Agenda of Activities of the Week 3 (March 20thto 25th, 2023) 

No Date and time Name of activity Department 

 

1. 
Mon, February 20 th, 

2023 

1. View the results of the sounding 
2. Create invoices 
3. Create packing list 
4. Print and scan documents 

 

Logistics Dept 

 
2. 

 

Tue,February 21 th, 2023 

1. Create invoices 
2. Create packing list 
3. Print and scan documents. 

 
Logistics Dept 

3. 
Wed, February 22 th, 

2023 
1. Create E-Ska 

2. Print Document. 
Logistics Dept 

 

4. 
Thu, February 23 th, 

2023 

1. Create SPK Pelindo 

2. Create Document open the lock 

3. Create Shipping Instruction 

4. Pre Invoice 

 

 

Logistics Dept 

5. 
Fri, February 24 th, 

2023 
1. Print documents 
2. Deliver letters to the field 

Logistics Dept 
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No Date and time Name of activity Department 

 
 3. Pre Packing List 

4. Print and Scan Documents 

5. Create 3D 

6. Create PKB 
 

 

6. 
Sat, February 25 th, 

2023 
1. View sound results 
2. Create invoices manually 
3. Create PEB 

Logistics Dept 

Source: Processed Data, 2023 

 

 

 Agenda of activities or work that the author did during apprenticeship at 

PT.KLK Dumai The Fourth Week (27 to 25 March 4) can be seen in table 3.5 

below: 

Table 3.5 Agenda of Activities of the Week 4 (March 27th to 4th, 2023) 

No Date and time Name of activity Department 

1. 
Monday, February 27 

th, 
2023 

1. Print and scan documents 
 Logistics Dept 

 

2. Tuesday, February 

28 th, 2023 

1. Create invoices 
2. Create packing list 
3. Print and scan documents 

 

Logistics Dept 

3. 
Wednesday, March 1 

th, 2023 

1. Create E-Ska 
Logistics Dept 

4. 

Thursday, March 
2 th, 2023 

1. Create SPK Pelindo 

2. Create Document open the lock 

3. Create SI 

4. Pre Invoice 

5. Pre Packing List 

6. Print and Scan Documents 

7. Create 3D 

8. Create PKB  

 

Logistics Dept 

5. 
Friday, March 3 th, 

2023 

1. Take samples 
2. Submission of samples Logistics Dept 

6. Saturday, March 4 th, 

2023 

1. View sound results 
2. Create invoices manually 
3. Create PEB 

Logistics Dept 

Source: Processed Data, 2023 

 

 

 Agenda of activities or work that the author did during apprenticeship at 

PT.KLK Dumai for the fifth week (6 March to 11 March 2023) can be seen in 

table 

3.6 below: 



62  

Table 3.6 Agenda of Activities of the Week 5 (March 6th to March 11th, 

2023) 

No Date and time Name of activity Department 

1. 
Monday, March 6 th, 

2023 
1. Create invoices 
2. Create packing list 
3. Print and scan documents 

Logistics Dept 

2. 
Tuesday, March 7 th, 

2023 
1. Create E-ska 

2. Print and scan doc. Logistics Dept 

3. 
Wednesday, March 

8 th, 2023 
1. Print and scan documents 

2. Photocopy of documents. Logistics Dept 

4. 
Thursday, March 

9 th, 2023 
1. Scan documents 
2. Photocopy 
3. Deliver documents to staff. 

Logistics Dept 

5. 
Friday, April 10 th, 

2023 
1. Print and scan documents. 

Logistics Dept 

6. Saturday, April 11 th, 1. Create SPK Pelindo 

2. Create Document open the 

lock 

3. Create SI 

4. Pre Invoice 

5. Pre Packing List 

6. Print and Scan Documents 

7. Create 3D 

8. Create PKB 

Logistics Dept 

Source: Processed Data, 2023 
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 Agenda of activities or work that the author did during apprenticeship at 

PT.KLK Dumai for the Sixth Week (13 to 18 March 2023) can be seen in table 

3.7 below: 

Table 3.7 Agenda of Activities of the Week 6 (March13th to 18th, 2023) 

No Date and time Name of activity Department 

1. 
Monday, March 13 th, 

2023 
1. Print documents 
2. Deliver letters to the field 

 
Logistics Dept 

2. 
Tuesday, March 14 th, 

2023 
1. Take samples 
2. Submission of samples 
3. Print documents. 

Logistics Dept 

 

3. 
Wednesday, March 

15 th, 2023 

1. Create invoices manually 
2. Create PEB 

 

Logistics Dept 

 

4. 
Thursday, March 

16 th, 2023 

1. Print Documents. 
2. Create invoices manually 

3. Create PEB 

 

Logistics Dept 

5. 
Friday, March 17 th, 

2023 
1. Create invoices 
2. Create packing list 
3. Print and scan documents 

Logistics Dept 

6. 
Saturday, March 18 th, 

2023 
1. Create invoices 
2. Create packing list 
3. Print and scan documents 
4. Create E-SKA 

Logistics Dept 

Source: Processed Data, 2023 

 

 The agenda of activities or work that the author did during apprenticeship at 

PT.KLK Dumai Seventh Week (20 to 25 March 2023) can be seen in table 3.8 below: 

Table 3.8 Agenda of Activities of the Week 7 (April 20th to 25th, 2023) 

No Date and time Name of activity Department 

 
1. 

 

 

Monday, March 20 th, 

2023 

 

1. Create SPK Pelindo 

2. Create SI 

3. Create Pre Invoice 

4. Create Packing List 

5. Print and scan documents 

6. Create 3D Forms 

 
Logistics Dept 

 
2. 

 

 

Tuesday, March 21 th, 

2023 

1. Create document Open the 
padlock/seal 

2. Create PKB documents 
3. Print documents 

 

 
Logistics Dept 

 
3. 

 

wednesday,march 

22th, 2023 

1. Take samples 
2. Print and scan documents 
3. Submit the padlock opening 

document to the field party 
4. Submission of samples to the BC 

 
Logistics Dept 
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No Date and time Name of activity Department 

 
4. 

 

Thursday, March 23 th, 

2023 

 

1. View the results of the sound 
2. Create invoices manually 
3. Create PEB 

 

 
Logistics Dept 

5. 

 

 
Friday, March 24 th, 

2023 

1. Create invoices 

2. Create packing list 

3. Print and scan Documents. 
Logistics Dept 

6. Saturday, March 25 th, 
2023 

1. Create e-ska 
2. Print and scan documents 

Logistics Dept 

Source: Processed Data, 2023 

 

 Agenda of activities or work that the author did during apprenticeship at PT.KLK 

Dumai for the Eighth Week (27 to 31 March 2023) can be seen in table 3.9 below: 

Table 3.9 Agenda of Activities of the Week 8 (April 27th to 31th, 2023) 

No Date and time Name of activity Department 

 

1. 

