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CHAPTER III  

INTERNSHIP IMPLEMENTATION 

3.1. Position and Coordination 

The internship period took place from July 21, 2025 to November 21, 2025 at PT 

Dirgantara Indonesia, located at Jalan Pajajaran No.154, Husen Sastranegara, 

Cicendo District, Bandung City, West Java 40174. During the internship, the author 

was placed in the Accounting Division, mainly in the Financial Accounting 

Department as an accounting intern responsible for supporting the activities of the 

employees. 

The Financial Accounting Department is led by Eva Marwati Febriani as the 

Acting Manager of Financial Accounting. During the internship, the activities were 

led by Mrs. Eva Marwati Febriani as the Acting Manager of Financial Accounting 

and guided by Mrs. Eneng, Lina, Nurendah, and Mr. Chandra as heads of their 

respective units, as well as Mrs. Rena, Sarah, Astrie, and Mr. Restu as staff 

members of the Financial Accounting Department. 

3.2. Assignment and Review 

During the internship period, the author completed 18 assignments. The 

assignments consisted of: 

1) Examining the Completeness of Supporting Documents for Meeting 

Expense Reimbursement Transaction Requests 

2) Examining the Completeness of Supporting Documents for Aircraft 

Material Purchase Advance Payment Transaction Requests 

3)  Examining the Completeness of Supporting Documents for Office 

Equipment Expense Transactions Realized Through Employee Advances 

4) Examining the Completeness of Supporting Documents for Production Fuel 

Expense Transaction Requests 

5) Examining the Completeness of Supporting Documents for Employee 

Welfare Expense Transaction Requests 

6) Journalizing Meeting Expense Reimbursement Transactions 

https://docs.google.com/document/d/1Pz_9jk0fnG2lyFqaaTVSjMUhS29RM-Dr/edit#heading=h.2dlolyb
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7) Requesting an Advance to Employee for Public Relations Expense 

Transactions 

8) Journalizing Operational Transportation Expense Transactions Realized 

Through Employee Advances 

9) Journalizing Production Fuel Expense Transactions 

10) Journalizing Employee Insurance Expense Transactions 

11) Recapitulating Value-Added Tax (VAT) Invoices 

12) Posting Operational Transportation Expense Reimbursement Transactions 

13) Posting Production Fuel Expense Transactions 

14) Posting Official Travel Expense Transactions 

15) Posting Correcting Entries 

16) Settling Advances to Employees with Realization Transactions 

17) Reconciling the Petty Cash Account 

18) Preparing Financial Statements 

3.2.1. Examining the Completeness of Supporting Documents for 

Meeting Expense Reimbursement Transaction Requests 

At PT Dirgantara Indonesia (PTDI), every payment to be made by the company 

must first be formally submitted through a Payment Request Submission file to the 

Corporate Verification Unit. One type of Payment Request Submission used at 

PTDI is the Expense Reimbursement file, also shortened to PB in PTDI, which is 

submitted by employees to request reimbursement for company-related expenses 

that were initially paid using personal funds, such as meeting-related expenditures. 

Before an expense reimbursement request can proceed to approval and further 

accounting processing, PTDI requires that the submission fulfill specific 

documentation standards. Each Expense Reimbursement file must be supported by 

mandatory attachments, including an Operational Transaction Approval Sheet 

(LPTO), reimbursement request form, power of attorney, official memorandum, 

Budget Work Plan (RKA), and detailed evidence of the expenses incurred. To 

ensure that these requirements are met, the Corporate Verification Unit examines 

the completeness of the supporting documents upon receipt of the submission. In 

carrying out this examination, PTDI utilizes an internal control document known as 
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the “Document Completeness Checklist,” which functions as a structured 

verification tool to confirm that all required documents have been properly 

compiled and attached. 

This assignment is performed by the Corporate Verification Unit whenever 

an Expense Reimbursement Payment Request Submission is received and is 

conducted continuously throughout the year as part of routine verification activities. 

During the author’s four-month internship period at PTDI, the examination of 

supporting document completeness for Meeting Expense Reimbursement 

Transaction Requests was carried out approximately 61 times for submissions 

within the same file type. 

The following section explains the procedure for examining the completeness 

of supporting documents for meeting expense reimbursement transaction requests: 

1) Receive Verified Expense Reimbursement Payment Request 

Submission File and Stamp with Corporate Verification Unit's Date of 

Receival 

The procedure begins when the Corporate Verification Unit delegates an Expense 

Reimbursement Payment Request Submission file that has been accepted since it 

has fulfilled the PTDI standards, the request form page is stamped with the unit’s 

date of receival. All information required for the preparation of the Document 

Completeness Checklist is sourced from this request form. The specific sections of 

the form from which the checklist data is obtained are highlighted in Picture 3.1 

Received Expense Reimbursement File. 
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Picture 3.1 Received Expense Reimbursement File 

Source: PT Dirgantara Indonesia (2025) 

Description: 

1 : Corporate Verification Unit’s Date of Receival Stamp 
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2 : Submission Date – 3 September 2025 

3 : Submitter – Program Manager Aerostructure 

4 : Request File Number – XX0000-PB-2509-00001 

5 : User Transfer Details – Sulaiman Abad at account number 123451234512345 

in Bank Rakyat Indonesia (BRI) 

6 : Description – Biaya Magnet Lembaran, ATK, Pengiriman PO, Alat Listrik, 

Lakban, Souvenir, dan Rapat MoU dengan PT Jaya 

7 : Currency – IDR 

8 : Value – 4,530,000.00 

2) Open the Expense Reimbursement Spreadsheet File 

The Corporate Verification Unit proceeds to verify document completeness using 

a Document Completeness Checklist prepared in spreadsheet format. The 

spreadsheet used for Expense Reimbursement files is titled “2025 C. LEMBAR 

DISPOSISI PB_2025,” as shown in Picture 3.3 Expense Reimbursement 

Spreadsheet File. Within this spreadsheet, the worksheet titled “C_2025” is opened, 

as this sheet functions as the data entry interface for recording request file 

information that will later populate the checklist format. The structure of this 

worksheet is illustrated in Picture 3.2 Expense Reimbursement Spreadsheet File. 

 
Picture 3.2 Expense Reimbursement Spreadsheet File 

Source: PT Dirgantara Indonesia (2025) 
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3) Fill Checklist Data Sheet with the Agenda Date, Submission Date, 

Submitter, Request File Number, User, Expense Description, Currency, 

and Value 

Once the appropriate worksheet has been opened, the verifier enters the required 

data into the checklist data entry section. The information entered is obtained 

directly from the Expense Reimbursement request form to ensure consistency 

between the request file and the checklist. 

 
Picture 3.3 Filled Expense Reimbursement Data Sheet 

Source: PT Dirgantara Indonesia (2025) 

Description: 

1 : No – Row number in the spreadsheet (535) 

2 : No Agenda – Agenda number listed in the checklist (535A) 

3 : Tgl Agenda – Date the checklist was prepared (8 September 2025) 

4 : Tgl. Pengajuan – Date the request file was submitted (3 September 2025) 

5 : Dari – Position of the request file submitter (Program Manager Aerostructure) 

6 : No Pengajuan – Document number of the Payment Request Submission 

(XX0000-PB-2509-00001) 

7 : User/Supplier – Party requesting the reimbursement (Sulaiman Abad) 
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8 : Perihal – Expense description (Biaya Magnet Lembaran, ATK, Pengiriman 

PO, Alat Listrik, Lakban, Souvenir, dan Rapat MoU dengan PT Jaya) 

9 : Curr – Currency used for the expense (IDR) 

10 : Nilai – Total nominal value of the expense (4,530,000.00) 

 

Picture 3.3 Filled Expense Reimbursement Data Sheet shows the checklist data 

entry worksheet after it has been completed using information from the request 

form. Once the data is entered, it is automatically transferred to the checklist format 

through predefined spreadsheet links. The checklist format itself is located in the 

worksheet titled “Check List Dokumen.” 

4) Print Document Completeness Checklist 

After confirming that all checklist data has been entered accurately, the Document 

Completeness Checklist is prepared for printing. The verifier selects the checklist 

worksheet and accesses the print settings by pressing Ctrl + P. 

 
Picture 3.4 Printing Expense Reimbursement Checklist 

Source: PT Dirgantara Indonesia (2025) 

Description: 

1 : Inputted Expense Reimbursement Data 

2 : Print Button 
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Picture 3.4 Printing Expense Reimbursement Checklist shows the checklist 

displayed within the print settings interface, where the verifier can review the layout 

and contents prior to printing. Once the accuracy of the checklist has been 

confirmed, the checklist is printed for use in the document verification process. 

5) Identify and Verify Accuracy of Attachments and Their Existing 

Document Number(s) 

After the checklist has been prepared, the next step is to complete it. As the 

Document Completeness Checklist functions to summarize all documents attached 

to the request file, the attached documents must first be identified, along with their 

document numbers if applicable. 

The first attachment identified is the Expense Reimbursement request form itself, 

which has already been recorded during the data entry stage. As its document 

number has been captured earlier, it does not need to be re-entered into the checklist. 

Supporting invoices related to the reimbursed expenses are then reviewed. Picture 

3.5 PB Invoice presents one example of an invoice attached to the file. As multiple 

invoices are typically included for meeting-related expenses, individual invoice 

numbers are not listed separately in the checklist; instead, the presence of invoices 

as supporting documents is verified. 
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Picture 3.5 PB Invoice 

Source: PT Dirgantara Indonesia (2025) 

Description: 
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1 : Invoice Number – 1 

2 : Invoice Date – 2 August 2025 

3 : Store – Tokopedia 

4 : Product – Magnetic Sheet 

5 : Total – Rp 300,000.00 

6 : Invoice Approval – Signed by Program Manager AE 

An Official Memo is also attached to the file, as shown in Picture 3.6 PB Official 

Memo. This document explains the operational necessity of the expenses and 

formally supports the reimbursement request. Because the Official Memo contains 

an identifying document number, this number must be recorded in the checklist. 

The content of the Official Memo is also verified to assure the document attached 

is correctly related to the request form. 
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Picture 3.6 PB Official Memo 

Source: PT Dirgantara Indonesia (2025) 

Description: 

1 : Official Memo Document Number – NOTA/0001/XX0000/09/2025 
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2 : Official Memo Content 

The attendance list of the related meeting is verified next. Picture 3.7 PB 

Attendance List shows the attendance list, which documents the participants and 

confirms that the meeting activity took place. The attendance list contains a 

document number that must also be recorded in the checklist. 

 
Picture 3.7 PB Attendance List 

Source: PT Dirgantara Indonesia (2025) 

 

Description: 

1 : Attendance List Document Number – DH/001/XX0000/09/2025 

2 : Meeting Details 

3 : List of Participants 

A Budget Work Plan is attached to demonstrate budget availability and approval 

for the expenses. Picture 3.8 PB Budget Work Plan illustrates this document. As it 

does not contain an identifying document number, no number is recorded; however, 
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the reference document number is checked to ensure that it corresponds to the 

Expense Reimbursement request form. This Budget Work Plan’s reference is 

XX0000-PB-2509-00001, which is the document number for the request form, so 

its accurately attached. 

 
Picture 3.8 PB Budget Work Plan 

Source: PT Dirgantara Indonesia (2025) 

Another attachment is the Expense Details document, which presents a table 

detailing the individual purchases made for the operation. Picture 3.9 PB Expense 

Details shows this document. It does not contain an identifying document number 

and therefore does not require a document number entry in the checklist. 
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Picture 3.9 PB Expense Details 

Source: PT Dirgantara Indonesia (2025) 

Description: 

1 : Invoice Number List 

2 : Invoice Date List 

3 : Invoice Detail List 

4 : Invoice Amount List 

An Operational Transaction Approval Sheet is attached to confirm that the expenses 

fall within the approved operational scope and budget. Picture 3.10 PB Operational 

Transaction Approval Sheet shows this document along with its identifying 

document number, which must be entered into the checklist. 
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Picture 3.10 PB Operational Transaction Approval Sheet 

Source: PT Dirgantara Indonesia (2025) 

Description: 

1 : Operational Transaction Approval Sheet Document Number – 001-LPTO-09-

2025 

2 : Submitter – Sulaiman Abad/Project Manager Aerostructure 

3 : Total Amount – Rp 4,530,000.00 

A Power of Attorney document is attached to authorize reimbursement to the 

individual who initially incurred the expenses. Picture 3.11 PB Power of Attorney 

shows this document. Although it does not contain a document number, its contents 

are reviewed to ensure consistency with the request form. 
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Picture 3.11 PB Power of Attorney 

Source: PT Dirgantara Indonesia (2025) 

Lastly, a Chronology Memo is attached because the reimbursement request was 

submitted after the prescribed submission period. Picture 3.12 PB Chronology 

Memo shows this document. While it does not contain a document number, its 

contents are examined to confirm that it correctly references the related Expense 

Reimbursement request. 
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Picture 3.12 PB Chronology Memo 

Source: PT Dirgantara Indonesia (2025) 

6) Fill Checklist According to Documents Attached to File then Attach to 

Checklist to File 

After all attached documents in the Expense Reimbursement file have been 

identified, the next step is to complete the Document Completeness Checklist using 

the identified information. The checklist is filled in column by column. For each 

column, the verifier checks whether the document(s) listed in that column are 

attached to the request file. If a listed document is attached, the document name is 

circled, the corresponding checkbox is marked to indicate its inclusion, and the 

document type is specified by circling whether it is an original or a copy. This 

process is repeated for each column in the checklist. If the request file contains any 

supporting documents that are not listed in the checklist, these documents are 
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entered into the available empty column. The verifier then marks the checkbox and 

specifies whether the document is an original or a copy. Picture 3.19 Filled Expense 

Reimbursement Checklist shows a completed Document Completeness Checklist 

after all required documents have been reviewed and recorded. After the Document 

Completeness Checklist is completed, attach it to the Expense Reimbursement file. 

 
Picture 3.13 Filled Expense Reimbursement Checklist 

Source: PT Dirgantara Indonesia (2025) 
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Description: 

1 : First Row – Expense Reimbursement request form checked because the 

document is attached and circled Asli because the document is the original 

2 : Second Row – Invoice is circled because the invoice(s) related to the request is 

attached, then checked and circled Asli because the document is the original 

3 : Third Row – Nota Dinas is circled because the Official Memo is attached, then 

the document number is documented below, checked, and circled Asli because 

the document is the original 

4 : Fourth Row – Daftar Hadir is circled because the Attendance list of the related 

meeting is attached, then the document number is documented below, checked, 

and circled Asli because the document is the original 

5 : Fifth Row – RKA and Rincian Biaya are circled because the Budget Work Plan 

and Expense Details for the related expense are attached, then checked, and 

circled Asli because the documents are the original 

6 : Sixth Row – LPTO and Surat Kuasa are circled because the Operational 

Transaction Approval Sheet and Power of Attorney are attached, then the LPTO 

document number is documented below, checked, and circled Asli because the 

documents are the original 

7 : Seventh Row – Nota Kronologis is circled because the Chronology Memo is 

attached, checked, and circled Asli because the document is the original 

3.2.2. Examining the Completeness of Supporting Documents for 

Aircraft Material Purchase Advance Payment Transaction 

Requests 

In addition to Expense Reimbursement submissions, another type of Payment 

Request Submission processed at PT Dirgantara Indonesia (PTDI) is the Advance 

Payment Request or PU for short. This type of request is submitted when funds are 

required prior to the occurrence of an expense, either in the form of an advance to 

an employee for operational purchases or a down payment to a vendor for 

procurement activities. In the context of this assignment, Advance Payment 

Requests are primarily related to advance payments to vendors for the purchase of 
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aircraft materials, where a portion of the purchase value must be paid before goods 

can be delivered or production can commence. 

