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
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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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Signature

Signature

Picture 3.1 Received Expense Reimbursement File
Source: PT Dirgantara Indonesia (2025)

Description:

1 : Corporate Verification Unit’s Date of Receival Stamp

59

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



: Submission Date — 3 September 2025

: Submitter — Program Manager Aerostructure

: Request File Number — XX0000-PB-2509-00001

: User Transfer Details — Sulaiman Abad at account number 123451234512345
in Bank Rakyat Indonesia (BRI)

[V, I S S N S

6 : Description — Biaya Magnet Lembaran, ATK, Pengiriman PO, Alat Listrik,
Lakban, Souvenir, dan Rapat MoU dengan PT Jaya

|

: Currency — IDR
: Value — 4,530,000.00
2) Open the Expense Reimbursement Spreadsheet File

o0

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.

noen- Verifikasi - o lEN

. New item ~ BH setect ant

Delete
> folder

€ v 1 £ » Network » 1030.80.60 » Verifikasi »

Documents

& Downloads

1. VERIFIKASI
2004
Apotek, BPJS DLL

® duta.mperdana®gma

New folder
RMHSAKIT
SPERJAN PAKET PEKERIAAN

D.LEMBAR DISPOSISI TAG & TECH
ELEMBAR DISPOSISI PJK (NP) 2025
LIST EXPEDISI

LIST KOMPONEN GAJl

S| 2025 LIST SPDDN
% AGANJAR B sook!
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& AGUNG_NURWITO
1% AROM-PC

M DADANG_HIDAYAT
1% DEDY_IRIANDY

& DESKTOP-0C3DWGY
1% DESKTOP-10A142L
W DESKTOP-7N2EOPO
1% DESKTOP-A4U7SRG
/% DESKTOP-D1378HD
1% DESKTOP-DLRUO34
& DESKTOP-FGEIQDQ v

5] Copy of 2025 ALEMBAR DISPOSIS| UM (.. 1 ksheet 1

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.

B Comments

[ Format v
c

TANDA TERIMA: AGENDA A
PB CORPORATE

08 September 2025

NO PENGAJUAN USER/ SUPPLIER

Tanda Terima_25 (ke bu eneng) Chek List Dokumen t+ HERR
[ ]
Picture 3.3 Filled Expense Reimbursement Data Sheet

Source: PT Dirgantara Indonesia (2025)

Description:
1 : No— Row number in the spreadsheet (535)
: No Agenda — Agenda number listed in the checklist (535A)
: Tgl Agenda — Date the checklist was prepared (8 September 2025)

2

3

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)

-

: 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.

=

Print

Printer
—  Samsung ML-2
=2 offine: 1 docu

Settings

Collated

m 123 123 123

B Portrait Orientation

A4
21¢cmx29,7 em

~ Shrink the printout so that it i

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.

63

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



Signature

Gunawan

Picture 3.5 PB Invoice
Source: PT Dirgantara Indonesia (2025)

Description:
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1  :Invoice Number — 1

: Invoice Date — 2 August 2025
: Store — Tokopedia

: Product — Magnetic Sheet

: Total — Rp 300,000.00

AN W R~ WD

: 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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Signature

SEGELY.VEL

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.

Signature Signature |

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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Signature

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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Signature Signature

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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1123451234512345

Signature

Signature

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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Signature

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.

je - LS
 urRAIAN KeTERANGAN | K ANG:
ntaan | XX0000-PB-2509-00001 Ao PN
Copy Copy |||
Asli & Bermaterai / Surat Pembelian Ash C |
-3 [Kwitansi Bermater ter forma inv % Ash [ J ‘ ‘
"4 [Faktur Pajak (070, 010, 030, 040, 080, 071, 01T, 037, 071 051T] '%LD S [ 1"
S R Surat Jalan/ Delivery Order] LG Aot D = =T asi k
M| NOTA/ 000/ XX 6000/ 0979 025 copy (| l| copy D ‘
I WIM/xxowo/os/zoszgh : Copy e I:]
7 |RKA/ Kajian Bisnis/ K8) B -.-
' Copy Copy [
‘_ o Park Dok SAP Asli
! L - 2025 - .;!
_nifl ik 08 e §i5
™ Bandung, 1 i
- Pajak Verifikasi Korpo
¥ -. ‘.-— : YI [I;"': P

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 As/i 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 4s/i 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 As/i 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 As/i 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 As/i 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.
1 §_E__GERA, ' Hal 1/1

PENGAJUAN_ \N
B e Nomor :[XX0000-PU-2509-0001

A memnon of G oerese o

Kepada Yth : D Dinas Operasional

D Direktorat Keuangan Up. Manager Akuntans! Keuangan B Pengadaan Barang & Jasa
Referensi —

Nomor Order / Umum 1234567

Nomor PO 9717123

WBS/CCNo YYXX000000

Detall Perhitungan dan dokumen pendukung terlampir

No. [ COA T Ur i Nilai &l
1 [E21 [Uang Muka Operasional Juang Muka Operasional IDR | 1.000.000,00
TotafiDR 1.000.000,00

Terbilang : SATU JUTA RUPIAH
Mohon Dapat di transfer ke

Nama/ Supplier / Rekanan JAYA MAKMUR SENTOSA, PT.
. No. Rekening 543215432154321

Nama & Alamat Bank BANK CENTRAL ASIA (BCA)

Total Nilai IDR 1.000.000,00

Tanggal Pelaksanaan 10-09-2025 s.d. 17-09-2025

Bandung, U SEP J?

Yang Mengajukan

Qlié“hin §2Igh z
Manager Pengadaan Matenal

Prodyksi

Disetujui Oleh :
Kepala Divisi Manajemen
Rantal Pasok

Signature

Signature

Hasil Verifikasi :
D Dokumen dan atau persyaratan Lengkap sesual aturan Perusahaan

D Dokumen dan atau persyaratan tidak lengkap tidak sesuai aturan Perusahaan/dikembalikan
Dengan Catatan

Diteruskan :
D Direktur Keuangan D Diteliti dan di evaluasi D Kadiv Akuntansi
(] «adiv Keuangan Perusahaan (] ottindakianjuti / diselesaikan
D Kadep Pembayaran D Disetujui / diproses lebih lanjut

Pengajuan Uang Muka Operasional dan PB akan ditransfer kepada Nama yang mengajukan.
Demikian disampaikan atas perhatian dan kerjasamanya di ucapkan terima kasih.
Bandung,
Disetujui Oleh
Pit. Manager Akuntasi Keuangan Pit. Kepala Divisi Akuntansi

Bill Henderson

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

Description:

: Corporate Verification Unit’s Date of Receival Stamp

: Submission Date — 10 September 2025

1
2
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)

(o))

: Description — Uang Muka Operasional

N

: 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.

niEmn Verifikasi - oIEN

€ « 1 & » Network » 10308060 » Verifikasi »

Documents A Name = Date modifie

& Downloads

= o 1. VERIFIKAS|
duta.mperdana®gma o

U Music

Apotek, BPJS DLL
£ Pictures
ot New folder
" Siska Septi (siskasepti)
- RMHSAKIT
M user (desktop-jvsblSl)

SPERJAN PAKET PEKERIAAN

1 (siskasepti) -
12025 A Repaired

S| 2025 ALEMBAR DISPOSIS| UM (PU) 2025 heet i |
CLEMBAR DISPOSIS! PB_2025
D.LEMBAR DISPOSISI TAG & TECH

S] 2025 ELEMBAR DISPOSISI PJK (NP) 2025
B 2025 UST ExpEDISH
B 2025 LIST KOMPONEN GAJI

S) 2025 LIST SPDDN

2 CD Drive (E)

€ Network
1% 10.30.80.60
& AGANJAR
B AGUNG_NURWITO
18 AROM-PC
& DADANG_HIDAYAT
% DEDY_IRIANDY
18 DESKTOP-0C3DWGY
1% DESKTOP-10A142L
1% DESKTOP-7N2EOPO
18 DESKTOP-A4UTSRG
/% DESKTOP-D1378HD
/% DESKTOP-DLRUO34
M DESKTOP-FGAIQDQ +

B hitungan 30 Jul 2025
B hitungan

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 “4 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 4 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.

B Comments

0900001
—

6

Tanda Terima_25 Chek List Dokumen

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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Copies: |1 &
@ CHECK LIST KELENGKAPAN DOKUMEN
PU

Print

Printer
— Samsung ML-2160 Series

W Offiine

Settings
7T Print Active Sheets
B Only print the active sheets

Pages: ol to
- Collated
123 123 123

Portrait Orientation

Ad

21cm x29,7 cm

Custom Margins

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

81

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.

PROFORMA INVOICE

Indonesia
CASH
BILLTO
INVOICE NO
PT. DIRGANTARA INDONESIA DATE 01 September 2025
JL. Pajajaran 154 PO NO 0P00-9717123
Bandung
NPWP : 01.002.000.7-000.000
DESCRIPTION Qry UNIT PRICE TOTAL
C1088, RESIN (YUKALAC) Rp1.000.000
Remarks / Payment Instructions: SUBTOTAL Rp 1.000.000
Name : PT. Jaya Makmur Sentosa DISCOUNT Rp -
Bank : BCA SUBTOTAL LESS DISCOUNT Rp 1.000.000
Cabang : Kopo TAX RATE 11,00%
No A/C : 8118418484 TOTAL TAX Rp 110.000
SHIPPING/HANDLING Rp
Balance Due Rp 1.110.000

Bandung, 01-Sep-25
PT. Jaya Makmur Sentosa

Signature

Direktur

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.