Monday, March 27 th, 

2023 

1. Create SPK Pelindo 

2. Create Document open the 

lock 

3. Create SI 

4. Create Pre Invoice 

5. Create Pre Packing List 

6. Print and Scan Documents 

7. Create 3D 

8. Create PKB 

 

Logistics Dept 

 
2. 

Tuesday, March 28 th, 

2023 

1. Print document Open the 
padlock/seal 

2. Print PKB documents 
3. 3d printing 
4. Submit the padlock opening 

document to the field party. 

 
Logistics Dept 

 

3. 

Wednesday, March 

29 th, 2023 

1. Take samples 
2. Print and scan documents 
3. Submission of samples to the 

BC 

 

Logistics Dept 

 
4. 

Thursday, March 30 th, 

2023 

1. View the results of the sound 
2. Create invoices manually 
3. Create PEB 

 

Logistics Dept 

 
5. 

Friday, March 31th, 

2023 

1. Create invoices manually. 
2. Create PEB. 

 
 

Logistics Dept 

Source: Processed Data, 2023 
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 Agenda of activities or work that the author did during apprenticeship at 

PT.KLK Dumai for the Ninth Week (1 to 8 April 2023) can be seen in table 3.10  

below: 

Table 3.10 Agenda of Activities of the Week 9 (April 1th to 8th, 2023) 

No Date and time          Name of activity Department 

 
 

1. 

 
Saturday, April 1 th, 

2023 

1. Create invoices 

2. Create packing list 

3. Print and scan Documents. 

 
 

Logistics Dept 

 
2. 

 

Monday, April 3 th, 

2023 

1. Create invoices 

2. Create packing list 

3. Print and scan Documents. 
 

Logistics Dept 

 

3. 
Tuesday,April 4 th, 

2023 

Sick 
 

Logistics Dept 

4. Wednesday, April 5 th, 
2023 

1. Create SPK Pelindo 

2. Create Document open the 

lock 

3. Create SI 

4. Create Pre Invoice 

5. Create Pre Packing List 

6. Print and Scan Documents 

7. Create 3D 

8. Create PKB 
 

Logistics Dept 

 

 

 

5. Tuesday, April 6th, 2023 1. Print document Open the 
padlock/seal 

2. Print PKB documents 
3. 3d printing 
4. Submit the padlock 

opening document to the 
field party. 

Logistics Dept 

 
 

6. 
  

Saturday, April 8th, 
2023 

1. Print and scan 
documents. 

2. Photocopy of 
documents. 

Logistics Dept 

 
 

Source: Processed Data, 2023 

 
 Agenda of activities or work that the author did during apprenticeship at 

PT.KLK Dumai for the Ten Weeks (10 to 15 April 2023) can be seen in table 3.11      

below: 
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Table 3.11 Agenda of Activities of the Week 10 (May 10th to 15th, 2023) 

No Date and time Name of activity Department 

 
1. 

 
Monday, April 10th, 

2023 

1. Take a sample in the lab 
2. Submission of samples. 
3. 3D printing and PKB 

 
 

Logistics Dept 

 
2. 

 
Tuesday, April 11th, 

2023 

1. View the results of the sound 
2. Create invoices manually 
3. Create PEB 

 

 
Logistics Dept 

 
3. 

Wednesday, April 
12th, 2023 

1. Create invoices 

2. Create packing list 

3. Print and scan invoices and 

packing lists. 

 
Logistics Dept 

4. 
Tuesday, April 13th, 

2023 
1. Create e-ska 
2. Print and scan documents 

Logistics Dept 

5. 

Friday, April 14th, 
2023 

1. Create SPK Pelindo 

2. Create Document open the 

lock 

3. Create SI 

4. Create Pre Invoice 

5. Create Pre Packing List 

6. Print and Scan Documents 

7. Create 3D 

8. Create PKB 

Logistics Dept 

6. 
 

Saturday, April 15th, 
2023 

1. Print document Open the 
padlock/seal 

2. Print PKB documents 
3. 3d printing 
4. Submit the padlock opening 

document to the field party. 

Logistics Dept 

Source: Processed Data, 2023 

 

 Agenda of activities or work that the author did during apprenticeship at 

PT.KLK Dumai for the Eleven Week (17 to 19 April 2023) can be seen in table 

3.12 below: 

Table 3.12 Agenda of Activities of the Week 11 (April 17th to 19th, 2023) 

No Date and time Name of activity Department 

 
1. 

 
Monday, April 17th, 

2023 

 
1. SAP updating meetings 

 
 
Logistics Dept 

 
2. 

 
Tuesday, April 18th, 

2023 

1. Take a sample in the lab 
2. 3D printing and PKB 
3. Submission of samples. 

 

 
Logistics Dept 

 
3. 

Wednesday, April 
19th, 2023 

1. Print and scan 
documents. 

 
Logistics Dept 

Source: Processed Data, 2023 

 

 Agenda of activities or work that the author did during apprenticeship at 

PT.KLK Dumai for the Twelfth Week (20 to 29 April 2023) can be seen in table 
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below: 

Table 3.13 Agenda of Activities of the Week 12 (April 20th to 29th, 2023) 

No Date and time Name of activity Department 

1. 
Thursday, April 20 th, 

2023 
 

 

 

 

 

Eid Al-Fitr 

Logistics Dept 

2. 
Friday, April 21 th, 

2023 Logistics Dept 

3. 
Monday, April 24 th, 

2023 Logistics Dept 

4. 
Tuesday, April 25 th, 

2023 Logistics Dept 

5. 
Wednesday, April 26 

th, 2023 
Logistics Dept 

6. 
Thursday, April 27 th, 

2023 
Logistics Dept 

7. 
Friday, April 28 th, 

2023 
Logistics Dept 

8. 
Saturday, April 29 th, 

2023 

0 

Logistics Dept 

Source: Processed Data, 2023 

  

 Agenda of activities or work that the author did during apprenticeship at 

PT.KLK Dumai The Thirteenth Week (2 to 6 May 2023) can be seen in table 

below: 

Table 3.14 Agenda of Activities of the Week 13 (May 2th to 6th, 2023) 

No Date and time Name of activity Department 

 
 

1. 

 
 

Tuesday, May 2 th, 

2023 

1. Create SPK Pelindo 

2. Create Document open the lock 

3. Create SI 

4. Create Pre Invoice 

5. Create Pre Packing List 

6. Print and Scan Documents 

7. Create 3D 

8. Create PKB. 

 
 

Logistics Dept 

 
2. 

 

 

Wednesday, May 

3 th, 2023 

1. Print document Open the 
padlock/seal 

2. Print PKB documents 
3. 3d printing 
4. Submit the padlock opening 

document to the field party 

 
Logistics Dept 

 

3. 