As with other Payment Request Submissions, Advance Payment Requests 

must meet PTDI’s documentation requirements before they are eligible for approval 

and accounting processing. To verify this, the Corporate Verification Unit examines 

the completeness of the supporting documents using the Document Completeness 

Checklist. For Advance Payment Requests related to aircraft material purchases, 

the required attachments generally include an advance payment request form, a 

Purchase Order (PO), a proforma invoice issued by the vendor, and a Budget Work 

Plan (RKA), which together substantiate the legitimacy and budget availability of 

the transaction. 

This examination is performed by the Corporate Verification Unit upon 

receipt of Advance Payment Request files and is carried out continuously 

throughout the year as part of routine verification activities. During the author’s 

internship period from 21 July 2025 to 21 November 2025, this assignment was 

conducted approximately 58 times for Advance Payment Request file types. 

The following section explains the procedure for examining the completeness 

of supporting documents for aircraft material purchase advance payment 

transaction requests: 

1) Receive Verified Advance Payment Request Submission File and Stamp 

with Corporate Verification Unit's Date of Receival 

Once the Corporate Verification Unit reviews the basic information stated in the 

request form and confirms its eligibility for processing, the request form page is 

stamped with the unit’s date of receival. This stamp formally indicates that the file 

has been accepted for further verification and serves as the reference date for 

checklist preparation. The process begins when the Corporate Verification Unit 

delegates the Advance Payment Request Submission file that has been verified at 

the preliminary level. The first page of this file is the Advance Payment Request 

form, which contains the primary information related to the transaction. As shown 
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in Picture 3.14 Received Advance Payment Request File, this form includes key 

data such as the submission date, submitter, request file number, user or supplier 

details, description of the advance payment, currency, and transaction value. 

 
Picture 3.14 Received Advance Payment Request File 
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Source: PT Dirgantara Indonesia (2025) 

Description: 

1 : Corporate Verification Unit’s Date of Receival Stamp 

2 : Submission Date – 10 September 2025 

3 : Submitter – Manager Pengadaan Material Produksi 

4 : Request File Number – XX0000-PU-2509-00001 

5 : User Transfer Details – Jaya Makmur Sentosa, PT. at account number 

543215432154321 in Bank Central Asia (BCA) 

6 : Description – Uang Muka Operasional 

7 : Currency – IDR 

8 : Value – 1,000,000.00 

2) Open the Advance Payment Request Spreadsheet File 

After accepting the request file, the verifier prepares the Document Completeness 

Checklist using a standardized spreadsheet titled “2025 C.LEMBAR DISPOSISI 

UM (PU)_2025”, as illustrated in Picture 3.15 Advance Payment Request 

Spreadsheet File. This spreadsheet is used specifically for documenting and 

tracking advance payment requests throughout the year. 

 
Picture 3.15 Advance Payment Request Spreadsheet File 

Source: PT Dirgantara Indonesia (2025) 
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Within the spreadsheet, the verifier opens the worksheet titled “A_2025”. 

This worksheet functions as the data entry sheet where all essential information 

from the Advance Payment Request form is recorded. The data entered here will 

later be automatically linked to the checklist format. 

3) Fill Checklist Data Sheet with the Agenda Date, Submission Date, 

Submitter, Request File Number, User, Expense Description, Currency, and 

Value 

Using the information obtained from the Advance Payment Request form, the 

verifier inputs the required data into the A_2025 worksheet. This includes the 

agenda date, submission date, submitter’s position, request file number, user or 

supplier name, expense description, currency, and transaction value. An example 

of a completed data entry sheet is shown in Picture 3.16 Filled Advance Payment 

Request Data Sheet. 

 
Picture 3.16 Filled Advance Payment Request Data Sheet 

Source: PT Dirgantara Indonesia (2025) 

Description: 

1 : No – Row number in the spreadsheet (726) 

2 : 000A – Agenda number listed in the checklist (726A) 

3 : Tgl Agenda – Date the checklist was prepared (10 September 2025) 
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4 : Tgl. Pengajuan – Date the request file was submitted (10 September 2025) 

5 : Dari – Position of the request file submitter (Manager Pengadaan Material 

Produksi) 

6 : No Pengajuan – Payment Request Submission document number (XX0000-

PU-2509-00001) 

7 : User/Supplier – Party requesting the advance payment (Jaya Makmur Sentosa, 

PT.) 

8 : Perihal – Description of the advance payment (Uang Muka Operasional) 

9 : Curr – Currency used for the request (IDR) 

10 : Nilai – Total value of the advance payment (1,000,000.00) 

Each row in the worksheet represents a single request file and is assigned an 

agenda number that uniquely identifies the transaction within the checklist system. 

Once the data has been entered, it is automatically reflected in the checklist format 

located in the “Check List Dokumen” sheet. This linkage ensures consistency 

between the recorded request data and the printed checklist. 

4) Print Document Completeness Checklist 

After confirming that all entered data is accurate, the verifier proceeds to print the 

Document Completeness Checklist. This is done by opening the print settings for 

the checklist sheet, as illustrated in Picture 3.17 Printing Advance Payment Request 

Checklist. 
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Picture 3.17 Printing Advance Payment Request Checklist 

Source: PT Dirgantara Indonesia (2025) 

Description: 

1 : Inputted Advance Payment Request Data 

2 : Print Button 

Before printing, the verifier reviews the displayed checklist to ensure that the 

request information has been correctly transferred from the data entry worksheet. 

Once verified, the checklist is printed and prepared for manual completion during 

the document verification stage. 

5) Identify and Verify Accuracy of Attachments and Their Existing Document 

Number(s) 

With the printed checklist ready, the verifier identifies all supporting documents 

attached to the Advance Payment Request file. The checklist functions as a 

summary of these attachments, so each document must be reviewed for relevance 

and accuracy. 

The first attachment identified is the Advance Payment Request form itself, 

which summarizes the transaction details. As this document’s reference number has 
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already been recorded during the data entry stage, it does not need to be re-entered 

into the checklist. 

Next, the verifier examines the Purchase Order document, as shown in 

Picture 3.18 PU Purchase Order. The Purchase Order represents PT Dirgantara 

Indonesia’s formal order to the vendor and contains critical information such as the 

purchase order number, transaction details, and monetary values. The purchase 

order number is recorded in the checklist, and the document’s contents are verified 

to ensure consistency with the request form. 

 
Picture 3.18 PU Purchase Order 

Source: PT Dirgantara Indonesia (2025) 

Description: 

1 : Purchase Order Number – 9717123 

2 : Purchase Order Details 

The Proforma Invoice is then identified, as illustrated in Picture 3.19 PU 

Proforma Invoice. This document serves as the vendor’s preliminary billing 

statement for the order. The invoice number stated on the document is recorded in 



 

 

82 
Internship Report on the Financial…, Naila Arshiya Hendriana, Universitas Multimedia Nusantara 

the checklist, and the invoice details are reviewed to confirm alignment with the 

Purchase Order. 

 
Picture 3.19 PU Proforma Invoice 

Source: PT Dirgantara Indonesia (2025) 
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Following this, the verifier reviews the Budget Work Plan, shown in Picture 3.20 

PU Budget Work Plan. This document demonstrates that budget allocation and 

approval have been granted for the advance payment. As it does not contain a 

document number, no reference number is recorded in the checklist. Verification is 

performed by checking the referenced Purchase Order to ensure the budget 

corresponds to the transaction. 

 
Picture 3.20 PU Budget Work Plan 

Source: PT Dirgantara Indonesia (2025) 

Lastly, the Risk Analysis document is identified, as shown in Picture 3.21 PU Risk 

Analysis. This document outlines the risks associated with purchasing from the 

vendor. Since it does not contain an identifying number, it is verified based on 

content relevance rather than documentation numbering. 
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Picture 3.21 PU Risk Analysis 

Source: PT Dirgantara Indonesia (2025) 

6) Fill Checklist According to Documents Attached to File then Attach to 

Checklist to File 

After all supporting documents in the Advance Payment Request file have been 

identified, the Document Completeness Checklist is completed in a manner 

consistent with the procedure described in the previous assignment on Expense 

Reimbursement Files. The verifier reviews each column in the checklist to confirm 

the presence of the required documents, marks the corresponding checkboxes, and 

indicates whether each document is submitted as an original or a copy. Any 

additional supporting documents that are not listed in the checklist are recorded in 
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the available empty column and verified accordingly. Once the checklist has been 

fully completed and all attached documents have been verified, the Document 

Completeness Checklist is attached to the Advance Payment Request file as part of 

the verification documentation. Picture 3.22 Filled Advance Payment Request 

Checklist presents an example of a completed checklist for this type of request. 

 
Picture 3.22 Filled Advance Payment Request Checklist 

Source: PT Dirgantara Indonesia (2025) 
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Description: 

1 : First Row – Advance Payment request form checked because the document is 

attached and circled Asli because the document is the original 

2 : Second Row – PO is circled because the Purchase Order is attached, then the 

PO number is documented below, checked, and circled Copy because the 

document is not the original 

3 : Third Row – Proforma Invoice is circled because the document is attached, 

then the Invoice number is documented below, checked, and circled Copy 

because the document is not the original 

4 : Fourth Row – RKA and Analisa Resiko are circled because the Budget Work 

Plan and Risk Analysis are attached, checked, and circled Asli because the 

document is the original 

3.2.3. Examining the Completeness of Supporting Documents for Office 

Equipment Expense Transactions Realized Through Employee 

Advances 

Following the processing of Advance Payment Requests, PT Dirgantara Indonesia 

(PTDI) requires employees to submit an Accountability Note (NP) to account for 

the utilization of funds that were previously disbursed. Unlike Payment Request 

Submissions, the Accountability Note is not a request for payment, but a realization 

file that serves as financial accountability for advances already received. In the 

context of this assignment, the Accountability Notes examined relate to office 

equipment expenses realized through advances provided to employees, where 

employees purchase goods on behalf of the company using advance funds and 

subsequently report the actual expenditures incurred. 

To ensure that the realization of the advance is properly documented and 

aligned with the approved purpose and budget, the Corporate Verification Unit 

examines the completeness of the supporting documents attached to the 

Accountability Note. The required attachments generally include a financial 

accountability form, original invoices or receipts evidencing the purchases, an 

expenditure recapitulation when multiple transactions are involved, a Budget Work 
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Plan (RKA), proof of activity, and the related Advance Payment Request file. The 

examination process is supported by the use of a Document Completeness Checklist 

to verify that all mandatory documents are present. In addition, a recapitulation 

verification is performed by cross-checking the summarized expenditure list against 

the corresponding supporting documents to ensure consistency in amounts and 

transaction details. 

This examination and verification process is carried out by the Corporate 

Verification Unit upon receipt of Accountability Note files and is conducted 

continuously throughout the year as part of routine operational controls. During the 

author’s internship period, this assignment was performed approximately 66 times 

for Accountability Notes file types. 

The following section explains the procedure for examining the 

completeness of supporting documents for office equipment expense transactions 

realized through employee advances: 

1) Receive Verified Advance Realization File and Stamp with Corporate 

Verification Unit's Date of Receival 

Picture 3.23 Received Accountability Note File shows the first page of the 

Accountability Note file received by the unit. This page functions as the primary 

source of information required to prepare the Document Completeness Checklist. 

The Accountability Note request form contains key information such as the 

submission date, submitter, request file number, user name, reference to the related 

Advance Payment Request file, and the total amount realized. After reviewing the 

basic details stated in the request form and discussing them with the submitter, the 

Corporate Verification Unit confirms that the file is eligible for processing. The 

request form page is then stamped with the unit’s date of receival to formally 

indicate acceptance for verification. 
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Picture 3.23 Received Accountability Note File 

 
Source: PT Dirgantara Indonesia (2025) 

Description: 
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1 : Corporate Verification Unit’s Date of Receival Stamp 

2 : Submission Date – 8 September 2025 

3 : Submitter – General Manager SBU Aerostructure 

4 : Request File Number – XX0000-NP-2509-00001 

5 : User – Soetoyo Abdurrahman 

6 : Advance Payment Request File Number – XX0000-NP-2507-00001 

7 : Amount – Rp 36,700,000.00 

2) Open the Accountability Note Spreadsheet File 

 
Picture 3.24 Accountability Note Spreadsheet File 

Source: PT Dirgantara Indonesia (2025) 

Following acceptance of the file, the Corporate Verification Unit prepares the 

Document Completeness Checklist using a standardized spreadsheet titled “2025 

E.LEMBAR DISPOSISI PJK (NP) 2025,” as shown in Picture 3.24 Accountability 

Note Spreadsheet File. Within the spreadsheet, the worksheet titled “E_2025” is 

opened. This worksheet is used to input Accountability Note request data that will 

later be linked automatically to the checklist format. 

3) Fill Checklist Data Sheet with the Agenda Date, Submission Date, 

Submitter, Request File Number, User, Expense Description, Currency, and 

Value 
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After identifying the required information from the Accountability Note request 

form, the verifier enters the data into the E_2025 worksheet. The data recorded 

includes the agenda date, submission date, submitter’s position, request file 

number, user name, expense description, currency, and total value of the realization. 

 
Picture 3.25 Filled Accountability Note Data Sheet 

Source: PT Dirgantara Indonesia (2025) 

Description: 

1 : No – Row number in the spreadsheet (377) 

2 : Agenda Number – Agenda number listed in the checklist (377E) 

3 : Tgl Agenda – Date the checklist was prepared (8 September 2025) 

4 : Tgl. Pengajuan – Date the request file was submitted (8 September 2025) 

5 : Dari – Position of the request file submitter (General Manager SBU 

Aerostructure) 

6 : No Pengajuan – Payment Request Submission document number (XX0000-

NP-2509-00001) 

7 : User/Supplier – Party requesting the advance payment (Soetoyo Abdurrahman) 

8 : Perihal – Description of the advance payment (PJK. Melalui Uang Muka No.: 

XX0000-PU_2507-00001) 

9 : Curr – Currency used for the request (IDR) 
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10 : Nilai – Total value of the advance payment (36,700,000.00) 

An example of a completed data entry is shown in Picture 3.25 Filled 

Accountability Note Data Sheet. Each Accountability Note is assigned an agenda 

number, which uniquely identifies the transaction within the checklist system. Once 

the data is entered, it is automatically reflected in the checklist format located in the 

“Check List Dokumen” sheet. 

4) Print Document Completeness Checklist 

After confirming that all data has been entered accurately, the verifier opens the 

print settings for the checklist, as illustrated in Picture 3.26 Printing Accountability 

Note Checklist. The checklist is reviewed to ensure that the displayed information 

matches the Accountability Note request data. Once verified, the Document 

Completeness Checklist is printed and prepared for manual completion during the 

document verification stage. 

 
Picture 3.26 Printing Accountability Note Checklist 

Source: PT Dirgantara Indonesia (2025) 

Description: 

1 : Inputted Realization Data 

2 : Print Button 



 

 

92 
Internship Report on the Financial…, Naila Arshiya Hendriana, Universitas Multimedia Nusantara 

5) Identify and Verify Accuracy of Attachments and Their Existing Document 

Number(s) 

With the printed checklist ready, the verifier identifies all supporting documents 

attached to the Accountability Note file and determines which document numbers 

need to be disclosed in the checklist. 

The first attachment identified is the Accountability Note form itself, which 

summarizes the realization details. As the document number has already been 

recorded during data entry, it does not need to be re-entered into the checklist. 

Next, the invoices evidencing the office equipment purchases are reviewed. 

Picture 3.27 NP Invoice shows one of the invoices attached to the file. These 

invoices provide proof of the actual expenditures incurred using the advance funds. 