Eksekusl Anggaran internal Order Divisi Detail Part Manutacturing (1x

Plafond Anggaran 2025 CE—
Resiisasi Anggaran sd 04 Sestembe —
Soido athie —
o—
S S e o _asare = ooErs W il = Dolam USD
= Nota. ™ =]
) EKSEKUSI ANGGARAN INTERNAL ORDER e G e
=SS anggal
Anggaran 2005
| com |SaldoAwel Platon | sandi (Aternat) | G/ Account Sal Piston
No | nternal | | . 180 Anher
| Conter | Budget 2025) Order | angpaamicon |  (sam e s b, Anggaran (2025) SEEONrA VNse—
[ |
26| S| s115213%¢ | o | 6119213000 | supporting Materiastur | . —

PERSETUIUAN
PLY. KADIV PERENCANAAN & PENGENDALIAN PRODUKSI Mgr Perencanaan Produks

N

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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Danantara (
) Indonesia

————
A mamber of ( eree ©

/ ANALISIS RESIKO

1. PT JAYA MAKMUR SENTOSA dengan kode Vendor 12345, adalah
perusahaan yang bergerak dalam bidang Distributor Supplier material

umum dan material chemical, dan sudah menjalin kerjasama dengan
dengan PT. DIRGANTARA INDONESIA pada tanggal 11 Agustus

2025 sampai dengan sekarang.
2. Jumlah nilai transaksi yang sudah dilakukan oleh PT. DIRGANTARA

INDONESIA dengan PT JAYA MAKMUR SENTOSA belum ada
karena vendor baru.

3. Performa dari Perusahaan di atas bagus dan cooperative.
4. Setelah barang diterima sesuai dengan Lead Time yang sudah disepakati,

akan segera diajukan Pertanggung Jawaban Keuangan (PJK) sesuai dengan

prosedur yang berlaku.

Bandung, |0 September 2025
Kadiv Manajemen Rantai Pasok

Signature

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.

nvoice bermaterai/Invoice/Rencana Anggaran | Asli

] INVS =09/25
rita Acara Prestasi/ BA Penerimaan Barang (RV,BPBL) Asli
. Copy
caktur Pajak (070, 010, 030, 040, 050, 080, 071, 011, 031, 041, | Ash
o bl
& IReference] Surat Jalany Delivery Order/LG/Nota Dinas Asti
6 Lo
B 7 5 =3
7S, Asli

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 As/i 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 As/i 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

86

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



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

Signature

Bill Henderson

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
= — —

€ « 1 » Network » 1030.80.60 » Verifikasi »

Documents A Neme 2 Date modified

& Downloads
1. VERIFIKAS|

2004
Apotek, BPJS DLL

® duta.mperdana®gma

New folder
RMHSAKIT

SPERIAN PAKET PEKERIAAN
2025 A (Repaired)

025 A.LEMBAR DISPOSISI UM (PU)_2025

LEMBAR DISPOSIS| PB_2025

MBAR DISPOSISI TAG & TECH

EMBAR DISPOSISI PJK (NP) 2025 2/2025 14: ksh [ |
—

ST EXPEDISI

025 LIST KOMPONEN GAJl

IST SPDDN

1% AGANJAR

& AGUNG_NURWITO

8 AROM-PC

& DADANG_HIDAYAT =

% DEDY_IRIANDY =
WD g_muka_supplier_1

M DESKTOP-0C3DWGY

% DESKTOP-10A142L

% DESKTOP-7N2EOPO

W DESKTOP-ALUTSRG

1% DESKTOP-D137BHD

1% DESKTOP-DLRUO34

M DESKTOP-FGBIQDQ

C.LEMBAR DISPOSIS! PB_20...
D.LEMBAR DISPOSISI TAG ..

B hitungan

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 £ 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.

ome Insert Draw Pagelayout Formulas Data Review View Help © Comments

TANDA TERIMA: AGENDA E
PJK CORPORATE

08 September 2025

TGL AGENDA NO PENGAJUAN USER/ SUPPLIER l PERIHAL curn| NILAL
08/Sep/2025 J 08/Se

Tanda Terima_2025 Chek List Dokumen

ility: Unavailable

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)

3

: 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.

Print

=

Print

Printer
Samsung ML-2160 Series
Ready

Settings

[;] Print Active Sheets

Only print the active sheets

o] o

Collated
123 123 123

21a 7a
Custom Margins

[} Nosalng

Print sheets at their actual size

Picture 3.26 Printing Accountability Note Checklist
Source: PT Dirgantara Indonesia (2025)

Description:

1  :Inputted Realization Data
2 : Print Button
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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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Signature

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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Signature

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 As/i 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 As/i because the document is the original

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

checked, circled As/i 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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Signature Signature

Bill Henderson

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

(O8]

: Submitter — Plt. Manager Pengadaan Material Produksi Non Pesawat Terbang
dan Umum

: Request File Number — XX0000-NT-2510-00001

: User Transfer Details — Kita Jual Gas, PT. at account number 8585858585 in
Bank Syariah Indonesia (BSI)

W B

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).

I Verifikasi - olEN

€ v 1 £ » Network » 1030.80.60 » Verifikasi » v|é . esifik o

i Downloads
1. VERIFIKAS|

204
Apotek, BPJS DLL

New folder

RMHSAKIT

SPERIAN PAKET PEKERIAAN

A (Repaired)

ALEMBAR DISPOSISI UM (PU)_2025

' duta.mperdana®gma
B Music

& Pictures

¥ Siska Septi (siskasepti)
-

D.LEMBAR DISPOSISI TAG & TECH
LEMBAR DISPOSISI PJK (NP) 2025
IST EXPEDISI

IST KOMPONEN GAJl

S) 2025 LIST SPDDN 4 " 4 275KB
B gookt 1

s 25 ALEMBAR DISPOSIS| UM ( ksheet 18K
25 C.LEMBAR DISPOSIS! PB_20..

25 D.LEMBAR DISPOSISI TAG .

M AGUNG_NURWITO

8 AROM-PC ‘
& DADANG_HIDAYAT - :
% DEDY_IRIANDY 1

M DESKTOP-0C3DWGY

1™ DESKTOP-10A142L

% DESKTOP-7N2EOPO gh( i

M DESKTOP-AZUTSRG

1% DESKTOP-D137BHD

& DESKTOP-DLRUO34

M DESKTOP-FGEIQDQ +

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.

File Home Insert Draw Pagelayout Formulas Data Review View Help - Comments
= Conditional Formatting v
Custom

Format as Table v i ThAA
7 Cell Styles v [ Format v & v Filterv Selectv

Styles Cells Editing

TANDA TERIMA: AGENDA D
TAGIHAN & TECHREP

05 Oklober 2025

USER/ SUPPLIER

PENGADAAN BAHAN BAKAR SOLAR INDUSTRI
SR

!

8

Tanda Terima_25 Chek List Dokumen

esdy T Accessbity: Unavaiable

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)

|

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

o0

: 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.

=1 ; S GECKTIST KELENGKAPAN DOKUMEN
= TAGIHAN

Print

Printer

g ML-2160 Series

Settings
EER PrintActive Sheets
Only print the active sheets

Pages: 2| to

Collated

Wi 123 123 123

D Portrait Orientation
IJ Ad
21 cmx297 cm

[ | Custom Margins

[) Noscing
T Print sheets at their actual size

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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KITA JUAL GAS
JI. Toko Itu, Bandung

INVOICE
Invoice Date 25 Sep 2025 No
PO No. PF00-9717025 : ;
I o
Due Date 25 Oct 2025 PT Dirgantara Indonesia
Invoice Tax No. 070
Cust. Tax SN RAPH000.7.000 BnFinean LS Bt S
Notes I
NO ITEM DESCRIPTION AMOUNT i
1 IDR
IDR
|
|
|
MENGES! oM |
Salinan Dokumen Sesuai Dengan Aslinyz (
Tanggal : ... 2/7 -5 ‘
KEPALA DIvigy, \
MavaJEMEN RanTal PAsex
Signature ‘
TOTAL | IDR 111.000.000 |

Signature

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.

Signature Signature

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 As/i 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 4s/i 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 4s/i 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 As/i 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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Signature
g Signature

Andriawan Suharto
230111 92832

Sandra Bill Henderson

98202 09273

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

: Currency — IDR

: Value —20,000,000.00

o

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).

L Verifikasi - olEN

€ v 1 £ » Network » 1030.80.60 » Verifikasi » v|é . esifik o

1. VERIFIKAS|
204
Apotek, BPJS DLL
New folder
RMHSAKIT
SPERIAN PAKET PEKERIAAN
5] 2025 A (Repaired)
5 ALEMBAR DISPOSISI UM (PU)_2025

5 D.LEMBAR DISPOSISI TAG & TECH
5] 2025 ELEMBAR DISPOSISI PJK (NP) 2025
EXPEDISI

KOMPONEN GAJIl

& AGUNG_NURWITO
8 AROM-PC

% DADANG_HIDAYAT
% DEDY_IRIANDY

M DESKTOP-0C3DWGY
1™ DESKTOP-10A142L
% DESKTOP-7N2EOPO
M DESKTOP-AZUTSRG
1% DESKTOP-D137BHD
& DESKTOP-DLRUO34
M DESKTOP-FGEIQDQ +

025 C.LEMBAR DISPOSISI PB_20...
025 D.LEMBAR DISPOSISI TAG ..

4607372
B nitungan 30 Jul 2025
B hitungan

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.

114

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



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.

File  Home Inse draw ormulas Revi v elp {3 Comments
[_ L A o P A at : 7| B jonal Formatting v
pasta B ¥ : o A 7 rmat as Table ¥
<

Clipbosrd

11488

TANDA TERIMA: AGENDA D
TAGIHAN & TECHREP

10 Oktober 2025

USER/ SUPPLIER PERIHAL CURR l NI

"J RS0 MEDIKAL MCU PDLN PERIODE TANGGAL 1516 SEPTEMBER 28 DR ]| 20.000.004

| &S|

8 1910

Tanda Terima_25 Chek List Dokumen

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.