Thursday, May 4 

th, 2023 

1. Print and scan documents. 
 

Logistics Dept 

4. 

Friday, May 5 th, 
2023 

1. Take a sample in the lab 
2. 3D printing and PKB 
3. Submission of samples. 

Logistics Dept 
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No Date and time Name of activity Department 

5. 
Saturday, May 6 

th, 2023 

1. View the results of the sound 
2. Create invoices manually 

Create PEB 

 

Logistics Dept 

Source: Processed Data, 2023 

 

 The agenda of activities or work that the author did during apprenticeship at 

PT KLK Dumai fourteen Weeks (8 to 13 May 2023) can be seen in the table 

below: 

Table 3.15 Agenda of Activities of the Week 14 (May 8th to 13th, 2023) 

No Date and time Name of activity Department 

 

1. 

Monday, May 8 th, 

2023 

1. Create invoices 

2. Create packing list 

3. Print and scan invoices 

and packing lists. 

 

Logistics Dept 

 

2. 

Tuesday, May 9 th, 

2023 

1. Create E-SKA 
 

Logistics Dept 

3. 

Wednesday, May 10 th, 
2023 

1. Create SPK Pelindo 

2. Create Document open 

the lock 

3. Create SI 

4. Create Pre Invoice 

5. Create Pre Packing List 

6. Print and Scan 

Documents 

7. Create 3D 

8. Create PKB. 

Logistics Dept 

4. 
Thursday, May 11 th, 

2023 

1. Print documents. 
Logistics Dept 

 

5. 

 

Friday, May12 th, 2023 

1. Print document Open 
the padlock/seal 

2. Print PKB documents 
3. 3d printing 
4. Submit the padlock 

opening document to 
the field party. 

 

Logistics Dept 

6. 

Saturday, May 13 th, 2023 1. Take a sample in the lab 
2. 3D printing and PKB 
3. Submission of samples. 

 

Logistics Dept 

Source: Processed Data, 2023 

 

 The agenda of activities or work that the author did during apprenticeship at 

PT.KLK Dumai Fifteenth Week (15 to 20 May 2023) can be seen in the table 

below: 
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Table 3.16 Agenda of Activities of the Week 15 (May 15th to 20th, 2023) 

No Date and time Name of activity Department 

 
1. 

 

Monday, May 15 th, 

2023 

1. Print and scan documents. 
2. Photocopy of Documents. 
3. Deliver files to staff 

 
Logistics Dept 

No Date and time Name of activity Department 

2. 

 
Tuesday, May 16 th, 

2023 

1. View the results of the sound 
2. Create invoices manually 
3. Create PEB 

 

Logistics Dept 

3. 

Wednesday, May 17 

th, 2023 

1. Print documents. 

Logistics Dept 

4. 

Thursday, May 18 

th, 2023 

1. Create invoices 

2. Create packing list 

3. Print and scan invoices and 

packing lists. 

 

Logistics Dept 

5. 

Friday, May 19 th, 

2023 

1. Create invoices 

2. Create packing list 

3. Print and scan invoices and 

packing lists. 

 

Logistics Dept 

6. 
Saturday, May 20 

th, 2023 

1. Create E-SKA 

2. Print and scan documents. Logistics Dept 

Source: Processed Data, 2023 

 

Agenda of activities or work that the author did during apprenticeship at PT. KLK 

Dumai for the Sixteenth Week (22 to 27 May 2023) can be seen in table 3.17 below: 

Table 3.17 Agenda of Activities of the Week 16 (May 22th to 27th, 2023) 

No Date and time Name of activity Department 

 
1. 

Monday, May 22 th, 2023 1. Create Document open the 

lock 

2. Create SI 

3. Create Pre Invoice 

4. Create Pre Packing List 

5. Print and Scan Documents 

6. Create 3D 

7. Create PKB. 

 
Logistics Dept 

 
2. 

Tuesday, May 23 th, 2023 1. Print document Open the 
padlock/seal 

2. Print PKB documents 
3. 3d printing 
4. Hand over the unlocked 

document 

 
Logistics Dept 
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No Date and time Name of activity Department 

3. 

Wednesday,  

May 24 th, 2023 

Sick 

Logistics Dept 

4. 

Thursday, May 25 th, 

2023 

1. Take a sample in the lab 
2. 3D printing and PKB 
3. Submission of samples. 

 

Logistics Dept 

5. 
Friday, May 26 th, 2023 1. View the results of the sound 

2. Create invoices manually 
3. Create PEB 

Logistics Dept 

   6. 
Saturday, May 27 th, 2023 1. Create invoices manually 

Create PEB Logistics Dept 

Source: Processed Data, 2023 

 The agenda of activities or work that the author did during apprenticeship at 

PT.KLK Dumai Seventeenth Week (29 to 3 June 2023) can be seen in table 3.18 

below: 

Table 3.18 Agenda of Activities of the Week 17 (May 29th to June 3th, 2023) 

No Date and time Name of activity Department 

 

1. 

Monday, May 29 th, 2023 
1. create Invoices 
2. create Packing list 
3. print and scan documents 

 

 

Logistics Dept 

2. 

 

Tuesday, May 30 th, 2023 

1. create Invoices 
2. create Packing list 
3. print and scan documents 

 

 
Logistics Dept 

3. 

 

Wednesday,May 31 

th, 2023 

1. Print and scan documents 
2. Create E-ska  

Logistics Dept 

 

4. 

Thursday , June 2 th, 

2023 

1. Create spk Pelindo 

2. Create Shipping 

Instruction 

3. Create pre-invoice 

4. Create pre-packing list 

5. Print and scan documents 

6. Create 3D Forms 

7. Create document open the 

padlock 

8. Create PKB Documents 

 

Logistics Dept 

5. 

Friday, June 3 th, 2023 
1. 3D printing 

2. Print document Open 

Padlock 

3. Print PKB document 

4. Take a sample in the lab 

5. Submit a sample to the BC 

6. Submit a padlock open  

Logistics Dept 

Source: Processed Data, 2023 
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 The agenda of activities or work that the author did during apprenticeship at 

PT.KLK Dumai for the Eighteenth Week (5 to 10 June 2023) can be seen in table 

3.19 below: 

Table 3.19 Agenda of Activities of the Week 18 (June 5th to 10th, 2023) 

No Date and time Name of activity Department 

   1. 
Monday, June 5 th, 

2023 

1. View sound results 
2. Create invoices Manually 
3. Create PEB 

 

Logistics Dept 

  2. 
Tuesday, June 6 th, 

2023 

1. Create Invoices 
2. Create Packing List 
3. Print and scan Documents 

 

Logistics Dept 

 3. 

 

Wednesday,June 

7 th, 2023 

1. Create invoices Manually 
2. Create PEB  

Logistics Dept 

  4. 

