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ABSTRAK

Kegiatan kerja magang dilakukan selama 90 hari di Hotel Mercure Alam Sutera sebagai trainee
finance and accounting. Selama kerja magang, tugas yang diberikan yaitu melakukan penerimaan
supplies dari supplier, melakukan update kartu stock perlengkapan (Bin Card), membuat tanda
terima invoice asli dari supplier (tukar faktur), melakukan pencocokkan transaksi penerimaan
(Detail Cash Cashier dan Daily Cashier Record) dengan lampiran nota fisik, melakukan
pencocokkan City Ledger dengan rekapan City Ledger, melakukan pencocokkan invoice pesanan
tamu dengan rekap pesanan harian (Credit Card Transaction), membuat nomor invoice
(invoicing) atas transaksi kartu kredit, menginput pengakuan pendapatan harian di sistem
perusahaan (Realta Global System), dan membuat Proforma Invoice.

Selama proses pelaksanaan kerja magang, terdapat beberapa kendala yang pernah
ditemukan. Kendala yang pertama yaitu ketidaksesuaian jumlah barang yang tersedia di gudang
dengan yang tercatat pada balance Bin Card. Solusi untuk mengatasi kendala ini yaitu melakukan
pengecekan kembali secara berkala terhadap jumlah barang diserahkan kepada departemen lain
berdasarkan Store Requisition (SR) dengan jumlah yang sudah dikurangi pada Bin Card. Kendala
yang kedua yaitu tidak lengkapnya bukti fisik transaksi saat dilakukan pemeriksaan terhadap
dokumen Detail Cash Cashier dan Daily Cashier Record. Kendala yang ketiga yaitu tidak
lengkapnya dokumen City Ledger. Kendala yang keempat yaitu tidak lengkapnya sales draft,
settlement, dan audit report. Solusi untuk mengatasi tiga kendala tersebut yaitu dengan
memeriksa kembali brankas dokumen Front Office dan menghubungi pihak Front Office apabila
dokumen tersebut tidak ditemukan. Kendala yang terakhir yaitu adanya kesalahan input transaksi
kartu kredit yang sudah di-settle oleh staf Front Office pada dokumen Summary Credit Card
Transaction. Solusi untuk mengatasi kendala ini yaitu menghubungi pihak Front Office untuk
memperbaiki penginputan transaksi kartu kredit yang sudah di-settle tersebut.

Kata kunci: credit transaction, invoice, ledger, posting, reconciliation
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ABSTRACT

The internship was conducted for 90 days at Mercure Hotel Alam Sutera as finance and
accounting trainee. During the internship, the tasks given are the acceptance of supplies from
suppliers, Bin Card update, making Acknowledgement of Receipt for supplier, matching Detail
Cash Cashier and Daily Cashier Record with the invoice bill and guest check bill, matching City
Ledger with the City Ledger Transfer, matching guest check bill with the Credit Card Transaction
document, making invoicing number code for Credit Card Transaction, inputing the Daily
Revenue Recognition to the company system (Realta Global System), and making Proforma
Invoice.

During the internship process, there were several problems that have been found. The
first problem was the incompatibility of the number of goods available in the warehouse with
those recorded on the Bin Card balance. The solution to overcome this problem is to periodically
re-check the number of items submitted to other departments based on the Store Requisition (SR)
with the reduced amount on the Bin Card. The second problem was the incomplete physical
evidence of transactions when examining the Detail Cash Cashier and Daily Cashier Record
documents. The third problem was the incomplete City Ledger document. The fourth problem
was the incomplete sales draft, settlement, and audit report. The solutions to overcome these
three problems is to re-examine the Front Office document vault and contact the Front Office
staff if the document was not found. The last problem was an error in inputting credit card
transactions that have been set by the Front Office staff in the Summary Credit Card Transaction
document. The solution to overcome this problem was to contact the Front Office to correct the
input of credit card transactions that have been settled.

Keywords: credit transaction, invoice, ledger, posting, reconciliation
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