As multiple invoices are attached, individual invoice numbers are not required to 

be entered into the checklist. Verification is performed by reviewing invoice dates, 

descriptions, amounts, and approval signatures. 
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Picture 3.27 NP Invoice 

Source: PT Dirgantara Indonesia (2025) 

Description: 

1 : Invoice Number – 1 

2 : Invoice Date – 19 August 2025 

3 : Product Purchased – Computer Supplies 

4 : Invoice Total – Rp 3,700,000.00 

5 : Invoice Approval – Signed by Program Manager AE 

The verifier then examines the realization details or expenditure recapitulation, as 

shown in Picture 3.28 NP Realization Details. This document summarizes the 
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individual invoices in a tabulated format and has been approved by the relevant 

manager. Since it does not contain a document number, no reference number is 

recorded in the checklist. However, the verifier cross-checks the recapitulated 

amounts against the individual invoices to ensure consistency and accuracy. 
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Picture 3.28 NP Realization Details 

Source: PT Dirgantara Indonesia (2025) 

Description: 

1 : Invoice Number List 
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2 : Invoice Date List 

3 : Invoice Detail List 

4 : Invoice Amount List 

Finally, the Budget Work Plan (RKA) is identified, as shown in Picture 3.47 

NP Budget Work Plan. This document confirms that budget allocation and approval 

are available for the expenses realized. As it does not contain a document number, 

it is verified based on content relevance rather than documentation numbering. 

 
Picture 3.47 NP Budget Work Plan 

Source: PT Dirgantara Indonesia (2025) 

6) Fill Checklist According to Documents Attached to File then Attach to 

Checklist to File 

After the supporting documents in the Accountability Note file have been 

identified, the Document Completeness Checklist is completed to formally 

document the verification results. The verifier reviews the checklist to ensure that 

all required attachments are present. Each verified document is recorded in the 

checklist by marking the relevant indicators and noting whether the document is 
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provided as an original or a copy. Where applicable, additional supporting 

documents that are not explicitly listed in the checklist are documented in the 

designated space to ensure completeness of the verification record. Upon 

completion, the Document Completeness Checklist is attached to the 

Accountability Note file as evidence that the document review process has been 

conducted prior to further processing. 

 
Picture 3.48 Filled Accountability Note Checklist 

Source: PT Dirgantara Indonesia (2025) 
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Description: 

1 : First Row – Accountability Note form checked because the document is 

attached and circled Asli because the document is the original 

2 : Second Row – Invoice is circled because the document is attached, checked 

and circled Asli because the document is the original 

3 : Third Row – Rincian PJK is circled because the Realization Details is attached, 

checked, and circled Asli because the document is the original 

4 : Fourth Row – RKA is circled because the Budget Work Plan is attached, 

checked, circled Asli because the document is the original 

After verifying the completeness of the required attachments, the Corporate 

Verification Unit verifies the accuracy of the expenses accounted for, before 

allowing the file to continue being processed by other units. To verify the accuracy 

of the Accountability Note, the unit will cross check between the Accountability 

Note recapitulation and the individual invoices. Once the verification process is 

completed, the file will then be prepared for approval.  

3.2.4. Examining the Completeness of Supporting Documents for 

Production Fuel Expense Transaction Requests 

Another type of Payment Request Submission processed at PT Dirgantara 

Indonesia (PTDI) is the Transfer Note also referred to as NT. A Transfer Note is 

submitted to request payment for a received invoice that is supported by a Purchase 

Order (PO), indicating that the transaction has undergone prior procurement 

approval. In the context of this assignment, the Transfer Note files examined relate 

to production fuel expenses, where fuel is procured to support operational and 

production activities and the payment is requested after the receipt of the vendor’s 

invoice. 

Similar to other Payment Request Submission file types, Transfer Note files 

must be supported by complete and appropriate documentation before they can 

proceed to approval and further processing within the accounting cycle. To examine 

the completeness of the supporting documents, the Corporate Verification Unit 
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utilizes the Document Completeness Checklist as an internal control tool. The 

mandatory attachments for this file type generally include a payment request form, 

the vendor’s invoice, the relevant budget document in the form of a Budget Work 

Plan (RKA) or Goods and Services Procurement Approval Form (FPBJ), and the 

corresponding Purchase Order. Transfer Note files may be submitted based on 

invoices received directly from vendors or through internal units acting on behalf 

of vendors. 

The examination of supporting document completeness for Transfer Note 

files is performed by the Corporate Verification Unit upon receipt of the submission 

and is carried out continuously throughout the year as part of routine operational 

activities. During the author’s internship period, this assignment was conducted 

approximately 53 times for Transfer Note payment request submissions. 

The following section explains the procedure for examining the completeness 

of supporting documents for production fuel expense transaction requests: 

1) Receive Verified Transfer Note Payment Request Submission File and 

Stamp with Corporate Verification Unit's Date of Receival 

The mandatory first page of all Payment Request Submission files is the request 

form. Picture 3.49 Received Transfer Note File shows the Transfer Note request 

form submitted for verification. The request form contains essential information 

required for checklist preparation, including the submission date, submitter’s 

position, request file number, user or supplier details, expense description, 

currency, and transaction value. After reviewing and discussing the basic details 

stated in the request form with the submitter, the Corporate Verification Unit 

confirms that the file can be processed. The request form page is then stamped with 

the unit’s date of receival to formally indicate acceptance of the file. 
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Picture 3.49 Received Transfer Note File 

Source: PT Dirgantara Indonesia (2025) 

Description: 

1 : Corporate Verification Unit’s Date of Receival Stamp 
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2 : Submission Date – 1 October 2025 

3 : Submitter – Plt. Manager Pengadaan Material Produksi Non Pesawat Terbang 

dan Umum 

4 : Request File Number – XX0000-NT-2510-00001 

5 : User Transfer Details – Kita Jual Gas, PT. at account number 8585858585 in 

Bank Syariah Indonesia (BSI) 

6 : Description – Pengadaan Bahan Bakar Solar Industri 

7 : Currency – IDR 

8 : Value – 100.000.000,00 

2) Open the Transfer Note Spreadsheet File 

After accepting the file, the Corporate Verification Unit prepares the Document 

Completeness Checklist using a standardized spreadsheet titled “2025 D.LEMBAR 

DISPOSISI TAG & TECHREP,” as shown in Picture 3.50 Transfer Note & Invoice 

Spreadsheet File (1). 

 
Picture 3.50 Transfer Note & Invoice Spreadsheet File (1) 

Source: PT Dirgantara Indonesia (2025) 

Once the spreadsheet is opened, the worksheet titled “D_2025” is accessed. 

This worksheet functions as the data entry sheet where Transfer Note request 

information is recorded and later linked automatically to the checklist format. 
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3) Fill Checklist Data Sheet with the Agenda Date, Submission Date, 

Submitter, Request File Number, User, Expense Description, Currency, and 

Value 

The verifier inputs the identified Transfer Note data into the D_2025 worksheet. 

The data entered includes the agenda date, submission date, submitter’s position, 

request file number, user or supplier name, expense description, currency, and total 

value of the transaction. 

An example of the completed data entry is shown in Picture 3.51 Filled 

Transfer Note & Invoice Data Sheet (1). Each Transfer Note is assigned a unique 

agenda number to track the verification process. After data entry is completed, the 

sheet titled “Check List Dokumen” is opened. This sheet displays the checklist 

format that is automatically populated based on the entered data and is reviewed 

again to ensure accuracy. 

 
Picture 3.51 Filled Transfer Note & Invoice Data Sheet (1) 

Source: PT Dirgantara Indonesia (2025) 

Description: 

1 : No – Row number in the spreadsheet (1456) 

2 : No Agenda – Agenda number listed in the checklist (1456D) 
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3 : Tgl Agenda – Date the checklist was prepared (1 October 2025) 

4 : Tgl. Pengajuan – Date the request file was submitted (1 October 2025) 

5 : Dari – Position of the request file submitter (Plt. Manager Pengadaan Material 

Produksi Non Pesawat Terbang dan Umum) 

6 : No Pengajuan – Payment Request Submission document number (XX0000-

NT-2510-00001) 

7 : User/Supplier – Party requesting the advance payment (Kita Jual Gas, PT.) 

8 : Perihal – Description of the advance payment (Pengadaan Bahan Bakar Solar 

Industril) 

9 : Curr – Currency used for the request (IDR) 

10 : Nilai – Total value of the advance payment (100,000,000.00) 

4) Print Document Completeness Checklist 

Once the checklist data has been verified and no inaccuracies are identified, the 

Document Completeness Checklist is printed. The printing process is shown in 

Picture 3.52 Printing Transfer Note Checklist. The printed checklist serves as the 

working document for the manual verification of supporting attachments and is 

used throughout the examination process. 

 
Picture 3.52 Printing Transfer Note Checklist 

Source: PT Dirgantara Indonesia (2025) 
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Description: 

1 : Inputted Transfer Note Data 

2 : Print Button 

5) Identify and Verify Accuracy of Attachments and Their Existing Document 

Number(s) 

The completion of the Document Completeness Checklist begins with identifying 

all supporting documents attached to the Transfer Note file and determining which 

documents require the disclosure of document numbers in the checklist. 

The first attachment identified is the Transfer Note request form itself, which 

summarizes the key details of the submission. As the document number has already 

been recorded during data entry, it does not need to be re-entered in the checklist. 

Next, the purchase order document is identified, as shown in Picture 3.53 NT 

Purchase Order. This document records the official purchase made by PTDI and 

includes information such as the purchase order number, transaction value, and 

procurement terms. The purchase order number is recorded in the checklist as the 

document reference. 
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Picture 3.53 NT Purchase Order 

Source: PT Dirgantara Indonesia (2025)  

Description: 

1 : Purchase Order Number – 9717025 

2 : Purchase Order Details 

The invoice is then identified, as shown in Picture 3.54 NT Invoice. The invoice 

provides evidence of billing from the vendor and includes the invoice number, 

which must be disclosed in the checklist. 
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Picture 3.54 NT Invoice 

Source: PT Dirgantara Indonesia (2025) 

Following this, the tax invoice is reviewed, as shown in Picture 3.55 NT Tax 

Invoice. The tax invoice serves as proof of a taxable transaction and displays the 

applicable tax charged. For checklist purposes, the document number recorded is 

the tax invoice code, which consists of the first three digits of the tax invoice 

number. 
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Picture 3.55 NT Tax Invoice 

Source: PT Dirgantara Indonesia (2025) 

The Minutes of Hand Over document is identified next, as shown in Picture 

3.56 NT Minutes of Hand Over. This document confirms that the goods have been 
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delivered and accepted by PTDI. As it does not contain a document number, no 

reference number is recorded in the checklist. 

 
Picture 3.56 NT Minutes of Hand Over 

Source: PT Dirgantara Indonesia (2025) 
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Finally, the Goods and Services Procurement Approval Form (FPBJ) is 

identified, as shown in Picture 3.57 NT FPBJ. The FPBJ number is recorded in the 

checklist to confirm that the procurement has been properly authorized. 

 
Picture 3.57 NT FPBJ 

Source: PT Dirgantara Indonesia (2025) 

6) Fill Checklist According to Documents Attached to File then Attach to 

Checklist to File 

Following the same procedure applied in the previous Document Completeness 

Checklist assignments, the checklist for the Transfer Note file is completed after all 

supporting documents have been identified. The verifier records the presence of 

mandatory attachments by marking the appropriate indicators in the checklist. Any 

additional documents relevant to the Transfer Note are noted as needed. Once 

completed, the Document Completeness Checklist is attached to the Transfer Note 

file as formal evidence that the document verification process has been performed 

prior to further processing. 
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Picture 3.58 Filled Transfer Note Checklist 

Source: PT Dirgantara Indonesia (2025) 

Description: 

1 : First Row – Transfer Note request form checked because the document is 

attached and circled Asli because the document is the original 
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2 : Second Row – PO is circled because the Purchase Order is attached, then the 

PO number is documented below, checked, and circled copy because the 

document is not the original 

3 : Third Row – Invoice Bermaterai is circled because the stamped invoice is 

attached, then the invoice number is documented below, checked, circled Copy 

because the document is not the original 

4 : Fourth Row – 070 is circled because it’s the code of the tax invoice attached, 

checked, circled Asli because the document is the original 

5 : Fifth Row – BA Penerimaan Barang is circled because the Minutes of Hand 

Over is attached, checked, and circled Asli because the document is the original 

6 : Sixth Row – FPBJ is circled because the Goods and Services Procurement 

Approval Form is attached, then the document number is documented below, 

checked, and circled Asli because the document is the original 

3.2.5. Examining the Completeness of Supporting Documents for 

Employee Welfare Expense Transaction Requests 

Another type of Payment Request Submission processed at PT Dirgantara 

Indonesia (PTDI) is the Invoice Payment Request (IN). Unlike a Transfer Note, an 

Invoice Payment Request is used to request payment for invoices that are not 

supported by a Purchase Order, and is generally applied to transactions that do not 

require formal procurement procedures. In the context of this assignment, the 

Invoice Payment Request files examined relate to employee welfare expenses, such 

as benefits or services provided for employees that are borne by the company and 

invoiced by external parties. 

As with other Payment Request Submission file types, Invoice Payment 

Requests must be supported by complete and appropriate documentation before 

they may proceed to approval and subsequent accounting processing. The 

Corporate Verification Unit examines the completeness of these submissions using 

the Document Completeness Checklist as an internal control mechanism. The 

mandatory supporting documents for this file type typically include a payment 

request form, the vendor’s invoice, and the relevant budget documentation in the 
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form of a Budget Work Plan (RKA) or a Goods and Services Procurement Approval 

Form (FPBJ). Invoice Payment Requests may be submitted by employees based on 

invoices received directly from vendors for employee-related expenditures. 

The examination of supporting document completeness for Invoice Payment 

Request files is conducted by the Corporate Verification Unit upon receipt of the 

submission and is performed continuously throughout the year as part of routine 

operational activities. During the author’s internship period, this assignment was 

carried out approximately 57 times for Invoice payment requests. 

The following section explains the procedure for examining the completeness 

of supporting documents for employee welfare expense transaction requests: 

1) Receive Verified Invoice Payment request Submission File and Stamp with 

Corporate Verification Unit's Date of Receival 

The process begins when receiving an approved Invoice Payment Request 

Submission file from the Corporate Verification Unit. The mandatory first page of 

the submission file is the request form, which summarizes the essential details of 

the payment request. Picture 3.59 Received Invoice File shows the request form 

used for this assignment. 

The Corporate Verification Unit reviews and discusses the key details stated 

in the request form with the submitter to ensure that the information provided is 

complete and consistent. Once all details are deemed accurate and acceptable for 

processing, the request form is stamped with the Corporate Verification Unit’s date 

of receival. This stamp formally indicates that the file has been accepted for 

verification. All data required to prepare the Document Completeness Checklist is 

sourced from this request form page. 
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Picture 3.59 Received Invoice File 

Source: PT Dirgantara Indonesia (2025) 

Description: 

1 : Corporate Verification Unit’s Date of Receival Stamp 
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2 : Submission Date – 9 October 2025 

3 : Submitter – Manager Klinik Pelayanan Medis 

4 : Request File Number – XX0000-IN-2510-00001 

5 : User Transfer Details – Medikal Cekkup, PT. at account number 

1000050000605 in Bank Mandiri 

6 : Description – RSU Medikal MCU PDLN Periode tanggal 15 – 16 September 

2025 

7 : Currency – IDR 

8 : Value – 20,000,000.00 

2) Open the Invoice Spreadsheet File 

After the file has been accepted, the Corporate Verification Unit prepares the 

Document Completeness Checklist by opening the standardized spreadsheet file 

titled “2025 D.LEMBAR DISPOSISI TAG & TECHREP,” as shown in Picture 3.60 

Transfer Note & Invoice Spreadsheet File (2). 