 

Thursday, June 8 th, 

2023 

1. Create Invoices 
2. Create Packing List 

 

 
Logistics Dept 

5. 
Friday, June 9 th, 2023 1. Create E-SKA 

Logistics Dept 

6. 
Saturday, June 10 th, 

2023 

1. Refresh Safety Training 
Logistics Dept 

Source: Processed Data, 2023 

 

 

 The agenda of activities or work that the author did during apprenticeship at 

PT.KLK Dumai for the Nineteenth Week (12 to 17 June 2023) can be seen in the 

table 3.20 below: 

Table 3.20 Agenda of Activities of the Week 19 (June 12th to 17th, 2023) 

No Date and time Name of activity Department 

 

1. 

Monday, June 12 th, 

2023 

1. Create spk Pelindo 

2. Create SI 

3. Create pre-invoice 

4. Create pre-packing list 

5. Print and scan 

documents 

6. Create 3D Forms 

7. Create document open 

the padlock 

8. Create PKB 

Documents. 

 

Logistics Dept 

 

2. 

Tuesday, June 13 th, 

2023 

1. 3D printing 

2. Print document Open 

Padlock 

3. Print PKB document 

4. Take a sample in the 

 

 

Logistics Dept 
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No Date and time Name of activity Department 

  

5. Submit a sample to the 

BC 

6. Submit a padlock open 

document to the field. 

 

3. Wednesday,June 14 th, 

2023 

1. View sound results 
2. Create invoices Manually 

Create PEB 
Logistics Dept 

 
4. 

Thursday, June 15 th, 

2023 

1. Create Invoices 
2. Create Packing List 

Print and scan Documents 

 
Logistics Dept 

   5. 
Friday, June 16 th, 2023 1. Create Invoice and 

Pcking list part 2. 
2. Print and scan documents. 

Logistics Dept 

   6. 
Saturday, June 17 th, 

2023 

1. Create E-Ska. 
 Logistics Dept 

Source: Processed Data, 2023 

 

 Agenda of activities or work that the author did during 

apprenticeship at PT.KLK Dumai for the twenty Weeks (19 to 24 June 

2023) can be seen in table 3.21 below: 

Table 3.21 Agenda of Activities of the Week 20 (June 19th to 24th, 2023) 

No Date and time Name of activity Department 

 

1. 

Monday, June 19 th, 

2023 

1. Print and scan 

Documents. 

 

 

Logistics Dept 

 

2. 
Tuesday, June 20th, 

2023 

Sick  

Logistics Dept 

 
3. 

Wednesday, 

June 21 th, 2023 

Sick  
Logistics Dept 

 
4. 

Thursday, June 22 th, 

2023 

1. Create spk Pelindo 

2. Create SI 

3. Create pre-invoice 

4. Create pre-packing list 

5. Print and scan 

documents 

6. Create 3D Forms 

7. Create document open 

the padlock 

8. Create PKB 

Documents 

 
Logistics Dept 

5. 

Friday, June 23 th, 

 2023 

1. 3d printing 
2. Print document Open 

Padlock 

3. Print PKB document 

4. Take a sample in the 

lab 

5. Submit a sample to the  

Logistics Dept 
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No Date and time Name of activity Department 

  

6. BC 
Submit a padlock open 
document to the field. 

 

6. 
Saturday, June 24 th, 

2023 

1. View sound results 
2. Create invoices Manually 
3. Create PEB 

Logistics Dept 

  Source: Processed Data, 2023 

 

 Agenda of activities or work that the author did during apprenticeship at PT.KLK 

Dumai for the twenty one Week (26 to 28 June 2023) can be seen in table 3.22 below: 

Table 3.22 Agenda of Activities of the Week 21 (June 26th to 28th, 2023) 

No Date and time Name of activity Department 

 

1. 

Monday, June 26 th, 

2023 

1. Create Invoices 
2. Create Packing List 
3. Print and scan Documents 
4. Create E-Ska 

 

Logistics Dept 

 

2. 

Tuesday, June 27 th, 

2023 

1. Scan documents. 

2. Transfer files 

3. Photocopy of 

document. 

 

Logistics Dept 

 
3. 

 

Wednesday,June 

28 th, 2023 

1. Create spk Pelindo 

2. Create Shipping 

Instruction 

3. Create pre-invoice 

4. Create pre-packing list 

5. Print and scan 

documents 

6. Create document open 

the padlock 

7. Create PKB 

Documents 

 
Logistics Dept 

Source: Processed Data, 2023 
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 Agenda of activities or work that the author did during apprenticeship at 

PT.KLK Dumai for the last Week (3 to 5 July 2023) can be seen in table 3.23 

below: 

Table 3.23 Agenda of Activities of the Week 22 (July 3th to 5th, 2023) 

No Date and time Name of activity Department 

 

1. 
Monday, July 3 th, 

2023 

1. Print and scan 

documents. 
 

Logistics Dept 

 

2. 

Tuesday, July 4 th, 

2023 

1. Create 3D Forms. 
2. 3d printing 

3. Print document Open 

Padlock 

4. Print PKB document 

5. Take a sample in the 

lab. 

 

Logistics Dept 

 
3. 

 

Wednesday,July 5 

th, 2023 

1. Submit a sample to the 

BC. 

2. Submit a padlock open 

document to the field. 
 

 
Logistics Dept 

Source: Processed Data, 2023 

 

3.5 Obstacle and Solution 

3.5.1 Obstacle 

 The obstacle that the author get while did the Apprenticeship Report at PT. 

KLK Dumai are: 

1. Obstacles when accessing systems such as the SAP system, and module 

applications, and customs websites. 

2. When you want to create system-based documents and module websites, the 

problem is a bad or disrupted customs network which results in delays in the 

creation of documents such as 3D documents, E-ska, and PEB. 

3. When you want to input invoices and packing lists in SAP. For example, 

there is not enough stock in the system, so collection is hampered. 
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3.5.2  Solution 

 The Solution for the obstacles that the authorget while did the 

Apprenticeship, we hope that on the nest periot are :  

The logistics party confirms in advance with related parties such as the Customs 

and Production parties, for the preparation of documents so that the production of 

these documents can be carried out without any problems and ready on time 
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CHAPTER IV 

CONCLUSION AND SUGGESTION 

 

 

4.1 Conculation 

 The conclusion of the Apprenticeship that the author made is as follows: 

1. This Apprenticeship activity is carried out at PT. KLK DUMAI located in 

Datuk Laksamana, Pelindo I Area, Buluh Kasap, Dumai City, Riau, During 

practical work the author was placed in the Logistics Section. The practical 

work time is carried out for 5 (five) months starting from February 6, 2023 

to July 5, 2023. with working days starting from Monday to Saturday. 

2. Bulk Export Goods are export goods in the form of liquid, gas or solid in the 

form of small pieces, powder or granules which are transported without 

using containers or packaging. 