CHECK LIST KELENGKAPAN DOKUMEN
JAGIHAN

rint

Printer
Samsun g ML-2160 S

[ =}
W Ready

Settings
[ T J Print Active Sheets
5=~ Only print the active sheets

Jlto

g
&

Collated
123 123 123

Portrait Orientation

A4

21cm x29,7 em

[N
O
D

Print sheets at their actual size

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.

JI. Putih, Kota bandung, 15811, Indonesia

Signature

Sinora Safir

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.

Signature

Teri Weni

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.

‘

TCLCEEEECLED
ELLCLCLEELL T [

¥
=
=3
1
-
|
¥
.3
x
) |
o
n
|
|
%
L

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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@ CHECK LIST KELENGKAPAN DOKUMEN
—T TAGIHAN
No Agenda : 1474D co
Tql Agenda : 10/0ct/2025 [ Yang Beredar asii
Tgl Pengajuan : 9/0ct/2025
Dari : MANAGER KLINIK PELAYANAN MEDIS ' Yang Beredar Copy
No Pengajuan : XX0000-IN-2510-00001 '
User/ Supplier : MEDIKAL CEKKUP, PT
Perihal RSU MEDIKAL MCU PDLN PERIODE TANGGAL 15-16 SEPTEMBER 2025
Nilai : IDR 20.000.000,00
Diteruskan Kepada
Ka Bidang Verifikasi Korporasi Untuk Diverifikasi
Ka Bidang Verifikasi Produksi Untuk Diproses
Ka Bidang Verifikasi Non Produksi Untuk Dibicarakan dengan saya
Ka Bidang Verifikasi Sub Dit Aircract Services Untuk File
NO URAIAN KETERANGAN | KETERANGAN
Nota Permintaan B @sﬁ ) Asli
W b bl XX0000-IN-2510-00001 it 7l | B
2 |Surat Perjanjian/PO/SP Asli & Bermaterai / Surat Pembelian Asli | Asli D
Copy| Copy
3 |Kwitansi Bermaterai/Invoice/Proforma Inv/Invoice Bermaterai | (As¥ Asli
e 26 e oW 1
4 |Faktur Pajak (070, 010, 030, 040, 080, 071, 011, 031, 041, Asli = Asli
081) § Copy Copy I:]
5 |Berita Acara Prestasi/ BA Penerimaan Barang (RV,BPBL) Asli [ = Asli
Copy Copy C]
6 |Referencef Surat Jalan/ Delivery Order/ LG (Asl Asli
7RS/\X /2025 Copy [E Copy D
7 |Certificate Of Domicile (COD)/BC 4.0 Asli Asli
Copy E] Copy D
8 |Undangan/ Daftar Hadir/ Sprint/ Form AB/ Nota Dinas Asli Asli
Copy E Copy D
FPBJ/RKA/ Kajian Bisnis Asli Asli
9 Copy B Copy [—————l
Asli Asli
10 [No Park Dok SAP ot | SR § =% (B
Asli- Asli
u |Rwcian Checkup (;f:,,, | [ |
Asli Asli
12 Copy El Copy D
Bandung, Bandung, Bandung,
Pajak Verifikasi Treasury
Korporasi
Catatam:
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 As/i 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 As/i 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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Hal 171

eeuwuauFﬁmmmu.EMﬁN
: Nomor :[XX0000-PB-2511-00013]

L S u———

Kepada Yth . B Nnas Operasona

D Direktorat Keuangan Up. Manager Akuntansi Kouangan [:] Pengadaan Barang & Jasa
Referens KWITANSI| ASLI

Nomor Order / Umum

Nomor PO

WBS/CCho

Dﬂ:ﬂ Perhitungan dan dokumen pendukung terampir

&0» LOA == =— FTFs < e

IAYA TAMU PERUSAHAAN PEMBELIAN SNACK BOX UNTUK TAM: I l

DEUTSCHE BANK

PEMBELIAN AIR MINERA

70G [BIAYA TRANSPORTAS| OPERASIONAL PEMBELIAN BBM OPERASIONAL KE BAN

1
| |
IAYA PEMAKAIAN AIR PEMBELIAN AIR MINERAL GALON Tor |

Terbilang : SATU JUTA DUA PULUH SEMBILAN RIBU LIMA RATUS RUPIAH
Mohon Dapat di transfer ke

Nama/ Supplier / Rekanan RAFI RAHMAN I
No. Rekening
Nama & Alamat Bank BANK RAKYAT INDONESIA
Total Nilal IDR 1.026.500,00
Tanggal Pelaksanaan 26-10-2025 s.d. 26-10-2025
Bandung
Yang Mengajukan
Diajukan Oleh Disetujw Olet
Manager Pendanaan & Kepala Divisi Ke a

Feasibility Keuangar

F’eus

Signature

Signature

Andriawan Suharto
Hasil Verifikasi :
D Dokumen dan atau persyaratan Lengkap sesuai aturan Perusahaan

D Dokumen dan atau persyaratan tidak lengkap tidak sesua aturan Perusahaan/dikembalikan

Dengan Catatan

Diteruskan :

Direkiur Keuangan D Diteliti dan di evaluasi Kadiv Akuntans
D Kadiv Keuangan Perusahaan D Datindakianjuti / diselesaikan
D Kadep Pembayaran D Disetujul / diproses lebih tanjut

Pengajuan Uang Muka Operasional dan P8 akan ditransfer kepada Nama yang mengajukan
Demikian disampaikan atas perhatian dan kerjasamanya di ucapkan terima kasih

Bandung

Jisety teh
Pit. Manager Akuntasi Keuangan Pi. Kepa 9 Divisi Akuntans
Signature Signature

Sandra

Bill Henderson
98202 : 09273

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)

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

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

: Currency — IDR

: Value — 1,029,500.00

: User — Rafi Rahman

9]

O o0 93

: 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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[ Menu Edt Favortes Extras  System  Heb '
¢ -JdqEc@@ SHB BDOD om

SAP Easy Access

BE D> ERZ v a

~ &3 SAP Menu
» O office
» (3 Cross-Appication Components
» (3 Logstics
» (3 Accounting
» (J Human Resources
* (3 Information Systems C 1
» (3 Tooks HE Wi
» (3 WebCent Ul Framework HIGHER
~ & Favortes
» CJREPORT
» CJ REPORT MINGGUAN
» (3 REPORT AGEN

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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Transactn Invoice v

~ A‘Basicdata | Payment [ Detals : Tax | Wthholdngtax || * [*5]
Vendor £05382 SGL Ind ' =
Invoice date 05.11.2025 Referenc.xfoB-zsu-oool3
Posting Date 11.11.2025

Document Typ' ET (Employee Inv_. ¥

5 .curre
Amount .1, 029, 500 10R Calculate tax

V4 (VAT Input 0%) v

Text .ps. PEMBELIAN SNACK BOX, AIR MINERAL, DAN B&M|
Paymt terms Due immediately
4 ) 1P

Picture 3.69 PB Filled Basic Data Tab
Source: PT Dirgantara Indonesia (2025)

Description:

: Vendor Code — E05388 (Rafi Rahman)

: Invoice Date — 5 November 2025

: Reference — Expense Reimbursement File Number (XX/PB-2511-00013)
: Document Type — Employee Invoice (ET)

: Amount — 1,029,500

: Currency — IDR

: Calculate Tax Function — Activated

: Tax Type — V4 (No Tax Applicable)

O o0 3 N N B~ W N =

: 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.

126

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



Transactn Invoice -

_ Basic data 4(Payment | Detais | Tax | Withholdingtax [ * [*] 1]
BaselneDt 05.11.2025 Payt Terms ‘ Days
Due on 05.11.2025 Days

' Days net
Disc.base IDR To be calcultd Fxed
Pmt Method = | Pmnt Block pefault block -
Inv.ref.
Part. Bank House Bank
4 ) 4 )

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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Transactn Invoice v

Basic data - Payment  Detals | Tax | Withholding tax || Y]
G/L 4000131000 Un-vou. AP - CostRel
Assign. XX/PB-2511-00013
HeaderText

Tr.part.BA

Ref. Key 1
Ref, Key 2
Ref. Key 3
Plan. Lvl Plan. day
L L

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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4 Items ( No entry varant selected )

&8 S... |G/L acct Short Text D/C Amount in doc.curr. V Assignment Value date Text L. |Co
Lf,.“ 70008000 Company's v Pebit ¥ 582500) KX/PB-2511-00013 WIO
|¢ JF210020000 Meeting  [pebic ~ 217000 KX/PB-2511-00013 EIO
IV 6293060000 Operational _Pebit ¥ 200000) KX/PB-2511-00013 _zjm
| 6220020000 Water cons_pebi + 30000f kx/PB-2511-00013 i |10
| . Debit ¥ ' (92|10
B Debit ¥ T@:hc -
" Debit ¥ (210 ~

q5p 4«

« EEE BE .8 Ton aF

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 (6270008 XX00L), Second (6210020XX00L), Third
(6293050XX00L), and Fourth (6280020XX00L) Account

B S..GlLact ShotText D/C  Amountin doc.cur. L. Co... Tradi.. Bu... Pa... Cost center Order [
[+ 6270002000 Company's v.Debit v s82500[$@? 1000
|+ |6210020000 Meeting  Debit ¥ 217000|52 |1000

[+ J6293060000 Operational .Debic v ’zfooooqEI@' i

|+ |6280020000 Water cons.. Debit ¥ 300005 1000

™ [ Debit v P |ro00

= | Debit v #‘Iooo
Debit ¥ 1000 -

«» [ «»

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 (6270008 XX00L), 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).