 
Picture 3.60 Transfer Note & Invoice Spreadsheet File (2) 

Source: PT Dirgantara Indonesia (2025) 

Within the spreadsheet, the worksheet titled “D_2025” is accessed. This worksheet 

functions as the data entry sheet for Invoice payment request submissions and 

serves as the basis for generating the linked checklist format. 
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3) Fill Checklist Data Sheet with the Agenda Date, Submission Date, 

Submitter, Request File Number, User, Expense Description, Currency, and 

Value 

The verifier then inputs the identified Invoice payment request data into the D_2025 

worksheet. The data entered includes the agenda date, submission date, submitter’s 

position, request file number, user or supplier name, expense description, currency, 

and total transaction value. 

An example of the completed data entry is shown in Picture 3.61 Filled 

Transfer Note & Invoice Data Sheet (2). Each Invoice payment request is assigned 

a unique agenda number to support internal tracking. After completing the data 

entry, the verifier opens the worksheet titled “Check List Dokumen,” which 

displays the checklist format automatically populated with the entered data. The 

checklist is reviewed again to ensure accuracy before printing. 

 
Picture 3.61 Filled Transfer Note & Invoice Data Sheet (2) 

Source: PT Dirgantara Indonesia (2025) 

Description: 

1 : No – Row number in the spreadsheet (1474) 
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2 : No Agenda – Agenda number listed in the checklist (1474D) 

3 : Tgl Agenda – Date the checklist was prepared (10 October 2025) 

4 : Tgl. Pengajuan – Date the request file was submitted (9 October 2025) 

5 : Dari – Position of the request file submitter (Manager Klinik Pelayanan Medis) 

6 : No Pengajuan – Payment Request Submission document number (XX0000-

IN-2510-00001) 

7 : User/Supplier – Party requesting the advance payment (Medikal Cekkup, PT.) 

8 : Perihal – Description of the advance payment (RSU Medikal MCU PDLN 

Periode tanggal 15 – 16 September 2025) 

9 : Curr – Currency used for the request (IDR) 

10 : Nilai – Total value of the advance payment (20,000,000.00) 

4) Print Document Completeness Checklist 

Once the checklist has been reviewed and confirmed to be free of inaccuracies, it is 

printed for use in the manual verification process. The printing process is shown in 

Picture 3.62 Printing Invoice Checklist. The printed Document Completeness 

Checklist serves as the formal working document used to record the results of the 

document examination. 

 
Picture 3.62 Printing Invoice Checklist 

Source: PT Dirgantara Indonesia (2025) 
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Description: 

1 : Inputted Invoice Data 

2 : Print Button 

5) Identify and Verify Accuracy of Attachments and Their Existing Document 

Number(s) 

The completion of the Document Completeness Checklist begins with identifying 

all supporting documents attached to the Invoice payment request file and 

determining which documents require the disclosure of document numbers in the 

checklist. 

The first attachment identified is the Invoice request form itself, which 

summarizes the key details of the payment request submission. As the request form 

number has already been recorded during data entry, it does not need to be re-

entered in the checklist. 

Next, the receipt is identified, as shown in Picture 3.63 IN Receipt. This 

document serves as proof of payment and includes a receipt number, which must 

be recorded in the checklist as the document reference. 

 
Picture 3.63 IN Receipt 

Source: PT Dirgantara Indonesia (2025) 
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The checkup bill is identified next, as shown in Picture 3.64 IN Checkup Bill. 

This document provides a detailed statement of charges related to the medical 

checkup services. The bill number disclosed on the document is recorded in the 

checklist. 

 
Picture 3.64 IN Checkup Bill 

Source: PT Dirgantara Indonesia (2025) 

Finally, the checkup details document is identified, as shown in Picture 3.65 

IN Checkup Details. This document provides a breakdown of the medical checkup 
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expenses incurred. As it does not contain a document number, no reference number 

is recorded in the checklist. 

 
Picture 3.65 IN Checkup Details 

Source: PT Dirgantara Indonesia (2025) 

6) Fill Checklist According to Documents Attached to File then Attach to 

Checklist to File 

Consistent with the document verification procedures described in the preceding 

checklist assignments, the Document Completeness Checklist for Invoice files is 

finalized after confirming the availability of all required supporting documents. The 

verifier indicates the presence of the invoice, request form, and related budget 

documents by completing the relevant sections of the checklist. Any supporting 

documents not explicitly listed are recorded in the additional columns provided. 

Upon completion, the checklist is attached to the Invoice file to document that the 

verification process has been conducted before the file proceeds to the next stage 

of processing. 
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Picture 3.66 Filled Invoice Checklist 

Source: PT Dirgantara Indonesia (2025) 

Description: 
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1 : First Row – Invoice request form checked because the document is attached 

and circled Asli because the document is the original 

2 : Second Row – Kwitansi Bermaterai is circled because the stamped receipt is 

attached, then the receipt number is documented below, checked, and circled 

Asli because the document is the original 

3 : Third Row – Reference is circled because the Checkup Bill is attached, then 

the document number is documented below, checked, and circled Asli because 

the document is the original 

4 : Fourth Row – Rincian Checkup is added to the list because the checkup details 

were attached, checked, and circled Asli because the document is the original 

3.2.6. Journalizing Meeting Expense Reimbursement Transactions 

One of the accounting assignments performed during the internship period was 

journalizing meeting expense reimbursement transactions in the SAP accounting 

system. After a Meeting Expense Reimbursement Transaction Request has been 

examined for document completeness, approved through the required authorization 

process, and deemed eligible for accounting processing, the transaction proceeds to 

the journalizing stage. At this stage, the Corporate Verification Unit records the 

reimbursement transaction by preparing a journal entry in SAP that reflects the 

recognition of the related meeting expenses and the corresponding liability to the 

employee. The journalizing process involves inputting key transaction information, 

including the transaction amount, relevant expense and liability accounts, posting 

references, and supporting details derived from the reimbursement file. To maintain 

internal control and allow for further verification, the journal entry is initially 

parked in SAP rather than directly posted to the general ledger. The objective of 

this assignment is to ensure that Expense Reimbursement transactions are 

accurately recorded in the accounting system while maintaining adequate control 

through staged verification. This activity is carried out continuously throughout the 

year as part of the routine operational activities of the Corporate Verification Unit. 

During the author’s internship period, this assignment was conducted 

approximately 34 times for Expense Reimbursements submissions. 
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The following section explains the procedure for journalizing meeting 

expense reimbursement transactions: 

1) Receive Approved Expense Reimbursement Payment Request Submission 

File 

The journalizing process begins after the Expense Reimbursement Payment 

Request Submission file has received all required approvals. Only approved files 

are eligible to be recorded in SAP. Upon receipt of the approved file, the Corporate 

Verification Unit reviews the request form to identify key information required for 

journal entry input. 

Picture 3.67 Received Expense Reimbursement File shows an example of an 

approved Expense Reimbursement file. From the request form, the verifier 

identifies the reimbursement document number, the list of expense accounts to be 

recognized, the respective amounts for each expense, the currency used, the total 

reimbursement value, the user to whom the reimbursement is payable, and the 

Corporate Verification Unit’s date of receival stamp. This information forms the 

basis for the accounting entry. 
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Picture 3.67 Received Expense Reimbursement File 

Source: PT Dirgantara Indonesia (2025) 

Description: 

1 : Request File Number – XX0000-PB-2511-00013 
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2 : First Account – General Ledger Alternative Code (70F), Description 

(Pembelian Snack Box untuk Tamu), and Amount (582,500.00) 

3 : Second Account – General Ledger Alternative Code (62D), Description 

(Pembelian Air Mineral), and Amount (217,000.00) 

4 : Third Account – General Ledger Alternative Code (70G), Description 

(Pembelian BBM Operasional ke Bank), and Amount (200,000.00) 

5 : Fourth Account – General Ledger Alternative Code (66C), Description 

(Pembelian Air Mineral Galon), and Amount (30,000.00) 

6 : Currency – IDR 

7 : Value – 1,029,500.00 

8 : User – Rafi Rahman 

9 : Corporate Verification Unit’s Date of Receival Stamp 

2) Open Park Invoice Function in SAP 

PT Dirgantara Indonesia records expense reimbursement transactions using SAP. 

To begin the recording process, the Corporate Verification Unit opens the SAP 

application. Expense reimbursement transactions are recorded using the transaction 

code FV60, which is used to park vendor invoices. 

The transaction code FV60 is entered into the SAP command field to access 

the Park Vendor Invoice function, as shown in Picture 3.68 SAP Home Page FV60. 

Parking the invoice allows the transaction to be recorded without triggering 

immediate payment. 
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Picture 3.68 SAP Home Page FV60 

Source: PT Dirgantara Indonesia (2025) 

3) Input Required Information in the Basic Data Tab 

After accessing the FV60 transaction, the verifier inputs the required information 

in the Basic Data tab. The invoice date is determined based on the characteristics 

of the Expense Reimbursement file. In cases where multiple invoices are attached, 

the invoice date used is the Corporate Verification Unit’s date of receival, as 

stamped on the request form. 

The document type selected is Employee Invoice (ET), as the transaction 

represents a reimbursement payable to an employee rather than a vendor. The 

reference field is filled with the Expense Reimbursement file number to allow 

traceability between SAP records and physical documents. 

Next, the total reimbursement amount and currency are entered. Since the 

transaction does not involve value-added tax, the tax code V4 (No Tax Applicable) 

is selected. The vendor code entered corresponds to the employee receiving the 

reimbursement. The liability description is standardized, beginning with “PB.” to 

indicate a purchase-related reimbursement, followed by the transaction description 

as stated in the request form. 
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Picture 3.69 PB Filled Basic Data Tab 

Source: PT Dirgantara Indonesia (2025) 

Description: 

1 : Vendor Code – E05388 (Rafi Rahman) 

2 : Invoice Date – 5 November 2025 

3 : Reference – Expense Reimbursement File Number (XX/PB-2511-00013) 

4 : Document Type – Employee Invoice (ET) 

5 : Amount – 1,029,500 

6 : Currency – IDR 

7 : Calculate Tax Function – Activated 

8 : Tax Type – V4 (No Tax Applicable) 

9 : Liability Account Description – PB. Peembelian Snack Box, Air Mineral, dan 

BBM 

4) Input Required Information in the Payment Tab 

After completing the Basic Data tab, the verifier proceeds to the Payment tab. In 

this tab, the payment block is set to Default Block. This step ensures that the parked 

invoice will not be automatically processed for payment before further review and 

approval stages are completed. Picture 3.70 PB Filled Payment Tab illustrates the 

payment block configuration applied to the transaction. 
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Picture 3.70 PB Filled Payment Tab 

Source: PT Dirgantara Indonesia (2025) 

5) Input Required Information in the Details Tab 

The verifier then continues to the Details tab. In this section, the Assignment field 

is filled with the Expense Reimbursement file number. This assignment serves as a 

common identifier linking the debit and credit entries within the journal entry and 

facilitates reconciliation and document tracing. Picture 3.71 PB Filled Details Tab 

shows the completed Details Tab. 
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Picture 3.71 PB Filled Details Tab 

Source: PT Dirgantara Indonesia (2025) 

6) Input Required Information in the Expense Distribution Area 

The next step involves recognizing the expense accounts in the expense distribution 

area. Each general ledger account alternative code identified from the Expense 

Reimbursement file is entered along with its corresponding amount. These accounts 

represent the various meeting-related expenses incurred. 

For each expense line, the assignment field is again filled with the Expense 

Reimbursement file number to maintain consistency across all journal lines. The 

expense descriptions begin with “BY.” to indicate expense recognition and mirror 

the liability description, with the prefix changed from “PB” to “BY.” 

Picture 3.72 PB Filled Expense Distribution Area (1) shows the input of 

multiple expense accounts and amounts. 
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Picture 3.72 PB Filled Expense Distribution Area (1) 

Source: PT Dirgantara Indonesia (2025) 

Description: 

1 : General Ledger Accounts – First (70F), Second (62D), Third (70G), and Fourth 

(66C) Account 

2 : Account’s Amounts – First (582,500.00), Second (217,000.00), Third 

(200,000.00), and Fourth (30,000.00) Account 

3 : Assignments – Expense Reimbursement file number (XX/PB-2511-00013) 

4 : Expense Account Descriptions – First (BY. Snack Box untuk Tamu), Second 

(BY. Air Mineral), Third (BY. BBM Operasional ke Bank), and Fourth (BY. Air 

Mineral Galon) Account 

Next, the cost center and internal order for each expense are entered based on 

information obtained from the Budget Work Plan, as shown in Picture 3.73 PB 

Budget Work Plan. These entries ensure that expenses are charged to the correct 

organizational units and activities. 
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Picture 3.73 PB Budget Work Plan 

Source: PT Dirgantara Indonesia (2025) 

Description: 

1 : Cost Center – YYXX000000 

2 : Internal Orders – First (6270008XX00L), Second (6210020XX00L), Third 

(6293050XX00L), and Fourth (6280020XX00L) Account 

 

 
Picture 3.74 PB Filled Expense Distribution Area (2) 

Source: PT Dirgantara Indonesia (2025) 

Description: 

1 : Cost Center – YYXX000000 
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2 : Internal Orders – First (6270008XX00L), Second (6210020XX00L), Third 

(6293050XX00L), and Fourth (6280020XX00L) Account 

After the cost center and internal order are entered, the profit center can be 

filled automatically by pressing Enter, as SAP derives the profit center from the 

assigned cost center or internal order. This process is shown in Picture 3.75 PB 

Filled Expense Distribution Area (3). 

 
Picture 3.75 PB Filled Expense Distribution Area (3) 

Source: PT Dirgantara Indonesia (2025) 

Finally, the purchase order number and contract number fields are completed. 

Since this transaction does not relate to a recurring vendor agreement, both fields 

are filled with placeholder values, as shown in Picture 3.76 PB Filled Expense 

Distribution Area (4). 

 
Picture 3.76 PB Filled Expense Distribution Area (4) 

Source: PT Dirgantara Indonesia (2025) 

7) Simulate the Journal Entry, Verify the Accuracy of Accounts, Park the 

Transaction, and Record the SAP Document Number 
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After all required data has been entered, the verifier simulates the journal entry to 

review the accounting impact and identify any potential inaccuracies. The preferred 

simulation layout used by the Corporate Verification Unit is /GOVIS. 

 
Picture 3.77 Meeting Expenses Reimbursement Journal 

Source: PT Dirgantara Indonesia (2025) 

Description: 

1 : Credit Account 

2 : Debit Accounts 

Picture 3.77 Meeting Expenses Reimbursement Journal shows the simulated 

journal entry. In the simulation, the credit entry represents the liability to the 

employee, while the debit entries represent the various expense accounts. Credit 

accounts are indicated by a minus sign, while debit accounts appear as positive 

amounts. 

Once the journal entry is confirmed to be accurate, the transaction is parked 

in SAP. Upon parking, SAP generates a document number, which appears on the 

screen. This SAP document number is then recorded on the physical Expense 

Reimbursement file as a reference, indicating that the transaction has been 

successfully journalized. 

3.2.7. Requesting an Advance to Employee for Public Relations Expense 

Transactions 

Another assignment performed during the internship period was requesting 

advances to employees for public relations expense transactions through the SAP 

accounting system. After an Advance to Employee Transaction Request related to 

public relations activities has been examined for document completeness and 

approved through the required authorization process, the Corporate Verification 

Unit records the request in SAP to formalize the advance. Unlike expense 

reimbursement transactions, this process does not immediately recognize an 
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expense; instead, it records an advance as a receivable from the employee, 

representing company funds to be used for approved public relations activities at a 

later stage. The transaction is initially entered and parked in SAP to allow for 

verification and control before being posted for further processing. Once posted, 

the transaction can be followed up by the Treasury function for fund disbursement 

to the employee. The objective of this assignment is to ensure that advances for 

public relations expenses are properly authorized, recorded, and controlled within 

the accounting system prior to realization. This activity is conducted continuously 

throughout the year as part of the routine operational responsibilities of the 

Corporate Verification Unit. During the author’s four-month internship period, this 

assignment was performed approximately 29 times for Advance Payment Request 

submissions. 