3. In making export documents for bulk goods, there are several documents 

that need to be prepared by the author, namely work appointment 

documents, shipping instructions, pre invoices, pre packing lists, 3D forms, 

unlock/seal documents, notification of goods readiness (PKB), submission 

of samples to Customs and Excise. , Manual Invoice, Goods Export 

Notification Document, Commercial Invoice, Detailed Packing List, and E-

Form (E-SKA). 

 

4.2 Suggestion 

 After Doing apprenticeship at PT. KLK Dumai, there are several Sugestions 

namely:  

1. Suggestions from the practical work report are to increase the effectiveness 

and efficiency of bulk goods export activities in the Logistics Department so 

that the timeliness of processing and communication between parties 
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involved in the management and preparation of bulk goods export 

documents. Export staff must carry out all procedural provisions that have 

been agreed upon by the head of the logistics department and other related 

staff so that they can build good, communicative relationships, perform 

more effectively, efficiently and be able to achieve goals. Export staff must 

continue to attend training to deepen the procedures for each flow of export 

activities correctly in accordance with the applicable regulations, and be 

able to know the documents needed in export activities in a structured and 

correct manner. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

78 

 

REFERENCES 

 

PT.Kuala Lumpur Kepong (KLK) Dumai Profile, https://www.klkoleo.com/pt-

klk-dumai/ ; accessed on May 2023 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.klkoleo.com/pt-klk-dumai/
https://www.klkoleo.com/pt-klk-dumai/


 

79 

 

ATTACHMENT 

 

 
Appendix 1 : Statement Letters 
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Appendix 2 : Apprenticeship Acceptance Letter 
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Appendix 3 : List of Attendance  
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Appendix 4 : Apprenticeship Assessment Sheet 
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Appendix 5 : Apprenticeship Certificate 
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Appendix 6 : Daily Apprenticeship Activities 

 

 

DAILY ACTIVITIES 

OF THE APPRENTICESHIP 

 
DAY  : Thursday - Saturday 

DATE  : February 6th - 11th  2023 

 

 

 

 

 

 

 

 

 

No DESCRIPTION OF ACTIVITIES 
TASK 

ASSIGNOR 
SIGNATURE 

1. SHE Instructions 

 

 

2. 

1. Activity instructions 

2. Learn what to do 

3. Create E-SKA 

3. 

1. Create Shipping Instruction 
2. Create Document SPK Pelindo 
3. Create Pre Invoice 
4. Create Pre Packing List 
5. Create 3D 
6. Create PKB. 
7. Create Document open the lock 

4. 

1. Print documents 3D,PKB 
2. Deliver letters to the field 
3. Take samples 
4. Submission of samples 

5. 

1. View sound results 
2. Create invoices manually 
3. Create PEB 

6. 

1. Create invoices 
2. Create packing list 
3. Print and scan documents 

Company Advisory Notes : 
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No WORKING EXPLANATION 

1. Create SPK 

 

 

SPK (work appointment letter) is an order 

document to carry out or carry out company 

or agency activities. SPK is addressed to 

PT. Pelindo Multi Terminal Dumai Area. 

 

 

DAILY ACTIVITIES 

OF THE APPRENTICESHIP 

 
DAY  : Thursday - Friday 

DATE  : February 13th - 17th  2023 

No DESCRIPTION OF ACTIVITIES 
TASK 

ASSIGNOR 
SIGNATURE 

1. 
1. Create E-SKA 
2. Print and Scan Document. 

 

 

2. 

1. Create SPK Pelindo 

2. Create Document open the lock 

3. Create Shipping Instruction 

4. Pre Invoice 

5. Pre Packing List 

6. Print and Scan Documents 

7. Create 3D. 

8. Create PKB. 

3. 

1. Print documents 
2. Deliver letters to the field 
3. Take samples 
4. Submission of samples 

4. 

1. View sound results 
2. Create invoices manually 
3. Create PEB 

5. 

1.    View sound results 
2.    Create invoices manually 
3.    Create PEB. 
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No WORKING EXPLANATION 

1. Create Shipping Instruction (SI) 

 

 

Shipping Instruction (SI) is a document 

provided by the exporter to the Agent. 

The SI contains details of the parties 

involved, the name of the ship, the 

cargo to be exported, and the amount 

of cargo or product. 

 

DAILY ACTIVITIES 

OF THE APPRENTICESHIP 

 
DAY  : Thursday - Saturday 

DATE  : February 20th -  25th  2023 

Company Advisory Notes : 

 

 

 

No DESCRIPTION OF ACTIVITIES 
TASK 

ASSIGNOR 
SIGNATURE 

1. 

1. View the results of the sounding 
2. Create invoices 
3. Create packing list 
4. Print and scan documents 

 

 

2. 

1. Create invoices 
2. Create packing list 
3. Print and scan documents. 

3. 
1. Create E-Ska 

2. Print Document. 

4. 

1. Create SPK Pelindo 

2. Create Document open the lock 

3. Create Shipping Instruction 

4. Pre Invoice 

5. Pre Packing List 

6. Print and Scan Documents 

7. Create 3D 

8. Create PKB. 

5. 
1. Print documents 
2. Deliver letters to the field 
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No WORKING EXPLANATION 

1. Create Pre-Invoice 
Pre Invoice is the creation of a 

temporary billing document that is 

inputted into a SAP system, where 

the invoice is based on a purchase 

order. SAP or System Analysis and 

Production Data Processing is an 

application used to process company 

data in managing its resources. 

 

 

DAILY ACTIVITIES 

OF THE APPRENTICESHIP 

 
DAY  : Thursday - Saturday 

DATE  : February 27th - March 4th  2023 

3. Take samples 
4. Submission of samples 

6. 

1. View sound results 
2. Create invoices manually 
3. Create PEB. 

Company Advisory Notes : 

 

 

 

No DESCRIPTION OF ACTIVITIES 
TASK 

ASSIGNOR 
SIGNATURE 

1. 1. Print and scan documents. 

 

 

2. 

1. Create invoices 
2. Create packing list 
3. Print and scan documents 

3. 1. Create E-Ska 

4. 

1. Create SPK Pelindo 

2. Create Document open the lock 

3. Create SI 

4. Pre Invoice 

5. Pre Packing List 

6. Print and Scan Documents 

7. Create 3D 

8. Create PKB. 
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No WORKING EXPLANATION 

1. Create Pre-Packing List 

 

 

The Pre-Packing List is a packaging 

document that contains the quantity, type 

and weight of the exported goods but is 

temporary, as is the case with the Pre-

Invoice. The Pre-Packing List is a document 

that is as important as the Pre-Invoice. 

 

 

DAILY ACTIVITIES 

OF THE APPRENTICESHIP 

 
DAY  : Thursday - Saturday 

DATE  : March 6th - March 11th  2023 

5. 