4 Items ( No entry variant selected )
B S... G/Lacct Short Text D/C Amount in doc.curr. Sales order Item... Sc... Pint P... Pur.. Profit center [

| |6270002000 Company's v.Debit ¥ 522,500 0000000 |
| |6210020000 Meeting  Debit ~ 217,000, || | [Jvvooooo0o ]
|+ 6293060000 Operational .. Debit ¥ 200,000, | | Jrvoooooooo
| |6220020000 Water cons... Debit ~ sg,00 || [Jrvooooo 0

| | Debit ¥

- Debit ¥

] Debit ¥

S EEE EE B T &

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).

4 Items ( No entry variant selected )
B S... G/L acct Short Text D/C Amount in doc.curr. | Segment Ptnr Segm. P... Contract n

| o 6270002000 Company's v.Debit ¥ 582,500 222 222222222222222222222
[ |6210020000 Meeting Debit ¥ 217,000 z2zR222222222222222222222
[Z]ezs»aoeoooo Operational ..Debit ¥ 200,000 222 §222222222222222222222
E|ezaoozoooo Water cons.. Debit ¥ 30,000 z2z szzzzzzzzzzzzzzzzzzzzf
[ ] Debit ¥
[il Debit ¥
] Debit ¥

L iy

@ EEE EE & ©o &F

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.

Alt. Acct |BusA|PK|Account Account short text |Assignment Tx|LCurr Amount| Text G/L acct

P1B 311E05388 RAFI RAHMAN )()(,‘F_E‘»Zsll 0001

00| Company's visitor co

620 teeting XX/ BB~
706 Operational transpor|XX/PB-
C at XX/PB-

2 Y. P ELIAN
200, BY. PEMBELIAN
BY. PEMBELIAN

=)
oo wnlel | 8
%

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

132

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



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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Signature Signature

Andriawan Suharto
230111 92832

Signature Signature

Sandra Bill Henderson

98202 09273

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.

[ Menu Edt Favortes Extras  System  Heb '
¢ -|qH c@e SHR D000 @R OB

SAP Easy Access

HE > @B2 v a

~ €3 SAP Menu
» O office
* (3 Cross-Appication Components
» [ Logistics
* (3 Accounting
» (3 Human Resources NING
» (O Information Systems G TOE
Caites ING TO FL
» (3 WebCient Ul Framework HIGHER

~ €3 Favortes
» CJREPORT
» CJREPORT MINGGUAN
» CJREPORT AGEN

g

= 4
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.

Down Payment Request: Header Data

New Item

Document Date Type E Company Code 1000
Posting Date 08.11.2025| Period Currency/Rate
Document Number Translatn Date

Reference .xwpv-zsn-oooml

Doc.Header Text

Trading Part.BA Tax Report Date
Vendor
Account E00104 I
Trg.sp.G/L ind. n

Picture 3.80 PU Filled Header Data Screen
Source: PT Dirgantara Indonesia (2025)

Description:

1 : Document Date — 8 November 2025

: Down Payment Type — ER

: Period — Month of Request (11)

: Currency — IDR

: Reference — Advance Payment Request Number (XX/PU-2511-00003)
: Vendor Code — E00104 (Rahma Setiadi)

N N D AW

: 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.

Down Payment Request Add Vendor item

2 B @ & More data New Item [Hll Withholding tax

Vendor |E00104 RAHMA SETIADI G/L Acc 14070100000
Company Code |1000 =]
PT. Dirgantara Indonesia = —
Item 1 / Down payment request / 39 F
Amount .4300000 IIDR Amount in LC usb
Tax Amount LC tax
Tax code lculate tax
Due On
Pmnt Block pmt Method[ffi[£]
Discount %
Asset RN
Pur. Doc.
Profit Ctr '
Assignment
Text 8| GENERAL@GENERAL BY KEG TTD KESEPAHAMAN PTMAKMUR [T/ @ Long Texts
Picture 3.81 PU Filled Add Vendor Item Screen
Source: PT Dirgantara Indonesia (2025)
Description:

1 : Amount —4,300,000.00

: Tax Code — V4 (No Tax Applicable)

: Calculate Tax Function — Activated

: Due Date — 30 November 2025

: Payment Block — R (Blocks Automatic Payment)

: Payment Transaction — E (Blocks Automatic Payment)

: Profit Center — YY0000000

: Description — General(@General BY Keg TTD Kesephaman PT Makmur

0 N N B W
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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.

Down Payment Request Display Overview

& New Item &&Display currency

Document Date 08.11.2025 Type ER Company Code 1000

Posting Date 08.11.2025 Period 11 Currency IDR | /16.65500
Document Number | INTERNAL Fiscal Year 2025 Translatn Date 08.11.2025
Reference ::b(X/PU-zsn-oooosj Cross-CC no.

Doc.Header Text Trading Part.BA

Tax Report Date 08.11.2025
Items in document currency

PK BusA Acct IDR Amount Tax amnt
001 39F E00104 RAHMA SETIADI 4,300,000 V4
D 4,300,000 co 4,300,000 * 1 Line tems

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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TTD

Steve Walker
87654

{rTD

TTD

Bill Henderson

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.

[ Menu Edt Favortes Extras  System  Heb '
gl -|dH @@ SHB pDoD 2@

SAP Easy Access

BE D> ERZ v a

~ €3 SAP Menu

» O office

* (3 Cross-Appication Components

» [ Logistics

» (3 Accounting

» (3 Human Resources

* (3 Iformation Systems

» (3 Tooks

» (3 WebClent Ul Framework
~ €3 Favortes

» CJREPORT

» CJ REPORT MINGGUAN

» CJ REPORT AGEN

HIGHER

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
anew 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.

Transactn Invoice v

/A ‘Basicdata | Payment | Detals | Tax | Withholding tax D=
/endor -206901 SGL Ind =
nvoice date .09.11.2025 Referencelfii Xx/NE-2511-00001
'osting Date 11.11.2025

Jocument Type- EF (Employee DP ..~

|Doc.currency

\mount .2,000,0000 IDR slculate tax
V4 (VAT Input 0%) v

Text o
Baseline Date
Company Code 1000 PT. Dirgantara Indonesia Indonesia

Picture 3.85 NP Filled Basic Data Tab
Source: PT Dirgantara Indonesia (2025)
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Description:

: Vendor Code — E06901 (Tina Vanderhossel)

: Invoice Date — 9 November 2025

: Reference — Accountability Note File Number (XX/NP-2511-00001)
: Document Type — Employee Down Payment (EF)

: Amount — 2,000,000.00

: Currency — IDR

: Calculate Tax Function — Activated

: Tax Type — V4 (No Tax Applicable)

0 9 N DN kAW N =

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 FBLIN transaction to display vendor line items, as

shown in Picture 3.86 SAP Home Page FBLIN.

[ Menu Edt Favortes Extras System  Heb '
gRol__ -|dH c@e CHR D000 BE Q8

SAP Easy Access

LBE > @87 v -

~ €3 SAP Menu

» O office

* (3 Cross-Appication Components

* (O Logstics

» (3 Accounting

» (3 Human Resources

» (3 Information Systems

» O Took

» (3 WebClent Ul Framework HIGHER
~ €3 Favortes

» CIREPORT

» CJ REPORT MINGGUAN

» CJ REPORT AGEN

ik .

Picture 3.86 SAP Home Page FBLIN
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.

Vendor Line Item Display

.&’ E( Data Sources
Vendor account to Ed
Company code 1000 to 3

Selection using search help
Search help ID
Search string

‘ = Search help ]

Line item selection
Status
*) Open items
Open at key date 11.11.2025

) Cleared items
Clearing date to
Open at key date

4]

All ttems
Posting date to

(o]

Type

ormal items
pecnal G/L transactions

oted items

Parked items

— = |
l,\ Customer items

3

Picture 3.87 NP Vendor Line Item Display Selection
Source: PT Dirgantara Indonesia (2025)

Description:

1 : Execute Button

: Vendor Code — E06901 (Tina Vanderhossel)
: Normal Items— Selected

: Special G/L Transactions — Selected

: Noted Items — Selected

AN N B~ W

: 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.

145

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



[ | @sc70100000 E0esor_|vwavanpewosse _____[saicooios: |52000005342025 [oc-u-2510-00002[Ep |2s(17.13.2028 1912028 [1an20s] | [ = ]

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.

Vendor [£06201 | TINA VANDERHOSSEL G/Lacct [4070100000]
Company code [1000]

PT. Dirgantara Indonesia Doc. mm

Line Ttem 2 / Down payment made / 29 A 1
Amount 2,000, 000 | DR AmountinlC  [119.32 | usD |
Tax Amount |0 i LC tax 0.00 ]

Taxcode V4l

Profit Ctr [¥voooooooa]
5200000942025 1/[]+[oog]

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.

Transactn Invoice v
A‘Bascdata | Payment . Detals  Tax | Wihholdngtax || * [*/I©
Vendor E06301 SGL Ind =
Invoice date 09,.11.2025 Reference XX/NP-2511-00001
Posting Date 11.11.2025

Document Type EF (Employee DP v
Doc.currency

Amount 2,000,000 10R V| Calculate tax

V4 (VAT Input 0%) .
Text PIX. BBM DAN ETOLL BDG-JKT-BDG| | 8]
Paymt terms Due immediately =
L 4 >

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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Transactn 'Invoice -

Basic data /(Payment | Detals | Tax | Withhodngtax [, * [*/[5]
BaselneDt | 09.11.2025 Payt Terms (100 | | Days
Due on 09.11.2025 ' Ipays

' |Days net

Disc.base IDR To be calcultd Fced
Pmt Method E| Pmnt Block Default block  *
Inv.ref. "
Part. Bank House Bank '
4 ) 14

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.

Transactn Invoice v
Basic data | Payment /Detals | Tax | Withholdingtax || * [*/I2

G/L 4000131000 Un-vou. AP - CostRei
Assign. [520000092420251 ]
HeaderText '

Tr.part.BA
Ref. Key 1
Ref. Key 2
Ref. Key 3

Plan. Lvi " Plan. day

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).