The following section explains the procedure for requesting an advance to 

employee for public relations expense transactions: 

1) Receive Approved Advance Payment Request File 

The procedure starts with receiving an approved advance payment request file from 

the requesting unit. This document serves as the formal basis for initiating the 

advance transaction in SAP. As shown in Picture 3.78 Received Advance Payment 

Request File, the request file contains key information such as the request file 

number, the purpose of the advance, the currency used, employee transfer details, 

and the submission date. The presence of approval indicates that the request has 

passed internal authorization controls and is eligible for further processing. 
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Picture 3.78 Received Advance Payment Request File 

Source: PT Dirgantara Indonesia (2025) 

Description: 

1 : Request File Number – XX0000-PU-2511-00003 
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2 : Description – Biaya Kegiatan Penandatanganan Nota Kesepahaman Antara 

PTDI dan PT Makmur 9 Nov 2025 

3 : Currency – IDR 

4 : User Transfer Details – Rahma Setiadi at account number 150101005100505 

in Bank Rakyat Indonesia (BRI) 

5 : Submission Date – 8 November 2025 

2) Open Down Payment Request Function in SAP 

After receiving the approved request file, the user accesses the down payment 

request function in SAP using transaction code F-47. This transaction code is 

specifically designed for requesting down payments or advances. As illustrated in 

Picture 3.79 SAP Home Page F-47, the user searches for F-47 from the SAP home 

page to open the relevant input screen. This step ensures that the transaction is 

recorded using the appropriate SAP module and function. 

 
Picture 3.79 SAP Home Page F-47 

Source: PT Dirgantara Indonesia (2025) 

3) Input Required Information in the Header Data Screen 

Once the F-47 transaction is opened, the user inputs the required header data to 

identify the advance request. As shown in Picture 3.80 PU Filled Header Data 

Screen, this includes the document date, down payment type, accounting period, 
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currency, and reference number corresponding to the advance payment request file. 

The employee receiving the advance is entered using a vendor code, and the Special 

G/L indicator “A” is selected to classify the transaction as a down payment. 

Completing the header data establishes the basic identity and classification of the 

transaction before detailed amounts are entered. 

 
Picture 3.80 PU Filled Header Data Screen 

Source: PT Dirgantara Indonesia (2025) 

Description: 

1 : Document Date – 8 November 2025 

2 : Down Payment Type – ER 

3 : Period – Month of Request (11) 

4 : Currency – IDR 

5 : Reference – Advance Payment Request Number (XX/PU-2511-00003) 

6 : Vendor Code – E00104 (Rahma Setiadi) 

7 : Special G/L indicator – A (Down Payment) 

Press enter to continue to Add Vendor Item Screen 

4) Input Required Information in the Add Vendor Item Screen 

After confirming the header data, the user proceeds to the Add Vendor Item screen 

to input transaction-specific details. As illustrated in Picture 3.81 PU Filled Add 
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Vendor Item Screen, this step includes entering the advance amount, applicable tax 

code, due date, payment blocks, profit center, and a descriptive text explaining the 

purpose of the advance. Payment blocks are applied to prevent automatic payment 

processing, ensuring that disbursement is handled separately by the treasury unit. 

This step ensures accurate allocation and internal control over advance payments. 

 
Picture 3.81 PU Filled Add Vendor Item Screen 

Source: PT Dirgantara Indonesia (2025) 

Description: 

1 : Amount – 4,300,000.00 

2 : Tax Code – V4 (No Tax Applicable) 

3 : Calculate Tax Function – Activated 

4 : Due Date – 30 November 2025 

5 : Payment Block – R (Blocks Automatic Payment) 

6 : Payment Transaction – E (Blocks Automatic Payment) 

7 : Profit Center – YY0000000 

8 : Description – General@General BY Keg TTD Kesephaman PT Makmur 
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5) Simulate the Request, Verify the Accuracy, Save the Request, and Record 

the SAP Document Number 

Before saving the transaction, the user simulates the request to review the journal 

entry generated by SAP. As shown in Picture 3.82 PU Simulated Journal, SAP 

posts the debit side of the advance payment journal to the employee advance 

account. This simulation allows the user to verify that the account determination, 

amounts, and descriptions are correct. The credit side of the transaction is 

completed later by the treasury unit when the advance funds are disbursed. 

 
Picture 3.82 PU Simulated Journal 

Source: PT Dirgantara Indonesia (2025) 

6) Record Down Payment Request 

After verification, the user saves the transaction to officially record the down 

payment request in SAP. Saving the transaction generates an SAP document 
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number, which serves as evidence that the advance request has been successfully 

recorded in the system and is ready for subsequent processing by the treasury unit. 

3.2.8. Journalizing Operational Transportation Expense Transactions 

Realized Through Employee Advances 

Another assignment performed during the internship period was journalizing 

operational transportation expense transactions realized through employee 

advances into the SAP journal. This activity is carried out after the realization file 

evidencing the use of an advance to an employee has been examined for document 

completeness and accuracy, including verification of supporting receipts and any 

required expenditure recapitulation. The purpose of this journalizing process is to 

recognize the actual transportation expenses incurred and to record the realization 

of company funds that were previously disbursed as an advance to the employee. 

The Corporate Verification Unit records the transaction in SAP by creating a 

journal entry that reclassifies the advance into the appropriate transportation 

expense accounts based on the realized amounts. The journal entry is then parked 

in SAP to allow for further review and verification by subsequent accounting units 

prior to posting. This assignment supports proper expense recognition and internal 

control over advances to employees and is conducted continuously throughout the 

year as part of the routine operational activities of the Corporate Verification Unit. 

During the author’s internship period, this assignment was performed 

approximately 26 times for Accountability Note submissions. 

The following section explains the procedure for journalizing operational 

transportation expense transactions realized through employee advances: 

1) Receive Approved Advance Realization File 

The journalizing process begins upon receipt of an approved Accountability Note 

file that documents the realization of an employee advance. Only Accountability 

Notes that have completed verification and approval may be recorded in SAP. The 

verifier reviews the request form to identify key transaction data required for journal 

entry input. 
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Picture 3.83 Received Accountability Note File shows an example of an 

approved realization file. From this document, the verifier identifies the 

Accountability Note file number, the general ledger account to be used for expense 

recognition, the related Advance Payment Request file number, the employee 

receiving the advance, the realized amount, and the Corporate Verification Unit’s 

date of receival stamp. These details establish the linkage between the realization 

transaction and the original advance. 
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Picture 3.83 Received Accountability Note File 

Source: PT Dirgantara Indonesia (2025) 

Description: 

1 : Request File Number – XX0000-NP-2511-00001 
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2 : General Ledger Alternative Code – 70G 

3 : Related Advance Payment Request file – XX0000-PU-2511-00002 

4 : User Transfer Details – Tina Vanderhossel at account number 

2101010101010 in Bank Rakyat Indonesia (BRI) 

5 : Realized Amount – Rp 2,000,000.00 

6 : Corporate Verification Unit’s Date of Receival Stamp 

2) Open Park Invoice Function in SAP 

Realization transactions for employee advances are recorded in SAP using the 

FV60 transaction code, which is used to park vendor invoices. Although the 

transaction does not involve an external vendor, SAP treats employees as vendors 

for advance and reimbursement processing purposes. 

To begin the recording process, the verifier opens the SAP application and 

enters the transaction code FV60 in the command field, as shown in Picture 3.84 

SAP Home Page FV60. 

 
Picture 3.84 SAP Home Page FV60 

Source: PT Dirgantara Indonesia (2025) 

3) Input Required Information in the Basic Data Tab 
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After accessing FV60, the verifier inputs the required data in the Basic Data tab. 

The invoice date is determined based on the characteristics of the realization file. 

When multiple supporting invoices are attached or when no single invoice date is 

dominant, the invoice date used is the Corporate Verification Unit’s date of 

receival, as stamped on the Accountability Note file. 

The document type selected is Employee Down Payment (EF), as the 

transaction represents the realization of a previously recorded advance rather than 

a new payable. The reference field is filled with the Accountability Note file number 

to ensure traceability between SAP records and the physical file. 

Next, the realized amount and currency are entered. Since the transaction does 

not involve value-added tax, the tax code V4 (No Tax Applicable) is selected. The 

vendor code corresponds to the employee who received the advance. 

The liability description for the realization transaction must reflect the nature 

of the original advance. Therefore, the description begins with “PJK.” to indicate 

an advance realization, followed by a concise transaction description. The 

completed Basic Data tab is shown in Picture 3.85 NP Filled Basic Data Tab. 

 
Picture 3.85 NP Filled Basic Data Tab 

Source: PT Dirgantara Indonesia (2025) 
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Description: 

1 : Vendor Code – E06901 (Tina Vanderhossel) 

2 : Invoice Date – 9 November 2025 

3 : Reference – Accountability Note File Number (XX/NP-2511-00001) 

4 : Document Type – Employee Down Payment (EF) 

5 : Amount – 2,000,000.00 

6 : Currency – IDR 

7 : Calculate Tax Function – Activated 

8 : Tax Type – V4 (No Tax Applicable) 

To ensure consistency between the realization transaction and the original advance 

payment request, the verifier must reference the description used in the advance 

posting. This is done by reviewing the advance transaction through the vendor line 

item display. 

The verifier opens the FBL1N transaction to display vendor line items, as 

shown in Picture 3.86 SAP Home Page FBL1N. 

 
Picture 3.86 SAP Home Page FBL1N 

Source: PT Dirgantara Indonesia (2025) 
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In the selection screen, the vendor code of the employee is entered, and 

normal items, special G/L transactions, noted items, and parked items are selected, 

as illustrated in Picture 3.87 NP Vendor Line Item Display Selection. 

 
Picture 3.87 NP Vendor Line Item Display Selection 

Source: PT Dirgantara Indonesia (2025) 

Description: 

1 : Execute Button 

2 : Vendor Code – E06901 (Tina Vanderhossel) 

3 : Normal Items– Selected 

4 : Special G/L Transactions – Selected 

5 : Noted Items – Selected 

6 : Parked Items – Selected 

The related advance payment transaction is then located using the advance 

payment request document number, as shown in Picture 3.88 NP SAP Highlighted 

Item. 
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Picture 3.88 NP SAP Highlighted Item 

Source: PT Dirgantara Indonesia (2025) 

By opening the transaction details, the verifier identifies the original advance 

description and assignment, as shown in Picture 3.89 NP Related PU. 

 
Picture 3.89 NP Related PU 

Source: PT Dirgantara Indonesia (2025) 

Description: 
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1 : Advance Payment Request Number – 5210001051 

2 : Advance Payment Request Assignment – 52000009242025  

3 : Advance Payment Request Description – General@General UMOPS BBM 

dan Etoll Bdg-Jkt-Bdg 

The realization description is then adjusted by retaining the transaction 

description from the advance and modifying the prefix to “PJK.” to reflect that the 

transaction represents the realization of an advance rather than the initial 

disbursement. The completed description is shown in Picture 3.90 NP Filled Basic 

Data Description. 

 
Picture 3.90 NP Filled Basic Data Description 

Source: PT Dirgantara Indonesia (2025) 

4) Input Required Information in the Payment Tab 

After completing the Basic Data tab, the verifier proceeds to the Payment tab. In 

this tab, the payment block is set to Default Block. This ensures that the parked 

realization transaction will not trigger an automatic payment, as the purpose of the 

entry is expense recognition and advance settlement rather than cash disbursement. 

Picture 3.91 NP Filled Payment Tab illustrates the configured payment block. 
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Picture 3.91 NP Filled Payment Tab 

Source: PT Dirgantara Indonesia (2025) 

5) Input Required Information in the Details Tab 

The verifier then moves to the Details tab. In this section, the Assignment field is 

filled with the assignment number from the related advance payment transaction. 

Using the same assignment for both the advance and its realization creates a clear 

linkage between the two entries and facilitates subsequent clearing of open items. 

The completed Details tab is shown in Picture 3.92 NP Filled Details Tab. 

 
Picture 3.92 NP Filled Details Tab 

Source: PT Dirgantara Indonesia (2025) 
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6) Input Required Information in the Expense Distribution Area 

Next, the expense is recognized in the expense distribution area. The appropriate 

general ledger account for operational transportation expenses is entered along with 

the realized amount. The assignment used in the advance payment transaction is 

again applied to the expense line to maintain consistency. 

The expense description begins with “BY.” to indicate expense recognition 

and mirrors the transaction description used in the liability section. This input is 

shown in Picture 3.93 NP Filled Expense Distribution Area (1). 

 
Picture 3.93 NP Filled Expense Distribution Area (1) 

Source: PT Dirgantara Indonesia (2025) 

Description: 

1 : General Ledger Accounts – 70G 

2 : Account’s Amounts – 2,000,000.00 

3 : Advance Payment’s Assignments – 52100010512025 

4 : Expense Account Descriptions – BY. BBM dan Etoll Bdg-Jkt-Bdg 

The verifier then enters the cost center responsible for the expense and the 

related internal order, which are identified based on the operational unit incurring 

the cost. These inputs ensure that the expense is charged to the correct 

organizational and operational accounts, as shown in Picture 3.94 NP Filled 

Expense Distribution Area (2). 
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Picture 3.94 NP Filled Expense Distribution Area (2) 

Source: PT Dirgantara Indonesia (2025) 

Description: 

1 : First seven numbers in general ledger account code – 6293060 

2 : Cost Center Code – YYXX000000 

3 : Internal Order – 6293060XX00L 

After the cost center and internal order are entered, the profit center is filled 

either automatically or manually, as shown in Picture 3.95 NP Filled Expense 

Distribution Area (3). 

 
Picture 3.95 NP Filled Expense Distribution Area (3) 

Source: PT Dirgantara Indonesia (2025) 

Finally, the purchase order number and contract number fields are completed. 

Since the transaction does not involve a recurring vendor arrangement, both fields 

are filled with placeholder values, as illustrated in Picture 3.96 NP Filled Expense 

Distribution Area (4). 
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Picture 3.96 NP Filled Expense Distribution Area (4) 

Source: PT Dirgantara Indonesia (2025) 

Description: 

1 : Purchase Order Number – ZZZ 

2 : Contract Number – ZZZZZZZZZZZZZZ 

7) Simulate the Journal Entry, Verify the Accuracy of Accounts, Park the 

Transaction, and Record the SAP Document Number 

After all required fields have been completed, the verifier simulates the journal 

entry using the preferred /GOVIS layout to review the accounting impact and 

identify any errors. 

 
Picture 3.97 Operational Transportation Expense Realization Journal 

Source: PT Dirgantara Indonesia (2025) 

Description: 

1 : Credit Account 

2 : Debit Accounts 

Picture 3.97 Operational Transportation Expense Realization Journal shows 

the simulated journal entry. In the simulation, the credit entry represents the 

reduction of the employee advance, while the debit entry represents the operational 

transportation expense. Credit accounts are indicated by a minus sign, while debit 

accounts appear as positive amounts. 
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Once the journal entry is confirmed to be accurate, the transaction is parked 

in SAP. Upon parking, SAP generates a document number, which is recorded on 

the physical Accountability Note file as evidence that the realization transaction has 

been successfully journalized and is ready for subsequent clearing with the related 

advance. 

3.2.9. Journalizing Production Fuel Expense Transactions 

Another assignment performed during the internship period was journalizing 

production fuel expense transactions into the SAP journal. This activity is carried 

out after a production fuel expense transaction request, supported by a vendor 

invoice and related procurement documents, has been verified for completeness and 

approved. Production fuel expenses generally arise from fuel purchases required to 

support operational and production activities and are typically documented through 

formal procurement procedures. Based on the information contained in the 

approved submission file, the Corporate Verification Unit records the transaction 

in SAP by creating a journal entry that recognizes the fuel expense and the 

corresponding liability to the vendor. The journal entry is parked in the SAP system 

to allow for further review and verification by subsequent accounting units prior to 

posting. This process ensures that production-related fuel expenses are accurately 

recorded while maintaining internal control over procurement-based transactions. 