1. Print documents 
2. Deliver letters to the field 
3. Take samples 
4. Submission of samples 

6. 

1. View sound results 
2. Create invoices manually 
3. Create PEB 

Company Advisory Notes : 

 

 

 

No DESCRIPTION OF ACTIVITIES 
TASK 

ASSIGNOR 
SIGNATURE 

1. 

1. Create invoices 
2. Create packing list 
3. Print and scan documents 

 

 

2. 
1. Create E-ska 

2. Print and scan doc. 

3. 
1. Print and scan documents 

2. Photocopy of documents. 

4. 

1. Scan documents 
2. Photocopy 
3. Deliver documents to staff. 
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No WORKING EXPLANATION 

1. Create 3D Document 

 

 

Form 3D is a filling form to fill in permit 

data for the manufacture of export goods in 

bulk form. Making the 3D form is done 

before submitting the lock/seal opening 

document, Goods Readiness Notification 

(PKB) document, sample submission and 

Goods Export Notification (PEB) 

submission. 

 

 

DAILY ACTIVITIES 

OF THE APPRENTICESHIP 

 
DAY  : Thursday - Friday 

DATE  : March 13th - March 18th  2023 

5. 1.    Print and scan documents. 

6. 

1. Create SPK Pelindo 

2. Create Document open the lock 

3. Create SI 

4. Pre Invoice 

5. Pre Packing List 

6. Print and Scan Documents 

7. Create 3D. 

8. Create PKB. 

Company Advisory Notes : 

 

 

 

No DESCRIPTION OF ACTIVITIES 
TASK 

ASSIGNOR 
SIGNATURE 

1. 
1. Print documents 
2. Deliver letters to the field. 

 

 

2. 

1. Take samples 
2. Submission of samples 
3. Print documents. 
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No WORKING EXPLANATION 

1. Submission of samples 

 

 

Submission of samples is the provision of 

products to be exported to Customs, in the 

form of product samples and supporting 

documents in the form of Notification of 

Goods Readiness (PKB) documents 

accompanied by 3D form documents. To 

submit a sample, the author must take the 

product at the Laboratory or QUALITY 

ASSURANCE (QA)orQUALITY 

CONTROL (QC)Department according to 

the PO contract. 

 

 

DAILY ACTIVITIES 

OF THE APPRENTICESHIP 

 
DAY  : Thursday - Friday 

DATE  : March 20th - March 25th  2023 

3. 
1. Create invoices manually 
2. Create PEB 

4. 

1. Print Documents. 
2. Create invoices manually 

3. Create PEB 

5. 

1. Create invoices 
2. Create packing list 
3. Print and scan documents 

6. 

1. Create invoices 
2. Create packing list 
3. Print and scan documents 
4. Create E-SKA 

Company Advisory Notes : 

  

 

No DESCRIPTION OF ACTIVITIES 
TASK 

ASSIGNOR 
SIGNATURE 

1. 

1. Create SPK Pelindo 

2. Create SI 

3. Create Pre Invoice 

4. Create Packing List 
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No WORKING EXPLANATION 

1. Create document Open the padlock/seal 

 

 

The lock/seal open document is a document 

intended for the purpose of loading export 

goods. Addressed to the KPPBC export 

hangar of middle type customs B Dumai. 

 

 

 

 

 

 

5. Print and scan documents 

6. Create 3D Forms 

2. 
1. Create document Open the padlock/seal 
2. Create PKB documents 
3. Print documents 

3. 

1. Take samples 
2. Print and scan documents 
3. Submit the padlock opening document 

to the field party 
4. Submission of samples to the BC 

4. 
1. View the results of the sound 
2. Create invoices manually 
3. Create PEB. 

5. 

1. Create invoices 

2. Create packing list 

3. Print and scan Documents. 

6. 
1. Create e-ska 
2. Print and scan documents 

Company Advisory Notes : 
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DAILY ACTIVITIES 

OF THE APPRENTICESHIP 

 
DAY  : Thursday - Friday 

DATE  : March 27th - March 31th  2023 

 
No WORKING EXPLANATION 

1. Create PKB 

 

 

Goods readiness notification document 

(PKB) is a document that is useful as a 

notification of the readiness of exported 

goods for physical inspection. 

 

 

No DESCRIPTION OF ACTIVITIES 
TASK 

ASSIGNOR 
SIGNATURE 

1. 

1. Create SPK Pelindo 

2. Create Document open the lock 

3. Create Shipping Instruction 

4. Create Pre Invoice 

5. Create Pre Packing List 

6. Print and Scan Documents 

7. Create 3D 

8. Create PKB 

 

 

2. 

1. Print document Open the padlock/seal 
2. Print PKB documents 
3. 3d printing 
4. Submit the padlock opening document 

to the field party. 

3. 
1. Take samples 
2. Print and scan documents 
3. Submission of samples to the BC 

4. 
1. View the results of the sound 
2. Create invoices manually 
3. Create PEB. 

5. 
1. Create invoices manually. 
2. Create PEB. 

Company Advisory Notes : 
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DAILY ACTIVITIES 

OF THE APPRENTICESHIP 

 
DAY  : Thursday - Saturday 

DATE  : April 1th – April 8th  2023 

 
No WORKING EXPLANATION 

1. Create Commercial Invoice 

 

 

Commercial Invoices aredocuments 

commonly used in international trade, such 

as exports and imports. The Commercial 

Invoice in the form of a memorandum of 

understanding detailing the amount of goods 

sold, the price of the goods, and the method 

of payment will be calculated. 

 

No DESCRIPTION OF ACTIVITIES 
TASK 

ASSIGNOR 
SIGNATURE 

1. 

1. Create invoices 

2. Create packing list 

3. Print and scan Documents. 

 

 

2. 

1. Create invoices 

2. Create packing list 

3. Print and scan Documents. 

3. Sick  

4. 

1. Create SPK Pelindo 

2. Create Document open the lock 

3. Create SI 

4. Create Pre Invoice 

5. Create Pre Packing List 

6. Print and Scan Documents 

7. Create 3D 

8. Create PKB. 

5. 

1. Print document Open the padlock/seal 
2. Print PKB documents 
3. 3d printing 
4. Submit the padlock opening document 

to the field party. 

6. 
1. Print and scan documents 
2. Photocopy of documents. 

Company Advisory Notes : 
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DAILY ACTIVITIES 

OF THE APPRENTICESHIP 

 
DAY  : Thursday - Saturday 

DATE  : April 10th - April 15th  2023 

 

 

 

 

 

 

 

 

 

No DESCRIPTION OF ACTIVITIES 
TASK 

ASSIGNOR 
SIGNATURE 

1. 
1. Take a sample in the lab 
2. Submission of samples. 
3. 3D printing and PKB 

 

 

2. 
1. View the results of the sound 
2. Create invoices manually 
3. Create PEB 

3. 