1 Items ( No entry variant selected )

BS... G/L acct Short Text D/C Amount in doc.curr. |V Assignment Value date  Text L....|Co
| |6293060000 Operational fpebit ~| 2,000,000 [52100010512025 | >|10
[ ] Debit ¥ |10
- Debit ¥ 2|10
[ | Debit ¥ 2
| | Debit ¥ 2
| | Debit ¥ 2
- Debit ¥ (210 =

@ EBEE EE.- B Co &F

Picture 3.93 NP Filled Expense Distribution Area (1)
Source: PT Dirgantara Indonesia (2025)

Description:

AW

: General Ledger Accounts — 70G

: Account’s Amounts — 2,000,000.00

: Advance Payment’s Assignments — 52100010512025

: 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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1 Items ( No entry variant selected )
E'S... G/L acct Short Text D/C Amount in doc.curr.  Pa... Cost center Order Fi... Sales order Item.
@ 00 Operational .Debit ¥ 2,000,000

Debit ¥

L1

L

Debic ¥

Debit ¥
Debit ¥
Debit ¥
Debit ¥

L

(2]
&
&
ml

2.8 Do &)

Picture 3.94 NP Filled Expense Distribution Area (2)
Source: PT Dirgantara Indonesia (2025)

\
i

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).

1 Items ( No entry variant selected )
B S... G/Lacct Short Text D/C Amount in doc.curr, Sales order Item ... Sc... Pint P... Pur... Profit center i
o |6293060000 Operational .Debit ¥ 2,000,000
Debit ¥

Debit ¥

lI

Debit ¥

Debit ¥

ENEEEED

Debit ¥
Debit ¥

L

BE BE .8 ©o &

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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1 Items ( No entry varant selected )
B S... G/L acct Short Text D/C Amount in doc.curr, Segment Ptnr Segm. P... Contract n
[i]éznsecc-oo Operational .Debit ¥ 2,000,000 zz:kzzzzzzzzzzzzzzzzzzzzz]l

Debit ¥

Debit ¥
Debit ¥

Debit ¥

©
m
o'
ot
o
‘4

Picture 3.96 NP Filled Expense Distribution Area (4)
Source: PT Dirgantara Indonesia (2025)

Description:

: Purchase Order Number — ZZZ
: Contract Number — Z72777777777777.
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.

Itm|Alt. Acct |Busi|PK|Account Account short text |Assignment Tx| LCurr Amount in LC|Crey Amount| Text G/L acet
Z|E21 39/ E06901 TINA VANDERHOSSEL $2000009242025 V41USD 119.47-110R 2,000,000-]1 PJK. BEM DAN E 070100000
2]706 40] 6293060000 muuonu transpor 52100010512025 V4| USD 119.47 |IDR 2,000,000 |BY. BBM DAN ET.

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.

153

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



Signature

Signature

Bill Henderson

Signature
Signature Sighat

Sandra Bill Henderson

98202 09273

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.

[ Menu Edt Favortes Extas  System  Heb '
¢RI -|qH C@@ CHR OO0 ERN OB

SAP Easy Access

BE > @87 v -

~ G5 SAP Menu

» O office

* O Cross-Appication Components

» O Logstics

*» (3 Accounting

» (3 Human Resources

» (3 Information Systems

» (3 Tooks

» (3 webChent Ul Framework
~ O Favortes

» CJREPORT

» (I REPORT MINGGUAN

» CJREPORT AGEN

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.

JUAL GAS

INVOICE

Invoice Date 25 Nov 2025

PONo. PF005717917 =

Due Date 25 Dec 2025 PT Dirgantara Indonesia
Invoice Tax No. 0%

Cust. Tax SN L —

Notes. Fx.Cust BSS IM.250912

N TTEM DESCRIPTION AMOUNT

| 1 e By Prod. 8BM Solar Industr) Origin Part indonesia
VAT

RENGES J
Salinan Dokumen Sesuai Dengan Asinys
Tanggel . 3 /(128
KEPALA DI,
HMAATEMEN el PAeg

TOTAL DR

say

A
Ve Signature

S

4.297.920

e

AW E
Ry

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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Signature

Signature

Randy Hamer

Chris

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.

Transaction Invoice v CC@ Balance 0 |IDR
&
 _A'BasicData | Payment | Detals | Tax | Withhokdngtax « (| »|[21] | Vendor 0000094293
KITA JUAL GAS, PT |
Invoice date Referenc ——————
St il 11-12.2025 —————
Amount 3,872,000 IDR alculate tax =——
Tax Amount 0 U0 (VAT Input Exempt... ¥ O — &
Text -TAG. BAHAN BAKAR PRODUKSI BBM SOLAR INDUSTR] | g
Paymt terms 30 Days net Bank Key CE—
Baseline Date 25.11.2025 Bank acct ——— P |
Company Code 1000 PT. Dirgantara Indonesia Indonesia PT. Bank Mandiri (Persero) Tbk., PAJA) . (o)} |
PO Reference | G/L Account |
Purchase Order/Schedulng Agreement | 2 J Goods/service items v
Layout 13_6310 -
_ Quantry 0...[@ Purchase ... Item PO Text Ta... N...
8,000L 9717917 1 [@Bahan Bakar Produksi BBM Solar Industr Ju. ~
1) qid
é._f_i?j Item 1 Search Term j @’ 3 Y Ttems

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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Transaction Invoice -

~_ Basic Data /(Payment | Detais | Tax | Withholdingtax | (| |« /[*][@
BaselineD'l 11.12.2025 Payt Terms Days 3
Due on Days g
CashDiscnt IDR Days net

Fixed
Pmt Method | pmnt Bock [ Pefault biock
Inv.ref. |
Part.Bank | | House Bank

Payment Ref.

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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Transaction Invoice v

~
Basic Data | Payment /(Detals | Tax | Withholdingtax | (|| '« [*/[2]
Unpl. Del. Csts
Currency IDR | Exch. Rate /16.68800
Doc. Type -PW (Non product Invo | ¥ linv. Party
Bus. Area o
Assignment 0009717917 | GL
Header Text I0700250012345678§
SCB Ind. Suppl. Cntry ' Serv. Ind. B
Plan. Lvl s Planning Day :

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

Enter Incoming Invoice: Company Code 1000
Show PO structure  Show worklist | B} | Hold [ Simulate Messages  [EHlHelp  ODNF

Transaction Invoice v ©O@ Balance 0 | IR

[= Simulate Document in IDR (Document currency)

Position A G/L Act/Mat/Ast/Vndr Amount Cu... Purchasing... Item T.. Jurisd. Code Tax Date Bu... Cozm
1L K 4000100000 KITA JUAL GAS, PT /.. 3,872,000- IDR U0= =
3S 6119212000 Fuel for Production 3,872,000 IDR 9717917 1 U0 opl ¥
45 4720011000 Tax Pay}l:le—VAT Exe.. 425, 920- DR voldl
5S 4720011000 Tax Payable-VAT Exe.. 425,920 IDR UIJ-

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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90909090909090

Signature i
& Signature

Elliot Hernandez Elliot Hernandez

98202 Be202

Signature Signature

Sandra

98202

Bill Henderson
09273

Picture 3.107 Received Invoice File
Source: PT Dirgantara Indonesia (2025)

2) Open Park Invoice Function in SAP
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& Menu Edr Favortes Extras  System  Heb '1

¢l -|qH ¢@@ CHR 8000 BE @8

LE > EBZ2 v -

~ &3 5AP Menu
» O office
* (3 Cross-Appication Components
» (3 Logistics
» (3 Accounting
* (3 Human Resources

* (3 Information Systems

* 3 Tools

» (3 webCient U1 Framework
~ O Favortes

» CJREPORT

» CJ REPORT MINGGUAN

» (3 REPORT AGEN

q"

o

SAP Easy Access Logon Screen

g 4|
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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Signature

Elliot Hernandez

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

Transactn Invoice v/
| Payment | Detais | Tax | Withholdingtax || * [*/[C]

| /endor

94406 SGL Ind

nvoice date Referenc.INV202512613080 -~

‘osting Date 10.12.2025]

Yocument Type. RX (FI Invoice (w.. ¥

["|Doc.currency
\mount . e50.000 mr_| [lYcalcubste tax
-

“ext -TAG. ASURANSI PURNA JABATAN DIRKEU MANRIS & SDI\lj{

aymt terms Due immediately :
K «»

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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Transactn 'Invoice -

. ) DB

BaselneDt |02.12.2025 Payt Terms 200 | [ |pays |
Due on [02.12.2025) " |Days

’ “D:vs net
Disc.base | 'IDR  Tobecalcutd  Fixed ']
Pmt Method 'T| Pmat Block [Defaut bock _~]
Inv.ref. | I
Part.Bank | | House Bank [ ]
i) 4 »

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

Transactn Invoice |
G/L 14000100000 Account Payables
Assign. [XX-IN-2512-00018
HeaderText |
Tr.part.BA [ ]

Pln. day | '

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

1 Items ( No entry variant selected )

@ S... G/L acct Short Text D/C Amount in doc.curr. |V Assignment Value date  Text L... Co
[+ 6420003000 Employee in_Jebic ~| 6.250.000 | IXX-IN-2512-00018 10
gl_J . Debit ¥ . = %10
L] Debit ¥ = 2|10

' ;[:] Debit ¥ ] |10
[ Debit ¥ ] 2 |10
,8 Debit ¥ = @0 «

| Debit ¥ . (210 ~

4.1 F 4« )
EILIE &g
Picture 3.113 IN Filled Expense Disbursement Area (1)
Source: PT Dirgantara Indonesia (2025)
Enter the Cost Center Responsible for the Expense
1 Items ( No entry variant selected )