This assignment is conducted continuously throughout the year as part of routine 

operational activities, and during the author’s internship period, journalizing for this 

file type was performed approximately 18 times. 

The following section explains the procedure for journalizing production fuel 

expense transactions: 

1) Receive Approved Transfer Note Payment Request Submission File 

The journalizing process begins with the receipt of an approved transfer note 

payment request submission file from the relevant unit. This file serves as the 

primary evidence that the operational transportation expense has been incurred and 

formally approved for accounting processing. It typically contains the transfer note 
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and supporting documents that justify the realization of the employee advance. The 

receipt of this documentation is illustrated in Picture 3.98 Received Transfer Note 

File(s), which shows the compiled and approved files used as the basis for 

journalizing the transaction. 
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Picture 3.98 Received Transfer Note File(s) 

Source: PT Dirgantara Indonesia (2025) 

2) Open Park Invoice Function in SAP 
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After confirming the completeness of the supporting documents, the accountant 

accesses the SAP system to record the transaction. The Park Invoice function is 

opened using transaction code MIRO, which allows the transaction to be recorded 

as a preliminary document pending further verification or approval. This step 

ensures that the expense can be reviewed before being officially posted to the 

general ledger. The initial SAP interface used to access this function is shown in 

Picture 3.99 SAP Home Page MIRO. 

 
Picture 3.99 SAP Home Page MIRO 

Source: PT Dirgantara Indonesia (2025) 

3) Input Required Information in the Basic Data and Purchase Order Reference 

Tab 

In this step, the accountant enters the core transaction data into the Basic Data and 

Purchase Order Reference tab. First, the tax invoice is reviewed to ensure that tax-

related information is accurate and compliant with regulations, as shown in Picture 

3.100 NT Tax Invoice. 
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Picture 3.100 NT Tax Invoice 

Source: PT Dirgantara Indonesia (2025) 
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The invoice number from the supporting document is then entered as the 

reference number in SAP to establish a clear linkage between the system record and 

the external document, as illustrated in Picture 3.101 NT Invoice. 

 
Picture 3.101 NT Invoice 

Source: PT Dirgantara Indonesia (2025) 

Next, the value and currency of the expense are entered in accordance with 

the approved transfer note. The accountant activates the tax calculation feature and 

selects the relevant tax code so that the system can automatically calculate the 

applicable tax amount. The purchase order number related to the transaction is then 

entered to link the expense realization to its originating commitment, as shown in 

Picture 3.102 NT Purchase Order. 
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Picture 3.102 NT Purchase Order 

Source: PT Dirgantara Indonesia (2025) 

To improve clarity and audit traceability, the purchase order text is adjusted so that 

it accurately describes the operational transportation expense being recorded. The 
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completed input for this tab is shown in Picture 3.103 NT Filled Basic Data Tab 

and PO Reference. 

 
Picture 3.103 NT Filled Basic Data Tab and PO Reference 

Source: PT Dirgantara Indonesia (2025) 

4) Input Required Information in the Payment Tab 

After completing the basic transaction data, the accountant proceeds to the Payment 

tab to enter payment-related information. This includes details such as payment 

terms and other payment controls required by company policy. Proper completion 

of this tab ensures that the transaction is correctly managed within the company’s 

payment and cash management processes. The filled Payment tab for this 

transaction is shown in Picture 3.104 NT Filled Payment Tab. 
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Picture 3.104 NT Filled Payment Tab 

Source: PT Dirgantara Indonesia (2025) 

5) Input Required Information in the Details Tab 

The next step involves completing the Details tab to provide additional 

classification and reference information. The accountant selects the appropriate 

document type to ensure correct categorization of the transaction in SAP. The 

purchase order number is entered in the assignment field to strengthen the linkage 

between the accounting document and the related procurement record. 

Additionally, the tax invoice number is entered in the header text field to facilitate 

identification of tax documentation during review or audit. The completed Details 

tab is illustrated in Picture 3.105 NT Filled Details Tab. 
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Picture 3.105 NT Filled Details Tab 

Source: PT Dirgantara Indonesia (2025) 

6) Simulate the Journal Entry, Verify the Accuracy of Accounts, Park the 

Transaction, and Record the SAP Preliminary Document Number 

 
Picture 3.106 Production Fuel Purchase Journal 

Source: PT Dirgantara Indonesia (2025) 

Once all required data has been entered, the accountant simulates the journal entry 

to verify the accuracy of the accounts, amounts, and tax postings generated by the 

system. This simulation allows errors or inconsistencies to be identified before the 

transaction is finalized. After verification, the transaction is parked rather than 

posted, meaning it is saved as a preliminary document awaiting further review or 

approval. The system then generates a preliminary document number, which is 

recorded for tracking purposes. The simulated journal entry resulting from this 

process is shown in Picture 3.106 Production Fuel Purchase Journal. 
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3.2.10. Journalizing Employee Insurance Expense Transactions 

Another assignment performed during the internship period was journalizing 

employee insurance expense transactions into the SAP journal. This activity relates 

to the recording of insurance-related expenses incurred by the company for 

employee welfare purposes, which are typically billed through invoices that are not 

supported by a Purchase Order. After the supporting documents for the employee 

insurance expense transaction request have been verified for completeness and have 

obtained the necessary approvals, the Corporate Verification Unit records the 

transaction in the SAP accounting system. The journal entry is created based on the 

information contained in the approved invoice file to recognize the insurance 

expense and the corresponding liability. The entry is parked in SAP to allow for 

further review and control by the subsequent responsible accounting unit prior to 

posting. This process ensures accurate recognition of employee benefit expenses 

while maintaining internal control over non-procurement-related transactions. This 

assignment is carried out continuously throughout the year as part of routine 

operational activities, and during the author’s internship period, journalizing for 

employee insurance expense transactions was performed approximately 41 times. 

The following section explains the procedure for journalizing employee 

insurance expense transactions: 

1) Receive Invoice File(s) 
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Picture 3.107 Received Invoice File 

Source: PT Dirgantara Indonesia (2025) 

 

2) Open Park Invoice Function in SAP 
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Picture 3.108 SAP Home Page FV60 

Source: PT Dirgantara Indonesia (2025) 

3) Input Required Information in the Basic Data Tab 

Enter Vendor Code 

Enter Invoice Date 
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Picture 3.109 IN Invoice 

Source: PT Dirgantara Indonesia (2025) 

Enter Invoice Number as Reference 
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Select Document Type 

Enter Value and Currency of Expense 

Select Calculate Tax and Choose Relevant Tax Code 

Enter Expense Description 

 
Picture 3.110 IN Filled Basic Data Tab 

Source: PT Dirgantara Indonesia (2025) 

4) Input Required Information in the Payment Tab 

Choose Payment Block Settings 
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Picture 3.111 IN Filled Payment Tab 

Source: PT Dirgantara Indonesia (2025) 

5) Input Required Information in the Details Tab 

Enter Expense Reimbursement File Document Number as Assignment 

 
Picture 3.112 IN Filled Details Tab 

Source: PT Dirgantara Indonesia (2025) 

6) Input Required Information in the Expense Distribution Area 
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Enter Expense Amount 

Enter the Document Number as the Assignment 

Enter the Expense Text Descriptions 

 

 
Picture 3.113 IN Filled Expense Disbursement Area (1) 

Source: PT Dirgantara Indonesia (2025) 

Enter the Cost Center Responsible for the Expense 

 
Picture 3.114 IN Filled Expense Disbursement Area (2) 

Source: PT Dirgantara Indonesia (2025) 

Enter the Profit Center Responsible for the Expense 
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Picture 3.115 IN Filled Expense Disbursement Area (3) 

Source: PT Dirgantara Indonesia (2025) 

Enter the relevant Purchase Order and Sales Contract Number 

 
Picture 3.116 IN Filled Expense Disbursement Area (4) 

Source: PT Dirgantara Indonesia (2025) 

7) Simulate the Journal Entry, Verify the Accuracy of Accounts, Park the 

Transaction, and Record the SAP Document Number 

 
Picture 3.117 Employee Insurance Journal 

Source: PT Dirgantara Indonesia (2025) 

 

3.2.11. Recapitulating Value-Added Tax (VAT) Invoices 

Another assignment performed during the internship period was recapitulating 

Value-Added Tax (VAT) invoices. This activity supports the management of VAT 

obligations arising from purchase and expense transactions that have already 

generated tax invoices. In practice, VAT invoices are typically processed after the 
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related transaction has been recorded in the SAP accounting system. However, in 

certain cases, the statutory deadline for VAT payment may approach before the full 

accounting process is completed. To address this timing gap and mitigate the risk 

of late payment penalties, the Tax Verification Unit performs VAT invoice 

recapitulation to identify tax invoices that require immediate attention. This 

recapitulation is prepared in spreadsheet form and includes key information such as 

tax invoice numbers, vendors, tax amounts, and statutory deadlines. The objective 

of this assignment is to support timely VAT settlement by providing a clear and 

organized overview of VAT invoices nearing their payment deadlines in 

accordance with applicable tax regulations. This activity is conducted on a weekly 

basis as part of routine tax compliance procedures, and during the author’s 

internship period, VAT invoice recapitulation was performed approximately 18 

times. 

The following section explains the procedure for recapitulating Value-Added 

Tax (VAT) invoices: 

1) Receive and Sort the Value-Added Tax (VAT) Invoices Nearing Statutory 

Deadline According to Tax Invoice Code 

 

2) Open Preliminary Tax Liability Identification List Spreadsheet File 
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Picture 3.118 VAT Invoices Recapitulation Spreadsheet File 

Source: PT Dirgantara Indonesia (2025) 

Open Most Recent Tax Liability List Data Sheet 

3) Identify Tax Invoice Data 



 

 

172 
Internship Report on the Financial…, Naila Arshiya Hendriana, Universitas Multimedia Nusantara 

 
Picture 3.119 Tax Invoice 

Source: PT Dirgantara Indonesia (2025) 
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4) Fill Tax Liability List Data Sheet with Taxpayer Identification Number, 

Taxable Entrepreneur, Tax Invoice Number, Tax Invoice Code, Tax Invoice 

Date, Value-Added Tax, SAP Number 

 
Picture 3.120 Filled VAT Invoices Recapitulation Data Sheet 

Source: PT Dirgantara Indonesia (2025) 

5) Save Updated Spreadsheet and Send to Tax Verification Unit 

Representative Through LAN 

 

 
Picture 3.121 LAN Sent File 
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Source: PT Dirgantara Indonesia (2025) 

3.2.12. Posting Operational Transportation Expense Reimbursement 

Transactions 

Another assignment performed during the internship period was posting operational 

transportation expense reimbursement transactions to the SAP General Ledger. 

This activity represents the final stage of the accounting process for transportation 

expenses that were initially incurred by employees and reimbursed by the company. 

After the related reimbursement transactions have been journalized and parked in 

SAP by the Corporate Verification and Tax Verification Unit, the posting process 

is carried out by the Liabilities and Equity Accounting Unit. At this stage, the unit 

performs a final review of the parked journal entries by verifying the accuracy of 

account classifications, amounts, and supporting references, as well as adjusting the 

posting date to reflect the actual posting period. Any discrepancies identified during 

this review are corrected prior to posting. Once verified, the transaction is posted to 

the SAP General Ledger, thereby formally recognizing the expense and related 

liability in the company’s financial records. This assignment is conducted 

continuously throughout the year as part of routine accounting operations, and 

during the author’s internship period, posting of expense reimbursement 

transactions was performed approximately 22 times. 

The following section explains the procedure for posting operational 

transportation expense reimbursement transactions: 

1) Receive Expense Reimbursement File with Journalized Transaction 
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Picture 3.122 Received Expense Reimbursement File 

Source: PT Dirgantara Indonesia (2025) 

2) Open Parked Entry in SAP 
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Picture 3.123 SAP Home Page FBV0 

Source: PT Dirgantara Indonesia (2025) 

Enter Company Code, Document Number, and Fiscal Year to Edit Parked Vendor 

Invoice 

 

 
Picture 3.124 PB Parked Document Identification 

Source: PT Dirgantara Indonesia (2025) 
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3) Verify the Accuracy of Information in the Basic Data Tab, Adjust the 

Posting Date, and Correct Discrepancies 

 

Verify Invoice Date 

Verify the Reference Document Number 

Adjust Posting Date 

Verify Document Type 

Verify Amount and Currency 

Verify Tax Code 

Verify Transaction Explanation 



 

 

178 
Internship Report on the Financial…, Naila Arshiya Hendriana, Universitas Multimedia Nusantara 

 
Picture 3.125 PB Request Form 

Source: PT Dirgantara Indonesia (2025) 
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Picture 3.126 PB Invoice 

Source: PT Dirgantara Indonesia (2025) 

 

 
Picture 3.127 PB Basic Data Tab Verification 

Source: PT Dirgantara Indonesia (2025) 
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4) Verify the Accuracy of Information in the Payment Tab and Adjust the 

Baseline Date 

Adjust Baseline Date 

Follow posting date. 

Verify Payment Block Settings 

 
Picture 3.128 PB Payment Tab Verification 

Source: PT Dirgantara Indonesia (2025) 

5) Verify the Accuracy of Information in the Details Tab and Correct 

Discrepancies 

Open Details Data Entry Tab 

Verify Liability General Ledger Account 

Verify Assignment Document Number 
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Picture 3.129 PB Details Tab Verification 

Source: PT Dirgantara Indonesia (2025) 

 

6) Verify the Accuracy of Information in the Tax Tab and Correct 

Discrepancies 

Open Tax Data Entry Tab 

Verify Reporting Date 

Match with invoice date. 
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Picture 3.130 Tax Tab Verification 

Source: PT Dirgantara Indonesia (2025) 

 

 

7) Verify the Accuracy of Information in the Expense Distribution Area and 

Correct Discrepancies 

Verify Assignment in Expense Recognition Area 

Match with Assignment in liability control area. 

Verify Transaction Explanation in Expense Recognition Area 

 
Picture 3.131 PB Expense Disbursement Area Verification (1) 

Source: PT Dirgantara Indonesia (2025) 
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Verify Cost Center and Internal Order 

 
Picture 3.132 PB Work Budget Plan 

Source: PT Dirgantara Indonesia (2025) 

 

 
Picture 3.133 PB Expense Disbursement Area Verification (2) 

Source: PT Dirgantara Indonesia (2025) 

Check Profit Center as well 
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Picture 3.134 PB Expense Disbursement Area Verification (3) 

Source: PT Dirgantara Indonesia (2025) 

 

Verify Purchase Order Number and Contract Number in Expense Recognition Area 

 

 
Picture 3.135 PB Expense Disbursement Area Verification (4) 

Source: PT Dirgantara Indonesia (2025) 

 

8) Simulate the Journal Entry, Verify the Accuracy of Accounts, and Post the 

Entry to the General Ledger 

The preferred layout choice of the Liabilities and Equity Accounting Unit is 

“/FINACC”. 