1. Create invoice 

2. Create packing list 

3. Print and scan invoices and packing 

lists. 

4. 
1. Create e-ska 
2. Print and scan documents 

5. 

1. Create SPK Pelindo 

2. Create Document open the lock 

3. Create SI 

4. Create Pre Invoice 

5. Create Pre Packing List 

6. Print and Scan Documents 

7. Create 3D 

8. Create PKB. 

6. 

1. Print document Open the padlock/seal 
2. Print PKB documents 
3. 3d printing 
4. Submit the padlock opening document 

to the field party. 

Company Advisory Notes : 
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No WORKING EXPLANATION 

1. Create Detailled Packing List 

 

 

The packing list detailled are Mandatory 

documents containing descriptions of the 

goods to be shipped. This document also 

contains details of the type of goods, the 

dimensions of the goods, the quantity of 

goods, and the weight of the goods. 

 

 

DAILY ACTIVITIES 

OF THE APPRENTICESHIP 

 
DAY  : Thursday - Saturday 

DATE  : April 17th - April 19th  2023 

 

 

 

 

 

 

 

 

 

No DESCRIPTION OF ACTIVITIES 
TASK 

ASSIGNOR 
SIGNATURE 

1. 1.      SAP updating meetings  

 

 

2. 
1. Take a sample in the lab 
2. 3D printing and PKB 
3. Submission of samples. 

3. 1.      Print and scan documents. 

Company Advisory Notes : 
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No WORKING EXPLANATION 

1. SAP Updating Meetings 

 

 

SAP Updating Meeting, carried out by 

employees of Logistics Department the 

author just followed, to find out the meeting 

discussed anything. 

 

 

DAILY ACTIVITIES 

OF THE APPRENTICESHIP 

 
DAY  : Thursday - Saturday 

DATE  : April 20th - April 29th  2023 

 

 

 

 

 

No DESCRIPTION OF ACTIVITIES 
TASK 

ASSIGNOR 
SIGNATURE 

1.  

 

 

2.  

3.  

4.  

5.  

6.  

Notes : Eid Al-Fitr 
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DAILY ACTIVITIES 

OF THE APPRENTICESHIP 

 
DAY  : Tuesday - Saturday 

DATE  : May 2th - May 6th  2023 

 
No WORKING EXPLANATION 

1. Creating Manual Invoice 

 

 

Manual Invoice is a manual recording of 

product export quantities in excel format, 

where these quantities will later be entered 

into the SAP system. The steps for making 

a Manual Invoice, enter the quantity 

according to the number on the shipment, 

enter the price per product. 

 

 

No DESCRIPTION OF ACTIVITIES 
TASK 

ASSIGNOR 
SIGNATURE 

1. 

1. Create SPK Pelindo 

2. Create Document open the lock 

3. Create SI 

4. Create Pre Invoice 

5. Create Pre Packing List 

6. Print and Scan Documents 

7. Create 3D 

8. Create PKB. 

 

 

2. 

1. Print document Open the padlock/seal 
2. Print PKB documents 
3. 3d printing 
4. Submit the padlock opening document 

to the field party 

3.        1.     Print and scan documents. 

4. 
1. Take a sample in the lab 
2. 3D printing and PKB 
3. Submission of samples. 

5. 
1. View the results of the sound 
2. Create invoices manually 
3. Create PEB 

Company Advisory Notes : 
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DAILY ACTIVITIES 

OF THE APPRENTICESHIP 

 
DAY  : Monday - Saturday 

DATE  : May 8th - May 13th  2023 

 
No WORKING EXPLANATION 

1. Create E-SKA 

 

 

E-Form (E-SKA) Is an electronic Certificate 

of Origin (SKA) issuance system built by 

the Ministry of Trade for all SKA Issuing 

Agencies (IPSKA). 

 

No DESCRIPTION OF ACTIVITIES 
TASK 

ASSIGNOR 
SIGNATURE 

1. 

1. Create invoices 

2. Create packing list 

3. Print and scan invoices and packing lists. 

 

 

2. 1.      Create E-SKA 

3. 

1. Create SPK Pelindo 

2. Create Document open the lock 

3. Create SI 

4. Create Pre Invoice 

5. Create Pre Packing List 

6. Print and Scan Documents 

7. Create 3D 

8. Create PKB. 

4. 1.     Print documents. 

5. 

1.     Print document Open the padlock/seal 
2.     Print PKB documents 
3.     3d printing 
4.     Submit the padlock opening document to 

the field party. 

6. 
1. Take a sample in the lab 
2. 3D printing and PKB 
3. Submission of samples. 

Company Advisory Notes : 
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DAILY ACTIVITIES 

OF THE APPRENTICESHIP 

 
DAY  : Monday - Saturday 

DATE  : February 15th - March 20th  2023 

 
No WORKING EXPLANATION 

1. Create PEB 

 

 

Goods Export Declaration (PEB) 

iscustoms documents used for notification 

of the implementation of the export of 

goods which can be in the form of writing 

on a form or electronic media. PEB is 

made based on complementary customs 

documents in the form of invoices, packing 

lists and other documents. 

 

 

 

No DESCRIPTION OF ACTIVITIES 
TASK 

ASSIGNOR 
SIGNATURE 

1. 
1. Print and scan documents. 
2. Photocopy of Documents. 
3. Deliver files to staff 

 

 

2. 
1. View the results of the sound 
2. Create invoices manually 
3. Create PEB 

3.   1.      Print documents. 

4. 

1. Create invoices 

2. Create packing list 

3. Print and scan invoices and packing 

lists. 

5. 

1. Create invoices 

2. Create packing list 

3. Print and scan invoices and packing 

lists. 

6. 
1. Create E-SKA 

2. Print and scan documents. 

Company Advisory Notes : 
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DAILY ACTIVITIES 

OF THE APPRENTICESHIP 

 
DAY  : Monday - Saturday 

DATE  : May 22th - May 27th  2023 

 
No WORKING EXPLANATION 

1. Create PEB 

 

 

Goods Export Declaration (PEB) iscustoms 

documents used for notification of the 

implementation of the export of goods 

which can be in the form of writing on a 

form or electronic media 

 

 

No DESCRIPTION OF ACTIVITIES 
TASK 

ASSIGNOR 
SIGNATURE 

1. 

1. Create Document open the lock 

2. Create Shipping Instruction 

3. Create Pre Invoice 

4. Create Pre Packing List 

5. Print and Scan Documents 

6. Create 3D 

7. Create PKB. 

 

 

2. 

1. Print document Open the padlock/seal 
2. Print PKB documents 
3. 3d printing 
4. Hand over the unlocked document 

3. Sick 

4. 
1. Take a sample in the lab 
2. 3D printing and PKB 
3. Submission of samples. 