E/S... |G/L acct Short Text D/C Amount in doc.curr. Text L... |Co... Tradi... Bu... Pa... Cost center O

| [ ]6420003000 Employee in_Debit ¥ 6.850.000 BY. ASURA 1000

\ ’ Debit ¥ %moo

Debit ¥ 1000
[é Debit ¥ %Jzooo
’ Debit ¥ 1000
L Debit ¥ zcoo =
] Debit ¥ [522]1000 -

&l

G EEEEE. B LD &

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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1 Items ( No entry varant selected )
B S... G/L acct Short Text D/C Amount in doc.curr, Sales order Item ... Sc... Pt P... Pur... Profit center §

‘.64204n3"33 Employee in_Debit ¥ 6.£50.000
L Debit ¥
‘ Debit ¥
[ ] Debit ¥
‘CI Debit ¥
I_] Debit ¥
b= Debit ¥

@ EEE ER . B TR aF

Picture 3.115 IN Filled Expense Disbursement Area (3)
Source: PT Dirgantara Indonesia (2025)

Enter the relevant Purchase Order and Sales Contract Number

1 Items ( No entry varant selected )
B S... GfLacct Short Text D/C Amount in doc.curr. Segment  Ptnr Segm. P... Contract n

(o J6420003000 Employee in..Debit ~ 6.850.0000 222 z22222222222222222222)|
L Debit ¥
L) Debit ¥
|_J Debit ¥
=] Debit ¥
™ Debit ¥
] Debit ¥
4 » LI
@ EEE BE .- CE &F

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

Itm|Alt. Acct |Busi|PK|Account Account short text |Assignment Tx|LCurr Amount in LC|Crey Amount| Text G/L acect I
|

[Fll Jil24406  LASURANSI JIWA KITA P LXX-IN-2512-00018 03D S2d, 42 LI0R 6.850.000-1TAG. ASURANSI 4000100000
2]&! 401 6420003000 |Employee insurance XX-IN-2512-00018 USD 574,42 |IDR 6.850,.000 |BY. ASURANSI F.|6420003000

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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-)( i) l ) New item ~ B [igopen - B Setectal

’ = 4 Fleasyaccess Y Dea £5 Select none
)y Delete Rename  New Properties

to - folder -

@ History 57 Invert selection

© ~ 1 8 » ThisPC » Downloads v e Search Downloads p

Bl Documents A Name Date modified Type Size

8 Downloads |
I dut g
B Music

£ Pictures 8
[ Siska Septi (siskasepti)
[ user (desktop-jsblSi)
[ User (siskasepti)

[ User 6281321748581 (¢
B Videos

i Local Disk (C:)

a Local Disk (D)

¥3 CD Drive ()

XLSX Worksheet 12.569 ke Jf

{

.
:

€ Network

% 1030.80.60

1 AGANJAR

18 AGUNG_NURWITO

% DADANG_HIDAYAT

% DEDY_IRIANDY

1% DESKTOP-0C3DWGY

% DESKTOP-10A142L

1% DESKTOP-7N2EOPO

18 DESKTOP-A4UTSRG

% DESKTOP-D1378HD

1% DESKTOP-DLRUO34

% DESKTOP-FGRIQDQ + . - -
216items ) ) ==

Picture 3.118 VAT Invoices Recapitulation Spreadsheet File
Source: PT Dirgantara Indonesia (2025)

TIIY
11

ElzlzloloR:Jolof ool sl sl )] sfofolof ol o] <]

\
:
)
:

)
:
|

Open Most Recent Tax Liability List Data Sheet

3) Identify Tax Invoice Data
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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

V7 Halaman Muka B 5 sept 2023:xisx 0| + O @ Alses... - X
ZMew B R P QS E@E Y ¢ v HalamanMuka Developer Sisipkan Tataletak Halaman Formula Data Tinjau Lihat Alat SmartToobox =~ Q B - A
& (i) % Calibri vin v AN [ Bungkus Teks Umum ~ | [™ Baris dan Kolom ~ i)
Pelukis Tempelv [+ B 7 U~ A H-y O+ A O~ [ Gabungkan dan Tengahkan ~ B~ % %° %3 3% [ Lembarkera - Pemformatan
Format Bersyarat~

B2426 v Q fx —

- R
4
2415 1957| W - o .- 050025000 04/11/2025
2416 1958| mn ommmon wn o o - ——— 05002500+« | 050 | 09/10/2025 83.050 1732 o
2417 1050| MRN——-—_—_—_—— . — 05002500 %« | 050 | 09/10/2025 52.250 1738
2418 1960| M | S 05002500 © | 050 | 10/11/2025 68.750 | 3003424 @
2410 1961| SRR [—— —— 05002500+ 050 | 28/10/2025 46.750 | 3003426
2420 1962| MR- —— . S— 05002500+ % =« | 050 | 05/11/2025 53.350 | 3003417
2421 1963|  Mmu———— [ s S— 05002500+ = | 050 | 04/11/2025 55.550 | 3003418
2422 1964| Mo [ o 050025004 s | 050 | 19/11/2025 68.750 | 3003421
2423 1065 SN | — . S 050025001+ s | 050 | 11/06/2025 76.450 | 3003428
2424 1966 S s [ st S 050125004 = | 050 | 08/05/2025 49.500 | 3003166
2425 1967 0210000500003000 |KITA JUAL GAS 07002500123456789 | 070 | 24/10/2025 | 1.049.840 1608
2426 1968
2427 1969
2428 1970
2429 1971
2430 1972
2431 1973 L
2437 1071
1€ € > 3 List]  Sheetl List1(2 List13) 4 (RC) ; ()
ol @ P H DB ©®v 120%> — —- + 2

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

W7 Halaman Muka [ 5 sept 2023:xisx O + Ol €@ Akses... - X
ZMew B R PGS E@E Y © v Halaman Muka Developer Sisipkan TataLletak Halaman Formula Data Tinjau Lihat Alat SmartToobox Q b SIS
& (i) ES Calibri vin v A K = 'o?' [ Bungkus Teks Umum ~ | [™ Baris dan Kolom ~ i)
Pelukis Tempelv (v B 7 U~ A H- &+« A Q- = = 2| Orientasi~ [ GabungkandanTengahkan ~ B~ % %° %3 3% [fJLembarkera - Pemformatan :
Format Bersyarat~
@ [ANMessenger - © A

B2426 v @ fx Macsonaa

o blales

- R
2415 1957| R | < ed
2416 1958 M [ s o ol e 83.050| 1732 g
2417 1959 WRSEEEEEE— |- . — - s (:::ﬂﬂed 52.250 1738 ®
2418 1960| SRR (. REE To: Nisa 68.750 3003424
2419 1961 SRR | 300t 2020 e 125 W) 46.750 | 3003426
2420 1962 IS [ . iy 53.350| 3003417
2421 1063| SRS | rs- 5 sept 2023 xisx (1228 MB) 55.550 | 3003418
2422 1964| Smpmmm——— . . - Completed 68.750 | 3003421

2423 1065 MRS e S i 76.450 | 3003428

e — 5 sept 2023.sx (1227 MB)

2424 1966| S . - s . Completed 49.500 3003166
2425 1967 0210000500003000 _|KITA JUAL GAS To: Nisa . [11.049.840 1608

B 1005 | Wi SR RIS OEE Y

| cewist |

2427 1969 ﬁ

2428 1970 =

2429 1971

2430 1972

2431 1973

2427 1072 !

K < > List 1 Sheet1 List1(2) Lst13) + LR . [ 3]
[cR & H H 0D O ©- 120% — —. + O

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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nature

Signature

Signature Signature

Bill Henderson

Picture 3.122 Received Expense Reimbursement File
Source: PT Dirgantara Indonesia (2025)

2) Open Parked Entry in SAP
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[ Menu Edt Favortes Extras  System  Heb '

gRd__ -|dH @@ BHR BBOD ] ]
HE > @AB2 v a
- Qrmers

+ [ FAGL_FC_VAL - Foreign Currency Valuation (New)
+ [ 03 - Fnancal Accountng -> General Ledger -> Document -> Display
+ [ FBv2 - General Ledger -> Document -> Parked Documents -> Change
+ [# FV60 - Document Entry -> Document Parking -> Park or Edit Invoice
. E FBVO - General Ledger -> Document -> Parked Documents -> Post/Delete
+ [ FB08 - General Ledger -> Document -> Reverse -> Individual Reversal
« [# FB60 - Fnancial Accounting -> Accounts Payable -> Document Entry -> Invoie
+ [# F.80 - General Ledger -> Document -> Reverse -> Mass Reversal
+ [# FBLIN - Accounts Payable -> Account -> Display/Change Line Items
+ [ FBRA - General Ledger -> Document -> Reset Cieared Items
+ [ s_ALR_87013019 - More Reports -> List: Budget/Actual Commitments
+ [8 FBL3N - General Ledger -> Account -> Display/Change Line Items
+ [ FBLSN - Sales and Distribution -> Credit Management -> Ttem -> Display/Change
+ [B MIRO - Purchase Order -> Folow-On Functions -> Logistics Invokce Verfication
+ [ 5_ALR 87012284 - Actual/Actual Comparisons -> Balance Sheet / Profit and Loss Statement
+ [ 5_ALR_87012270 - Profit and Loss Statement Using Cost of Sales Accounting (German Trade Law)
+ [B ME2N - purchasing -> Purchase Order > List Displays -> By PO Number
+ [B ME23N - Materals Management -> Purchasing -> Purchase Order -> Display
~ €3 SAP Menu
» O office
* (3 Cross-Appication Components
* O Logstics
* O Accounting
» (3 Human Resources

HIGHER

» (3 webCient UI Framework

sang

Picture 3.123 SAP Home Page FBVO
Source: PT Dirgantara Indonesia (2025)

Enter Company Code, Document Number, and Fiscal Year to Edit Parked Vendor

Invoice

[fpocument list &7 Editing Options

5240000928

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

Verity 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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Signature

Picture 3.125 PB Request Form
Source: PT Dirgantara Indonesia (2025)

178

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



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

Transactn Invoice v

Basic data ./ Payment | Detais | Workflow | Tax /w.| « [*][E]

BaselineDIMINL2. 12. 2025k Payt Terms | Days
Due on 12.12.2025 ' Days

Days net
Disc.base IDR  To be calcultd Fixed
Pmt Method | | pmnt Block @l Default block  ~
Inv.ref.
Part. Bank | | House Bank ]
« <«

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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v!