 

 
Picture 3.136 Operational Transportation Expense Journal 
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Source: PT Dirgantara Indonesia (2025) 

 

9) Print Proof of Transaction Posting from SAP 

 

 
Picture 3.137 SAP Home Page FB12 

Source: PT Dirgantara Indonesia (2025) 

 

Select Type of Correspondence (ZSTAN or Standard Form) 

Enter Document Number and Fiscal Year 
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Picture 3.138 PB Filled Standard Form Request 

Source: PT Dirgantara Indonesia (2025) 

Return to Home Page Again and Open Maintain Correspondence Request Function 

 

 
Picture 3.139 SAP Home Page F.64 

Source: PT Dirgantara Indonesia (2025) 



 

 

187 
Internship Report on the Financial…, Naila Arshiya Hendriana, Universitas Multimedia Nusantara 

Fill Page with Correspondence Type, Company Code, Document Number Range, 

Fiscal Year, and Date of Request to Maintain Print Request Then Execute 

 

 
Picture 3.140 PB Filled Maintain Correspondence Request 

Source: PT Dirgantara Indonesia (2025) 

Select Correspondence Request and Print Proof of Posting 

 

 
Picture 3.141 PB Select Correspondence 

Source: PT Dirgantara Indonesia (2025) 
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Picture 3.142 PB Printed Proof of Posting 

Source: PT Dirgantara Indonesia (2025) 
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10) Attach Proof of Posting to Expense Reimbursement File and Return to the 

Liabilities and Equity Accounting Unit 

 

3.2.13. Posting Production Fuel Expense Transactions 

Posting production fuel expense transactions to the SAP General Ledger is the 

process of finalizing and recording journal entries related to fuel expenses incurred 

to support production activities. After the production fuel expense transactions have 

been journalized and parked in SAP based on the approved payment request 

submissions, the Liabilities and Equity Accounting Unit performs the posting 

process. This stage involves reviewing the parked journal entries by adjusting the 

posting date to the current accounting period, completing required document 

references, and verifying the accuracy of account classifications and transaction 

amounts. Any identified discrepancies are corrected prior to posting to ensure 

compliance with internal procedures and accounting standards. Once verified, the 

journal entries are posted to the SAP General Ledger, formally recognizing the 

production fuel expenses and related liabilities in the company’s financial records. 

This assignment is carried out continuously throughout the year as part of routine 

accounting operations, and during the author’s internship period, posting of 

Transfer Note file expense transactions were performed approximately 45 times. 

The following section explains the procedure for posting production fuel 

expense transactions: 

1) Receive Transfer Note Payment Request Submission File with Journalized 

Transaction 
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Picture 3.143 Received Transfer Note File 

Source: PT Dirgantara Indonesia (2025) 

 

2) Open Parked Entry in SAP 
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Picture 3.144 SAP Home Page MIRO 

Source: PT Dirgantara Indonesia (2025) 

 

 

 
Picture 3.145 NT Parked Document Identification 

Source: PT Dirgantara Indonesia (2025) 

 



 

 

192 
Internship Report on the Financial…, Naila Arshiya Hendriana, Universitas Multimedia Nusantara 

3) Verify the Accuracy of Information in the Basic Data and Purchase Order 

Reference Tab, Adjust the Posting Date, and Correct Discrepancies 

 

Verify Invoice Date 

Adjust Posting Date 

Verify the Reference Document Number 

Verify Amount and Currency 

Verify Tax Code 

Verify Transaction Explanation and Purchase Order Number 
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Picture 3.146 NT Tax Invoice 

Source: PT Dirgantara Indonesia (2025) 
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Picture 3.147 NT Invoice 

Source: PT Dirgantara Indonesia (2025) 
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Picture 3.148 NT Purchase Order 

Source: PT Dirgantara Indonesia (2025) 
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Picture 3.149 Basic Data Tab and PO Reference Verification 

Source: PT Dirgantara Indonesia (2025) 

 

4) Verify the Accuracy of Information in the Payment Tab and Adjust the 

Baseline Date 

Adjust Baseline Date 

Match posting date. 

Verify Payment Block Settings 
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Picture 3.150 NT Payment Tab Verification 

Source: PT Dirgantara Indonesia (2025) 

5) Verify the Accuracy of Information in the Details Tab and Correct 

Discrepancies 

 

Verify Document Type 

Verify Assignment Purchase Order Number 

Verify Header Text Tax Invoice Number 

Verify Liability General Ledger Account 
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Picture 3.151 NT Details Tab Verification 

Source: PT Dirgantara Indonesia (2025) 

 

6) Verify the Accuracy of Information in the Tax Tab and Correct 

Discrepancies 

Verify Reporting Date 

Match with invoice date. 

 
Picture 3.152 Tax Tab Verification 

Source: PT Dirgantara Indonesia (2025) 
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7) Simulate the Journal Entry, Verify the Accuracy of Accounts, Post the Entry 

to the General Ledger, and Record the SAP Document Number 

 
Picture 3.153 Production Fuel Purchase Journal 

Source: PT Dirgantara Indonesia (2025) 

 

Reopen Incoming Invoice Number to Identify Document Number and Note on 

Transfer Note Document 

 

8) Print Proof of Transaction Posting from SAP 
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Picture 3.154 SAP Home Page FB12 

Source: PT Dirgantara Indonesia (2025) 

 

Select Type of Correspondence (ZSTAN/Standard Form) 

Enter Document Number and Fiscal Year 

 
Picture 3.155 NT Filled Standard Form Request 

Source: PT Dirgantara Indonesia (2025) 
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Return to Home Page Again and Open Maintain Correspondence Request Function 

 

 
Picture 3.156 SAP Home Page F.64 

Source: PT Dirgantara Indonesia (2025) 

Fill Page with Correspondence Type, Company Code, Document Number Range, 

Fiscal Year, and Date of Request to Maintain Print Request Then Execute 

 

 
Picture 3.157 Filled Maintain Correspondence Request 

Source: PT Dirgantara Indonesia (2025) 
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Select Correspondence Request and Print Proof of Posting 

 

 
Picture 3.158 Select Correspondence 

Source: PT Dirgantara Indonesia (2025) 
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Picture 3.159 NT Printed Proof of Posting 

Source: PT Dirgantara Indonesia (2025) 

 

9) Attach Proof of Posting to Transfer Note Payment Request Submission File 

and Return to the Liabilities and Equity Accounting Unit 

 

3.2.14. Posting Official Travel Expense Transactions 

Posting official travel expense transactions to the SAP General Ledger constitutes 

the final stage of recording travel-related expenses incurred for official company 

activities. After the official travel expense transactions have been journalized and 

parked in SAP based on the approved supporting documents, the Liabilities and 

Equity Accounting Unit conducts a final review of the parked entries. This review 

includes updating the posting date to the appropriate accounting period, completing 

required document and reference fields, verifying the accuracy of expense and 

liability accounts, and correcting any identified discrepancies prior to posting. Upon 

completion of this verification process, the journal entries are posted to the SAP 
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General Ledger, thereby formally recognizing official travel expenses in the 

company’s financial records. This assignment is carried out continuously 

throughout the year as part of routine accounting operations, and during the author’s 

internship period, posting of Invoice Payment file expense transactions were 

performed approximately 48 times. 

The following section explains the procedure for posting official travel 

expense transactions: 

1) Receive Invoice Payment Request Submission File with Journalized 

Transaction 
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Picture 3.160 Received Invoice File 

Source: PT Dirgantara Indonesia (2025) 
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2) Open Parked Entry in SAP 

 
Picture 3.161 SAP Home Page FBV0 

Source: PT Dirgantara Indonesia (2025) 

Enter Company Code, Document Number, and Fiscal Year to Edit Parked Vendor 

Invoice 

 

 
Picture 3.162 IN Parked Document Identification 

Source: PT Dirgantara Indonesia (2025) 

 

3) Verify the Accuracy of Information in the Basic Data Tab, Adjust the 

Posting Date, and Correct Discrepancies 

Verify the Vendor 
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Verify Invoice Date 

Verify the Reference Document Number 

Adjust Posting Date 

Verify Document Type 

Verify Amount and Currency 

Verify Tax Code 

Verify Transaction Explanation 
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Picture 3.163 IN Request Form 

Source: PT Dirgantara Indonesia (2025) 
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Picture 3.164 IN Tax Invoice 

Source: PT Dirgantara Indonesia (2025) 
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Picture 3.165 IN Invoice 

Source: PT Dirgantara Indonesia (2025) 

 

 

 
Picture 3.166 IN Basic Data Tab Verification 

Source: PT Dirgantara Indonesia (2025) 

 

4) Verify the Accuracy of Information in the Payment Tab and Adjust the 

Baseline Date 
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Adjust Baseline Date 

Follow posting 

Verify Payment Block Settings 

 

 
Picture 3.167 IN Payment Tab Verification 

Source: PT Dirgantara Indonesia (2025) 

 

5) Verify the Accuracy of Information in the Details Tab and Correct 

Discrepancies 

Verify Liability General Ledger Account 

Verify Assignment Document Number 

Verify Header Text Tax Invoice Number 
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Picture 3.168 Details Tab Verification 

Source: PT Dirgantara Indonesia (2025) 

 

6) Verify the Accuracy of Information in the Tax Tab and Correct 

Discrepancies 

Verify Reporting Date 

Samain with invoice date 
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Picture 3.169 IN Tax Tab Verification 

Source: PT Dirgantara Indonesia (2025) 

 

 

7) Verify the Accuracy of Information in the Expense Distribution Area and 

Correct Discrepancies 

 

Verify Assignment in Expense Recognition Area 

Samian with one in liability control area 

Verify Transaction Explanation in Expense Recognition Area 
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Picture 3.170 IN Letter of Guarantee 

Source: PT Dirgantara Indonesia (2025) 
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Picture 3.171 IN Expense Disbursement Area Verification (1) 

Source: PT Dirgantara Indonesia (2025) 

 

Verify WBS Element in Expense Recognition Area 

 

 
Picture 3.172 IN FPBJ 

Source: PT Dirgantara Indonesia (2025) 
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Picture 3.173 IN Expense Disbursement Area Verification (2) 

Source: PT Dirgantara Indonesia (2025) 

 

Verify Purchase Order Number and Contract Number in Expense Recognition Area 

 
Picture 3.174 PON and Contract Number 

Source: PT Dirgantara Indonesia (2025) 

 

 
Picture 3.175 IN Expense Disbursement Area Verification (3) 

Source: PT Dirgantara Indonesia (2025) 

 

8) Simulate the Journal Entry, Verify the Accuracy of Accounts, and Post the 

Entry to Ledger 
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Picture 3.176 IN NT Official Travel Expense Journal 

Source: PT Dirgantara Indonesia (2025) 

 

9) Print Proof of Transaction Posting from SAP 

Return to SAP Home Page and Open Request Correspondence Function 

 

 
Picture 3.177 SAP Home Page FB12 

Source: PT Dirgantara Indonesia (2025) 

 

Select Type of Correspondence 

Enter Document Number and Fiscal Year 
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Picture 3.178 IN Fille Standard Form Request 

Source: PT Dirgantara Indonesia (2025) 

 

Return to Home Page Again and Open Maintain Correspondence Request Function 

 

 
Picture 3.179 SAP Home Page F.64 

Source: PT Dirgantara Indonesia (2025) 
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Fill Page with Correspondence Type, Company Code, Document Number Range, 

Fiscal Year, and Date of Request to Maintain Print Request Then Execute 

 

 
Picture 3.180 Filled Maintain Correspondence Request 

Source: PT Dirgantara Indonesia (2025) 

 

 

 

Select Correspondence Request and Print Proof of Posting 

 

 
Picture 3.181 Select Correspondence 

Source: PT Dirgantara Indonesia (2025) 
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Picture 3.182 IN Printed Proof of Posting 

Source: PT Dirgantara Indonesia (2025) 

 

10) Attach Proof of Posting to Invoice Payment Request Submission File and 

Return to the Liabilities and Equity Accounting Unit 

 

3.2.15. Posting Correcting Entries 

Posting correcting entries refers to the process of rectifying accounting entries that 

have been incorrectly posted in the SAP system and can no longer be amended 

directly. Certain inaccuracies—such as incorrect general ledger accounts, vendors, 

currencies, or transaction details—require the original posting to be corrected by 

being reversed so that a new, accurate entry can be recorded. In this process, the 

Liabilities and Equity Accounting Unit identifies the erroneous posting, generates 

a reversal document in SAP to nullify the original transaction, and ensures that the 

correction is properly documented for audit trail purposes. The objective of this 
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assignment is to maintain the accuracy and reliability of the accounting records by 

ensuring that material posting errors are corrected in accordance with SAP controls 

and internal accounting procedures. This assignment is performed on an as-needed 

basis, and during the author’s internship period, correcting entries were posted 

approximately 5 times. 

The following section explains the procedure to posting correcting entries: 

1) Receive the document of the incorrect posting 

The reversal process starts by identifying the payment document that was posted 

incorrectly in SAP. As shown in Picture 3.x Payment Request Submission of 

Incorrect Posting, each payment document will have a Payment Request 

Submission kept as the top page of the document as it consists of all the identifying 

information of the document and payment. On this page, the accounting staff will 

write the SAP document number that can identify its posting. Picture 3.x Payment 

Request Submission of Incorrect Posting shows that the SAP document number of 

this incorrect posting was “3002700”. 

Picture 3.183 Received Incorrect Posting File 
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Source: PT Dirgantara Indonesia (2025) 

Description: 
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2) Open Reverse Document Function in SAP 

After identifying the SAP document number of the incorrect posting, open the SAP 

application and log in. On the home page input the Reverse Document function 

code “FB08” as shown in Picture 3.x SAP Home Page (FB08). 

Picture 3.184 SAP Home Page FB08 

 
Source: PT Dirgantara Indonesia (2025) 

Picture 3.x Reverse Document SAP Function (FB08) shows the initial screen of the 

Reverse Document function.  

3) Input Incorrect Posting Document Information and Post the Correcting 

Entry 

On the document reversal screen, input the document number of the incorrect 

posting (1), the company code of PTDI (2), the fiscal year of the payment (3), the 

according code of the reversal reason (4), and the posting date of the incorrect 

posting (5). Picture 3.x Incorrect Posting Document Information Inputted shows 

the document reversal screen inputted according to the incorrect posting 

document’s information. 

Picture 3.185 Incorrect Posting Document Information Inputted 
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Source: PT Dirgantara Indonesia (2025) 

To finalize posting a reversed entry of the incorrect posting, save the inputted 

information in the document reversal screen. Picture 3.x Save Reverse Incorrect 

Posting shows the save button to save the reversed incorrect posting entry. 

After saving the reverse document, the document number for the posted reversed 

incorrect posting will appear in the bottom left side of the screen. As shown in 

Picture 3.x Saved Reversed Incorrect Posting, the document number is “3100039”. 

4) Open Posted Correcting Entry 

After posting the reversal of the incorrect posting, both the original posting and the 

reversal need to be given the description that it was reversed and for what reason. 

This can be done using the display document function. Return to the SAP home 

page and enter the code for the function “FBV0” and press enter. Picture 3.x SAP 

Home Page (FBV0) shows the code being inputted in the search bar at the home 

page. 

Picture 3.186 SAP Home Page (FBV0) 
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Source: PT Dirgantara Indonesia (2025) 

Picture 3.x Display Document: Initial Screen shows the initial screen of the Display 

Document function. 

 

On the document display screen, input the document number of the reversed 

incorrect posting (1), the company code of PTDI (2), and the fiscal year of the 

reversed incorrect posting (3). Picture 3.x Inputted Reversed Incorrect Posting 

Document Information shows the document reversal screen inputted according to 

the reversed posting document’s information then press enter. 

Picture 3.187 Inputted Reversed Incorrect Posting Document Information 
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Source: PT Dirgantara Indonesia (2025) 

Picture 3.x Reversed Incorrect Posting Document Displayed shows the reversed 

posting entry. 

Picture 3.188 Reversed Incorrect Posting Document Displayed 

 
Source: PT Dirgantara Indonesia (2025) 

7) Edit the Reversed Transaction’s Text Description 

Next, the reverse entry must also be updated to show it’s a reversed entry. To do 

this, enable editing by clicking the change document button, as shown in Picture 

3.x Change Document Button. 

After enabling editing, the document display will look as it does in Picture 3.x 

Reversed Incorrect Document Editing Enabled. 