5. 
1. View the results of the sound 
2. Create invoices manually 
3. Create PEB 

6. 
1. Create invoices manually 
2. Create PEB 

Company Advisory Notes : 
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DAILY ACTIVITIES 

OF THE APPRENTICESHIP 

 
DAY  : Monday - Friday 

DATE  : May 29th - June 3th  2023 

 
No WORKING EXPLANATION 

1. Making Documents Open 

PadlocksorSeals 

 

 

The lock/seal open document is a document 

intended for the purpose of loading export 

goods. Addressed to the KPPBC export 

hangar of middle type customs B Dumai. 

No DESCRIPTION OF ACTIVITIES 
TASK 

ASSIGNOR 
SIGNATURE 

1. 
1. create Invoices 
2. create Packing list 
3. print and scan documents. 

 

 

2. 
1. create Invoices 
2. create Packing list 
3. print and scan documents 

3. 
1. Print and scan documents 
2. Create E-ska 

4. 

1. Create spk Pelindo 

2. Create Shipping Instruction 

3. Create pre-invoice 

4. Create pre-packing list 

5. Print and scan documents 

6. Create 3D Forms 

7. Create document open the padlock 

8. Create PKB Documents 

5. 

1. 3D printing 

2. Print document Open Padlock 

3. Print PKB document 

4. Take a sample in the lab 

5. Submit a sample to the BC 

6. Submit a padlock open document to 

the field. 

Company Advisory Notes : 
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DAILY ACTIVITIES 

OF THE APPRENTICESHIP 

 
DAY  : Monday - Saturday 

DATE  : June 5th - June 10th  2023 

 
No WORKING EXPLANATION 

1.  Refresh Safety Training  Refresh Safety Training, held by the Safety 

section to direct the employees and the 

apprenticeship to be more undertanding and 

undertand the Safety while working. 

 

 

 

 

 

No DESCRIPTION OF ACTIVITIES 
TASK 

ASSIGNOR 
SIGNATURE 

1. 
1. View sound results 
2. Create invoices Manually 
3. Create PEB 

 

 

2. 
1. Create Invoices 
2. Create Packing List 
3. Print and scan Documents 

3. 
1. Create invoices Manually 
2. Create PEB 

4. 
1. Create Invoices 
2. Create Packing List 

5.        1.     Create E-SKA. 

6.  1.    Refresh Safety Training 

Company Advisory Notes : 
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DAILY ACTIVITIES 

OF THE APPRENTICESHIP 

 
DAY  : Monday - Saturday 

DATE  : June 12th - June 17th  2023 

 
No WORKING EXPLANATION 

1. Form 3D 

 

Form 3D is a filling form to fill in permit 

data for the manufacture of export goods in 

bulk form. 

No DESCRIPTION OF ACTIVITIES 
TASK 

ASSIGNOR 
SIGNATURE 

1. 

1. Create spk Pelindo 

2. Create SI 

3. Create pre-invoice 

4. Create pre-packing list 

5. Print and scan documents 

6. Create 3D Forms 

7. Create document open the padlock 

8. Create PKB Documents. 

 

 

2. 

1. 3D printing 

2. Print document Open Padlock 

3. Print PKB document 

4. Take a sample in the lab 

5. Submit a sample to the BC 

6. Submit a padlock open document to 

the field. 

3. 
1. View sound results 
2. Create invoices Manually 
3. Create PEB 

4. 
1. Create Invoices 
2. Create Packing List 
3. Print and scan Documents 

5. 
1. Create Invoice and Pcking list part 2. 
2. Print and scan documents. 

6. 1. Create E-Ska. 

Company Advisory Notes : 
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DAILY ACTIVITIES 

OF THE APPRENTICESHIP 

 
DAY  : Monday - Saturday 

DATE  : June 19th - June 24th  2023 

 
No WORKING EXPLANATION 

1. Create SPK  

 

SPK (work appointment letter) is an 

order document to carry out or carry 

out company or agency activities. 

SPK is addressed to PT. Pelindo 

Multi Terminal Dumai Area.  

 

No DESCRIPTION OF ACTIVITIES 
TASK 

ASSIGNOR 
SIGNATURE 

1. 1. Print and scan Documents. 

 

 

2. Sick 

3. Sick 

4. 

1. Create SPK Pelindo 

2. Create SI 

3. Create pre-invoice 

4. Create pre-packing list 

5. Print and scan documents 

6. Create 3D Forms 

7. Create document open the padlock 

8. Create PKB Documents 

5. 

1. 3d printing 

2. Print document Open Padlock 

3. Print PKB document 

4. Take a sample in the lab 

5. Submit a sample to the BC 

6. Submit a padlock open document to 

the field. 

6. 
1. View sound results 
2. Create invoices Manually 
3. Create PEB 

Company Advisory Notes : 
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DAILY ACTIVITIES 

OF THE APPRENTICESHIP 

 
DAY  : Monday - Wednesday 

DATE  : June 26th - June 28th  2023 

 
No WORKING EXPLANATION 

1. Create Pre Invoice 

 

 

Pre Invoice is the creation of a temporary 

billing document that is inputted into a SAP 

system, where the invoice is based on a 

purchase order. 

 

 

 

 

 

No DESCRIPTION OF ACTIVITIES 
TASK 

ASSIGNOR 
SIGNATURE 

1. 

1. Create Invoices 
2. Create Packing List 
3. Print and scan Documents 
4. Create E-Ska 

 

 

2. 

1. Scan documents. 

2. Transfer files 

3. Photocopy of document. 

3. 

1. Create spk Pelindo 

2. Create Shipping Instruction 

3. Create pre-invoice 

4. Create pre-packing list 

5. Print and scan documents 

6. Create document open the padlock 

7. Create PKB Documents 

Company Advisory Notes : 
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DAILY ACTIVITIES 

OF THE APPRENTICESHIP 

 
DAY  : Monday - Wednesday 

DATE  : July 3th - July 5th  2023 

 
No WORKING EXPLANATION 

1. Take a sample in the lab. 

 

 

To submit a sample, the author must take the 

product at the Laboratory or QUALITY 

ASSURANCE (QA)orQUALITY 

CONTROL (QC)Department according to 

the PO contract. 

 

 

 

 

 

 

No DESCRIPTION OF ACTIVITIES 
TASK 

ASSIGNOR 
SIGNATURE 

1.   1.    Print and scan documents. 

 

 

2. 

1. Create 3D Forms. 
2. 3d printing 

3. Print document Open Padlock 

4. Print PKB document 

5. Take a sample in the lab. 

3. 

1. Submit a sample to the BC. 

2. Submit a padlock open document to 

the field. 

Company Advisory Notes : 
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Appendix 7 : Figure of PT. KLK Dumai 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

109 

 

Appendix 8 : Sample Product of PT KLK Dumai 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Appendix 9 : Figure of Apprenticeship 

1. Refresh Safety Training  
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