Transactn
Basic data | Payment . Detai

G/L 4000100000 Account Payables
Assign. XX-PB-2512-00004

HeaderText
Tr.part.BA [ ]
Ref. Key 1 ‘
Ref. Key 2 ‘
Ref.Key3 | ]
Plan. Lvl 'XR| Plan. day [19.11.2025!
4« «

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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Transactn Invoice -

Basic data | Payment | Detals - Workflow Tax | W.

| LB

Tax Data Rep. Date [09.12.2025
~ D/C Tax doc.cun..._;Base amount  Tax code[T]

Cakulste tax [}

¥ [@  Delete Row
« « B3 oepbycur. |

Tax total o V1oR

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

} 1 Items ( No entry variant selected )

‘§_ S... |G/L acct Short Text D/C Amount in doc.curr. 'V Assignment Value date Text L... |Co| |
|/ |6293060000 Operational ..Debit | 200,000 | [X%PB-2512-00004 Y| BBM OPE[F? |10
™~ Debit ¥ [ 10
| ] Debit ¥ |10

y [ ] Debit ¥ E 10

i} Debit ¥ a 210

) % Debit ¥ (] 2]10 «

B Debit ¥ - @0 ~
) S ir

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 Wor ﬁﬁdget Plan
Source: PT Dirgantara Indonesia (2025)

[
Ol

o |6293060000 Operational ..Debit ¥ 200,000 XX000000§6293060XX00L
Debit ¥ .
Debit ¥
Debit ¥
Debit ¥
Debit ¥
Debit ¥ s -

Picture 3.133 PB Expense Disbursement Area Verification (2)
Source: PT Dirgantara Indonesia (2025)

580

Check Profit Center as well
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1 Items ( No entry variant selected )

B S... G/L acct Short Text D/C Amount in doc.curr. Sales order Item... Sc... Pint P... Pur... Profit center k
[ §@6293050000 Operational ..Debit ¥ 200,000

[ ] Debit ¥

Debit ¥

Debit ¥

Debit ¥

Debit ¥ a
Debit ¥ -

INEEEE

EEEEE.-B

Picture 3.134 PB Expense Disbursement Area Verification (3)
Source: PT Dirgantara Indonesia (2025)

(1)

Verify Purchase Order Number and Contract Number in Expense Recognition Area

1 Items ( No entry variant selected )
‘@ S... G/Lacct Short Text D/C Amount in doc.curr. Segment  Ptnr Segm. P... Contract n
i } o/ |6293060000 Operational ..Debit ¥ 200,000 IzzzIzzzzzzzzzzzzzzzzzzzzzzl]
Debit ¥

% Debit ¥
L] Debit ¥

. Debit ¥
% Debit ¥ =~
] Debit ¥

oE &F

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”.

Lours| Ancunt in LC|Crey Ancunt| Text G/L acet Ins element

Itm|Cost Ctr |Profit Cer(Alt. Acct |Busk M{il:m\mz [u:m: short text |Assignment x|
| 1
— S————
Fil 31[E0S3eE STELLAFAUSTINA 0CPE-2812-00004 1 _1USD 12.00-TI0R 200,000-TF8._BEM OPERAS 4000100000
2] YYXX000000] XX00000000|70G 40 op spor| XX-PB-2512-00004 [ [0USD 12.00 [TDR 200,000 |BY. BEM OPERAS | 6293060000

Picture 3.136 Operational Transportation Expense Journal
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Source: PT Dirgantara Indonesia (2025)

9) Print Proof of Transaction Posting from SAP

[ Menu Edt Favortes Extras  System  Heb '

gRe__ -|dH c@e SHR D000 BE 08

SAP Easy A |
HE > @R2 v a

|~ S Favorkes
+ [l FAGL_FC_VAL - Foreign Currency Valuation (New)
+ [ FB03 - Fnancial Accounting -> General Ledger -> Document -> Display
+ [ FBv2 - General Ledger -> Document -> Parked Documents -> Change
R E FV60 - Document Entry -> Document Parking -> Park or Edit Invoice
. E FBVO - General Ledger -> Document -> Parked Documents -> Post/Delete
+ [# 7B08 - General Ledger -> Document -> Reverse -> Indiidual Reversal ’
+ [# B60 - Fnancial Accounting -> Accounts Payable -> Document Entry -> Invoice N
{% F.80 - General Ledger -> Document -> Reverse -> Mass Reversal

HIGHER

+ [# FBLIN - Accounts Payable -> Account -> Display/Change Line Items
+ [ 7BRA - General Ledger -> Document -> Reset Cieared tems
+ [ s_ALR_87013019 - More Reports -> List: Budget/Actual Commitments
+ [ FBL3N - General Ledger -> Account -> Display/Change Line Items
+ [ FBLSN - Sales and Distribution -> Credit Management -> ltem -> Display/Change
+ [ MIRO - Purchase Order -> Folow-On Functions -> Logistics Invoice Verfication
+ [ 5_ALR 87012284 - ActualActual Comparisons -> Bakince Sheet / Profit and Loss Statement
+ [8 5_ALR_87012270 - Profit and Loss Statement Using Cost of Sales Accounting (German Trade Law)
+ [B ME2N - purchasing -> Purchase Order > List Displays -> By PO Number
+ [ ME23N - Materils Management -> Purchasing -> Purchase Order -> Display
~ €3 SAP Menu

» (3 webCient UI Framework

Sand q
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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[© Detail Specifications for Correspondence

Standard Form

Company Code
Document Number

Picture 3.138 PB Filled Standard Form Request
Source: PT Dirgantara Indonesia (2025)

Return to Home Page Again and Open Maintain Correspondence Request Function

[E Menu Edt Favortes BExtras System Heb

¢l -|dqH Cc@e SHB HDOD o] ]
SAP Easy Access

HE > @B2 v

~ O Favorkes

+ [ FAGL_FC_VAL - Foreign Currency Valuation (New)
+ [# FB03 - Fnancial Accounting -> General Ledger -> Document -> Display
+ [ FBV2 - General Ledger -> Document -> Parked Documents -> Change
+ [ Fv60 - Document Entry -> Document Parking -> Park or Edi Invoice
+ [ FBVO - General Ledger -> Document -> Parked Documents -> Post/Delete
+ [ FB08 - General Ledger -> Document -> Reverse -> Individual Reversal
+ [ FB60 - Fnancial Accounting -> Accounts Payable -> Document Entry -> Invoice
+ [ F.80 - General Ledger -> Document -> Reverse -> Mass Reversal
+ [ FBLIN - Accounts Payable -> Account -> Display/Change Line Ttems
+ [# FBRA - General Ledger -> Document -> Reset Cleared Ttems
+ [M s_ALR_87013019 - More Reports -> List: Budget/Actua/ Commitments
+ [ FBL3N - General Ledger -> Account -> Display/Change Line Items
+ [ FBLSN - Sales and Distrbbution -> Credit Management -> Item -> Display/Change
+ [ MIRO - Purchase Order -> Folow-On Functions -> Logistics Invoice Verfication
+ [ 5_ALR_87012284 - Actua/Actual Comparisons -> Balance Sheet / Profit and Loss Statement
+ [B 5_ALR_87012270 - Profit and Loss Statement Using Cost of Sales Accounting (German Trade Law)
+ [ ME2N - Purchasing -> Purchase Order -> List Displays -> By PO Number
+ [8 ME23N - Materais Management -> Purchasing -> Purchase Order -> Display
~ €3 SAP Menu
» O office
» O Cross-Appication Components
* O3 Logstics
» O3 Accounting
* (3 Human Resources

» (3 WebCient UI Framework

54

Picture 3.139 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

Maintain Correspondence Requests

RH
| General Selections
Correspondence ZSTAN to lz
Company code to | >
Account type to &
Open item account i ] o | ) =
Document number to 3
Fiscal year to [ 2
User . to | ] 2
Date of request n to | 53
Time of request 00:00:00 to '00:00:00] Lo
Print Date to 2
Cash journal number | to [ ] 2

Picture 3.140 PB Filled Maintain Correspondence Request
Source: PT Dirgantara Indonesia (2025)

Select Correspondence Request and Print Proof of Posting

Maintain Correspondence Requests
PZREEEA&S

r
PTDI Production Environme Correspondence Date 12.12.2025
Bandung Maintain Page 1
Corr. CoCd Acct/doc. User Date Time Print date

Sort Corr. CoCd AcTyp Acct Doc.no. Fis.¥Yr Date Time Print

Correspondence ZSTAN Company code I000 Standard Form

ZSTAN I000 5240000928 2025 130007 12.12.25 16:25:21

ZSTAR I000 5240000929 2025 130007 12.12.25 16:25:31

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)

188

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



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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Signature

Sandra Bill Henderson

092

Picture 3.143 Received Transfer Note File
Source: PT Dirgantara Indonesia (2025)

2) Open Parked Entry in SAP
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& Menu Edt Favortes Extras  System  Heb '
grd__— -|dH @@ CHR D000 @R OB