The line item that must be updated, is the subledger line item. Click on the line item 

to access the edit area, as shown in Picture 3.x Subledger Line Item. 
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After clicking on the general ledger line item, the line item editor is displayed as 

shown in Picture 3.x Edit Subledger Line Item. 

Select the existing text description and change it to show it’s a reverse and include 

the reason of reversal, as shown in Picture 3.x Edited Subledger Line Item. 

Picture 3.189 Edited Liability Account Text Description 

 
Source: PT Dirgantara Indonesia (2025) 

In order to return to the document display screen, click the overview button, 

designed as a mountain and sun, as shown in Picture 3.x Overview Button. 

After returning to the document display screen, the updated account text description 

can be seen, as shown in Picture 3.x Document Display After Edited Subledger Text 

Description. 

8) Remove Unique Tax Invoice Code and Save Changes 

In SAP Tax Invoice Codes are unique, therefore should be included only in a single 

journal entry. Since the entry that’s been reversed is incorrect and has been 

cancelled out, the unique tax invoice code must be removed. The tax invoice code 

is listed in the document header of the entry. To access the document header, click 
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the “Document Header” button that’s shaped like a hat, as shown in Picture 3.x 

Document Header Button. 

Once the Document Header editor area is shown, select the tax invoice code and 

delete it. This process is shown in Picture 3.x Tax Invoice Code Displayed and 

Picture 3.x Tax Invoice Code Removed. 

Picture 3.190 Tax Invoice Code Displayed 

 
Source: PT Dirgantara Indonesia (2025) 

After the tax invoice code is removed, return to the document display to continue 

the process, as shown in Picture 3.x Document Display After Tax Invoice Removal. 

9) Reopen the Posted Document Display to Identify the Original Incorrect 

Posting and Edit the Original Transaction Text Description 
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To show the posting related to the reversed posting being displayed, click the 

reversal document button as shown in Picture 3.x Reversal Document Button.  

After clicking on the button, the related posting will be displayed as shown in 

Picture 3.x Original Incorrect Posting Document Displayed. 

Picture 3.191 Reversal Document Button 

 
Source: PT Dirgantara Indonesia (2025) 

 

To help identify the general ledger line item part that must be updated, scroll to the 

text description of the accounts to the right end as shown in Picture 3.x Incorrect 

Posting Text Description. 

The line item that must be updated, is the general ledger line item. Click on the line 

item to access the edit area, as shown in Picture 3.x General Ledger Line Item. 

After clicking on the general ledger line item, the line item editor is displayed as 

shown in Picture 3.x Edit General Ledger Line Item. 

Select the existing text description and change it to show it’s a reverse and include 

the reason of reversal, as shown in Picture 3.x Edited General Ledger Line Item. 

Picture 3.192 Edited Liability Account Line Item 



 

 

230 
Internship Report on the Financial…, Naila Arshiya Hendriana, Universitas Multimedia Nusantara 

 
Source: PT Dirgantara Indonesia (2025) 

In order to return to the document display screen, click the overview button, 

designed as a mountain and sun, as shown in Picture 3.x Overview Button. 

After returning to the document display screen, the updated account text description 

can be seen, as shown in Picture 3.x Document Display After Edited G/L Text 

Description. 

11) Remove Unique Tax Invoice Code and Save Changes 

In SAP Tax Invoice Codes are unique, therefore should be included only in a single 

journal entry. Since the entry that’s been reversed is incorrect and has been 

cancelled out, the unique tax invoice code must be removed. The tax invoice code 

is listed in the document header of the entry. To access the document header, click 

the “Document Header” button that’s shaped like a hat, as shown in Picture 3.x 

Document Header Button. 

Once the Document Header editor area is shown, select the tax invoice code and 

delete it. This process is shown in Picture 3.x Tax Invoice Code Displayed and 

Picture 3.x Tax Invoice Code Removed. 
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Picture 3.193 Tax Invoice Code Displayed 

 
Source: PT Dirgantara Indonesia (2025) 

After the tax invoice code is removed, return to the document display to continue 

the process, as shown in Picture 3.x Document Display After Tax Invoice Removal. 

To save the changes made click the save button as shown in Picture 3.x Save Button. 

After saving the changes made to the original incorrect posting, SAP will return to 

the initial screen of the Display Document function once more, and the posting 

correcting entry procedure is completed. 

 

3.2.16. Settling Advances to Employees with Realization Transactions 

Settling advances to employees with realization transactions refers to the 

accounting process of resolving advances that have been issued to employees for 

company-related purchases once the actual expenditures have been realized. At PT 

Dirgantara Indonesia (PTDI), advances to employees are provided when employees 

require company funds to carry out approved operational activities. These advances 

are initially recorded as outstanding balances in the accounting system until the 

employee submits a realization transaction that reports the actual expenses incurred. 

After both the advance and the corresponding realization transaction have been 

recorded in SAP, the transactions remain open and require settlement to eliminate 
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the outstanding advance balance. This assignment involves settling the advance to 

employee with its related realization transaction so that the advance is fully 

accounted for and the expense is properly recognized. This activity is performed by 

the Liabilities and Equity Accounting Unit as part of its routine operational 

responsibilities, and during the author’s internship period, this assignment was 

conducted approximately 10 times. 

The following section explains the procedure for settling advances to 

employees with realization transactions: 

1) Receive Advance Realization File for Posted Transaction 

 

Picture 3.194 Received Posted Accountability Note File 



 

 

233 
Internship Report on the Financial…, Naila Arshiya Hendriana, Universitas Multimedia Nusantara 

 
Source: PT Dirgantara Indonesia (2025) 

2) Identify the Vendor Code for the Transaction in SAP 

 

Picture 3.195 SAP Home Page FBV0 
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Source: PT Dirgantara Indonesia (2025) 

 

Enter Company Code, Document Number, and Fiscal Year to Display Posted 

Accountability Note 

 

Picture 3.196 Input Posting Identification 

 
Source: PT Dirgantara Indonesia (2025) 
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Select Vendor Code and Copy 

 

Picture 3.197 Selected Vendor Code 

 
Source: PT Dirgantara Indonesia (2025) 

 

3) Display Journal Entries for the Selected Vendor 

 

Picture 3.198 SAP Home Page FBL1N 

 
Source: PT Dirgantara Indonesia (2025) 

Paste Vendor Code as Vendor Account and Select Line Item Types Normal Items, 

Special G/L Transactions, Noted Items, and Parked Items 
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Picture 3.199 Inputted Vendor Account and Selected Line Item Types 

 
Source: PT Dirgantara Indonesia (2025) 

Execute Vendor Line Item Display 

Change Display to List Documents According to Assignment Number 

 

Picture 3.200 Matched Assignment Line Items 



 

 

237 
Internship Report on the Financial…, Naila Arshiya Hendriana, Universitas Multimedia Nusantara 

 
Source: PT Dirgantara Indonesia (2025) 

 

4) Find Line Items with Document Number 

 

Picture 3.201 Identify NP and PU Line Items 

 
Source: PT Dirgantara Indonesia (2025) 

 

Identify Accountability Note and Advance Payment Request Entries’ Data 
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Picture 3.202 Identify NP and PU Data 

 
Source: PT Dirgantara Indonesia (2025) 

5) Post with Clearing of Employee Advance and Realization 

Picture 3.203 SAP Home Page F-51 

 
Source: PT Dirgantara Indonesia (2025) 

Enter Document Date, Clearing Type Code, Company Code, Posting Date, Period, 

and Currency 

 

Picture 3.204 Inputted Document Information 

 
Source: PT Dirgantara Indonesia (2025) 

 



 

 

239 
Internship Report on the Financial…, Naila Arshiya Hendriana, Universitas Multimedia Nusantara 

Continue to Select Open Items and Enter Vendor Code, Account Type Code, 

Special G/L Indicator, and select Assignments 

 

Picture 3.205 Inputted Open Item Selection Data 

 
Source: PT Dirgantara Indonesia (2025) 

 

Picture 3.206 Inputted Selection Criteria 
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Source: PT Dirgantara Indonesia (2025) 

 

Verify The Correct Items Were Selected 

Simulate Settlement Entry and Post to Ledger 

 

 

Picture 3.207 Simulated Settlement Entry 
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Source: PT Dirgantara Indonesia (2025) 

 

Picture 3.208 Simulated Settlement Entry 
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Source: PT Dirgantara Indonesia (2025) 

 

3.2.17. Reconciling the Petty Cash Account 

Reconciling the petty cash account is defined as the process of comparing the petty 

cash balance recorded in the SAP general ledger with the petty cash journal 

maintained by the Treasury Unit in order to identify any discrepancies. The 

objective of this assignment is to detect and resolve differences in recording, 

posting, or documentation related to petty cash transactions, thereby ensuring the 

accuracy and reliability of petty cash balances in the financial records. This 

reconciliation is conducted by the Financial Asset Accounting Unit as part of the 

month-end closing process in preparation for the preparation of monthly financial 

statements. The assignment is carried out on a monthly basis, typically on the 3rd 

day of each month, although it may extend beyond this date due to unforeseen 

circumstances, and during the author’s internship period was performed times. 

The following section explains the procedure for reconciling the petty cash 

Account: 

1) Display Monthly Petty Cash Account Line Items in SAP 

 

Picture 3.209 SAP Home Page FBL3N 

 
Source: PT Dirgantara Indonesia (2025) 
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Enter General Ledger Account Code, Select All Items, and Enter Dates of First and 

Last Day of Month 

 

Picture 3.210 Inputted G/L Account Line Item Information 

 
Source: PT Dirgantara Indonesia (2025) 

 

Execute General Ledger Line Item Display Selection 

 

Picture 3.211 Executed G/L Account Line Item Display 
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Source: PT Dirgantara Indonesia (2025) 

 

Export G/L Account Line Item Display to Spreadsheet File and Download 

Open Downloaded Petty Cash Line Item Display Spreadsheet 

 

Picture 3.212 Petty Cash Line Item Display Spreadsheet 

 
Source: PT Dirgantara Indonesia (2025) 
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2) Prepare a Daily Summary Table of Petty Cash Replenishments and 

Disbursements 

 

Picture 3.213 Total Disbursements Per Date 

 
Source: PT Dirgantara Indonesia (2025) 

 

3) Open and Input SAP Petty Cash Data into the IDR Petty Cash 

Reconciliation Worksheet 

 

Enter Replenishment and Disbursement SAP Information from Petty Cash Line 

Item Display Spreadsheet 

 

Picture 3.214 Input SAP Disbursements 

 
Source: PT Dirgantara Indonesia (2025) 

 

4) Open Treasury’s Petty Cash Journal 

 

Picture 3.215 Treasury Petty Cash Journal Information Identification 
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Source: PT Dirgantara Indonesia (2025) 

 

5) Input Daily Petty Cash Data from the Treasury Petty Cash Journal 

 

 

Picture 3.216 Input Treasury Replenishments and Disbursements 

 
Source: PT Dirgantara Indonesia (2025) 

 

 

6) Send IDR Petty Cash Reconciliation Worksheet to Financial Asset 

Accounting and Report Any Discrepancies 

 

Picture 3.217 Petty Cash Discrepancies 
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Source: PT Dirgantara Indonesia (2025) 

 

3.2.18. Preparing Financial Statements 

Preparing the financial statements is defined as the process of compiling, 

formatting, and finalizing monthly financial data into standardized financial 

statement templates to produce formal financial reports. In this assignment, 

financial information that has been completed and reconciled in spreadsheet form 

is transferred, structured, and presented in an official PDF reporting format in 

accordance with internal reporting standards. The objective of this assignment is to 

produce complete and presentable monthly financial statements that are ready for 

management review and approval. This activity is carried out by the Parent 

Company and Consolidated Financial Reporting Unit as part of the monthly 

financial closing process. The assignment is conducted every month on the 6th–7th, 

with the unit aiming to complete the preparation on the 6th so the financial 

statements can be reviewed by the Head of the Accounting Division and 

subsequently presented to the Directorate of Finance for approval on the 7th. During 

the author’s internship this assignment was performed 4 times. 

The following section explains the procedure for the preparation of the 

Financial Statements: 

1) Receive Financial Statements Spreadsheet and Financial Statements 

Template from Parent Company and Consolidated Financial Reporting Unit 

 

Picture 3.218 Received Financial Statement Files 
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Source: PT Dirgantara Indonesia (2025) 

 

2) Copy Financial Report and Paste into Template 

 

Picture 3.219 Select Financial Report Area 
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Source: PT Dirgantara Indonesia (2025) 

 

Picture 3.220 Pasted Financial Report in Template 

 
Source: PT Dirgantara Indonesia (2025) 

Repeat for all report 

3) Export Financial Report as PDF File and Send to Parent Company and 

Consolidated Financial Reporting Unit 
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Picture 3.221 Statement of Financial Position 

 
Source: PT Dirgantara Indonesia (2025) 

3.3.Challenges Faces 

During the internship, the author encountered several technical challenges while 

performing accounting and administrative assignments at PT Dirgantara Indonesia, 

particularly in relation to document verification and transaction processing. A 
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recurring challenge arose during the preparation of document completeness 

checklists for various payment request files. In practice, some files were submitted 

with missing or inconsistent supporting documents, such as incomplete attachments 

or discrepancies between amounts and dates across documents. These conditions 

prevented the files from being processed further and required additional verification 

to identify which requirements had not been fulfilled. 

Administrative challenges were also encountered during tasks involving tax-

related documentation, particularly when recapitulating tax invoices for preliminary 

tax liability identification. In several cases, the tax invoices attached to the files 

were copies rather than originals, resulting in key information—such as tax invoice 

numbers, dates, or SAP numbers—being partially cut off or unclear due to poor 

print quality. This made it difficult to accurately extract and verify the required tax 

data for further processing. 

Challenges were also encountered during the journalizing, posting, and 

settlement processes in SAP. Tasks such as journalizing transactions, inputting 

advance payment requests, settling accountability notes, and posting transactions to 

the general ledger required careful attention to transaction codes, posting status, and 

account selection. The risk of technical errors—such as unintentionally posting 

entries instead of parking them or misclassifying accounts—highlighted the 

complexity of SAP transaction flows. In addition, reconciliation-related tasks, 

including petty cash reconciliation and financial statement preparation, were 

affected by the accuracy and completeness of prior postings, making these 

assignments sensitive to even minor data inconsistencies. 

3.4. Problem Solving 

To address challenges related to document completeness and verification, the 

author consistently applied established internal checklist standards when reviewing 

payment request files. Each supporting document was cross-checked against the 

required criteria for the respective file type to ensure accuracy and consistency of 

information, such as amounts and dates. When discrepancies or missing 

attachments were identified, the files were returned to the responsible party through 
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the supervisor for completion before further processing. This approach ensured that 

only verified and compliant documents proceeded to subsequent stages, reducing 

the risk of processing errors during journalizing and posting. 

For issues related to unclear or incomplete tax invoice information, 

particularly when working with copied documents, the author consulted directly 

with supervisors or personnel from the relevant units responsible for the transaction. 

Through this coordination, the required tax data could be confirmed verbally, cross-

checked against internal records, or retrieved from the original tax invoice when 

necessary. 

In cases where journal entries were accidentally posted in SAP instead of 

being parked, the related files were returned to the unit supervisor so that the 

incorrect postings could be reviewed and corrected in accordance with established 

procedures. Additionally, uncertainties in SAP transaction processing were 

mitigated by exercising increased caution when performing transaction entry, 

journalizing, posting, and settlement activities. Transaction steps were carefully 

reviewed prior to execution to ensure correct posting status, account selection, and 

document classification. SAP outputs and reports were rechecked to confirm that 

entries were recorded as intended and aligned with the underlying supporting 

documents. For reconciliation and financial statement preparation tasks, the author 

verified balances and transaction details to identify inconsistencies arising from 

earlier processes, ensuring that system-generated figures were supported by 

accurate and complete records.  