SAP Easy Access

HE > ER7 v a

~ O Favorkes
+ [# FAGL_FC_VAL - Foreign Currency Vakiation (New)
+ [# #B03 - Fnancial Accounting -> General Ledger -> Document -> Display
+ [ FBV2 - General Ledger -> Document -> Parked Documents -> Change
+ [ Fv60 - Document Entry -> Document Parking -> Park or Edit Invoice
+ [# 7BV0 - General Ledger -> Document -> Parked Documents -> Post/Delete
+ [ B08 - General Ledger -> Document -> Reverse -> Individual Reversal et
+ [ B60 - Fnancial Accounting -> Accounts Payable -> Document Entry -> Invoice i i€
+ [ F.80 - General Ledger -> Document -> Reverse -> Mass Reversal
+ [ FBLIN - Accounts Payable -> Account -> Display/Change Line Ttems
+ [# FBRA - General Ledger -> Document -> Reset Cleared Ttems
+ [M s_ALR_87013019 - More Reports -> List: Budget/Actual/ Commitments
+ [ FBL3N - General Ledger -> Account -> Display/Change Line Items
+ [ FBLSN - Sales and Distrbution -> Credit Management -> Item -> Display/Change
+ [ MIRO - Purchase Order -> Folow-On Functions -> Logistics Invoice Verfication
+ [ 5_ALR_87012284 - Actua/Actual Comparisons -> Balance Sheet / Profit and Loss Statement
+ [B 5_ALR_87012270 - Profit and Loss Statement Using Cost of Sales Accounting (German Trade Law)
+ [ ME2N - Purchasing -> Purchase Order -> List Displays -> By PO Number
- [8 ME23N - Materals Management -> Purchasing -> Purchase Order -> Display
~ €3 5AP Menu
» O office
* (O3 Cross-Appication Components
* O3 Logstics
» O3 Accounting
* (3 Human Resources

HIGHER

» (3 webCient U1 Framework

sang 4
Picture 3.144 SAP Home Page MIRO
Source: PT Dirgantara Indonesia (2025)

Invoice Document No.

Fiscal Year

Picture 3.145 NT Parked Document Identification
Source: PT Dirgantara Indonesia (2025)
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3) Verify the Accuracy of Information in the Basic Data and Purchase Order

Reference Tab, Adjust the Posting Date, and Correct Discrepancies

Verity 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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INVOICE

DATE 18 NOVEMBER 2025
NO.INV :|SHA 01.25.05067
NO.PO : PF00-9717899

BILL TO / Dikinmkan Kepada :

DELIVERY ADDRESS | Alamat Pengiriman

DIRGANTARA INDONESIA PT
JL PAJAJARAN NO.154 HUSEIN SASTRANEGARA CICENDO KOTA
BANDUNG JAWA BARAT

A . e

roar e e '

DELIVERY METHOD PAYMENT TERMS DELIVERY DATE DUE DATE
(Metode Pengiriman) (Syarat Pembayaran) Tgl. Pengirman) Tgl Jatuh Tempo
TRUCKING 45 DAYS 18 NOVEMBER 2025 02 JANUARI 2026
QTy UNIT PRODUCT UNIT PRICE L SUB TOTAL
|
BAHAN BAKAR PRODUKSI BEM
8.000 LT SOLAR INDUSTRI Rp .. e } Rp ™ ses m
DETAILS :

BASE PRICE |Rp | Rp 6.664.000.00
TAX BASE Rp n Rp 6.106.667,33
TAX (12%xTB) | Rp — 733.040,00
[TRANSPORT |Rp 0,00 [Rp 0,00
TOTAL PAYMENT / Pembayaran Total Rp ‘MW el x

PAYMENT AMOUNT / Tertilang

BANK ACCOUNT ' Rekening Bank -

S0 STy RS WA -
ettt
,—dob-'—..‘
. e S

- O -

- L - --

P i

. = - e
P

SIGNATURE ‘ anda Tangan :

Signature

SPECIAL NOTES & INSTRUCTION ' Catatan & Instruks: Khusue”

PuanWymlewWovwmnymnonywpnym
rmgoomm-cﬁllnolpmdoﬂ.mlb.cwmolw
1.5% per 15 days on ail due. Invoice are
days of issuance

within 15

Mohon dicantumkan nomor invoice dan atau nama perusahaan anda daiam
pembayaran. Keterlambatan pembayaran akan dkenakan denda sebesar
1.5 % per 15 hari dari tagihan yang telah jatuh tempo. Rewvisi invorce dapat
kami layani paling lambat 15 hr seteiah nvoice dan fakiur kam terbitkan

Picture 3.147 NT Invoice
Source: PT Dirgantara Indonesia (2025)

194

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




AEROSPACE ( lAe ) ]
ARA INDONESIA ‘
154 Bandung 40174 Indonesia |

. 62-22-6054859 Fax 62-22-6032972 |
. NON AIFRCRAFT I ‘

SURAT PESANAN |

nan Nomor : PF00-9717999] Rev. -
Total Harga Sebelum Pajak : IDR 6,664,00(
Total Harga Nilai Lain : IDR

Total Harga Setelah Pajak : IDR
Kondisi pembayaran

Fax : Purchase Requisition No. : Lihat Lampiran

Penawaran Sdr.No.

Hasil Negoisasi No. : BY EMAIL, 17-11-2025

= a0
Harap dikirim barang ke gudang kami sesuai dengan jumiah, spesifikasi dan harga seperti tercantum dalam lampiran berikut ‘
dengan ketentuan-ketentuan sebagai tertera dalam Surat Pesanan ini.
Syarat-syarat Pengiriman : |
= Barang dan/ atau Jasa harus dikirim dan/ atau diselesaikan oleh Supplier secara menyeluruh baik item, maupun jumiah |
per item penyerahan barang dan/ atau Jasa selambat-lambatnya tanggal 28.1 1.2025
jumiah item

o Barang dan/ atau Jasa dikirim dan/ atau diselesaikan oleh Supplier secara bertahap sesuai dengan item,

dan jadwal penyerahan sebagai berikut : Lihat Lampiran
= Barang dan/ atau Jasa akan dikirim dan/ atau diselesaikan oleh Supplier

Cara Pembayaran : TT (net 30 days)
Bank :amxummm#

\
\
|

Tempat Penyerahan :

Forwarder Agent :
NPWP PT. Dirgantara Indonesia : 01.002 I
Catatan untuk rekanan :

- Nomor Surat Pesanan (SP) harus dicantumkan
- Apabila pengiriman barang tidak sesuai dengan ketentuan SP ini, maka akan
dalam syarat-syarat umum pengadaan dalam negeri.
- Pengiriman yang tidak sesuai dengan ketentuan ya

pada semua dokumen dan surat menyurat yang berhubungan dengan SP ini
dikenakan sanksi sebagaimana tercantum

ng dipersyaratkan dalam Perikatan, maka Pembeli berhak mengajukan |
|

claim.
. Berdasarkan hal diatas, apabila Penjual lakukan kelalaian lebih dari 2 kali akan dikeluarkan dari daftar rekanan PT.DI
- Keterlambatan atas Pengiriman Barang atau Jasa dari tanggal yang telah disepakati pada SP, maka Penjual akan
dikenakan denda keterlambatan sebesar 1 0/00 (Satu Permil) perhari dari nilai kontrak atau nilai bagian kontrak.
- Para pihak harus menerapkan system dan/atau ISO 37001 anti-penyuapan dan anti-korupsi. Para pihak tidak boleh menawar-
kan atau memberikan manfaat apa pun ( termasuk komisi, hadiah, keramahtamahan, atau gratiflkasi, baik berupa uang
maupun barang) kepada siapa pun dengan maksud secara tidak benar yang dapat mempengaruhi orang tersebut dari tugasnya.
- Penyedia barang dan/atau jasa wajib menandatangani form syarat - syarat umum dan pakta integritas yang merupakan
bagian yang tidak terpi dari SP.
YYang Bertandatangan dibawah ini
Bertindak sebagai perwakilan dari
PT/CV MINYAK MANTAP, PT

ksud Surat

Fajar Rahman
KEPALA DIVISI MANAJEMEN RANTAI PASOK
TANGGAL - 24U (1~

-_—

Febrian Ramadhan

¢ &
Lembar 1~ Supphier. Lembar 7 W.Ln.! Finance. Lembar 4 . Planner. Lembar 5 - Receiving inspection
dntany 1
Fapagaran 154 Bandung 40174, indonesis PO BOX 1562 BD Telp (U22) 833911 Pax (022) 633912 Telex 26293 FTON BD 1A - Printed by ©T Dgantare indonesi Systerm | SAP
'

Picture 3.148 NT Purchase Order
Source: PT Dirgantara Indonesia (2025)
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Transaction Invoice - 1743 | [2025| 0O@ Balnce | "0 | IR

&
‘BasicData | Payment | Detais | Tax | Withholding tax (] |« ![»](@] | Vendor 0000094207 \
.MINYAK MANTAP, PTI =
Invoice date 16.11.2025 Referencllif s&A 012505067 | ]
05.12.2025 —

Posting Date

Amount Bli¢, 664,000 |Gl or | Calculate tax

Tax Amount 0 U0 (VAT Input Exempt.. 'l ‘ﬁ‘} I

Text .TAG. PENGADAAN BHN BKR SOLAR INDSTRI P0-97179T] E

Paymt terms 30 Days net || | ]

Baseline Date 18.11.2025 Bank Key PE—

Company Code 1000 PT. Dirgantara Indonesia Indonesia Bank acct (O »

BANK CENTRAL ASIA (BCA), mummn | o1 |
PO Reference | G/L Account |

[Purchase Order/Scheduling Agreement @ [Goods/service tems -
Layout | All information v
Item  Amount Quantity 0...2 Purchase ... Item PO Text Tax Code| |
il:' 6,664,000 g,000L [ | 9717999 1 Bahan Bakar Produksi BBM Solar Industri U0 (VAT
L
| |
‘ 1
B
4«

@@|@ Item Search Term @ 171 Items

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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Transaction Invoice v '1743 1 2025

=

Detals + Tax + Withholdngtax (|| *  */|2

Baseline 09.12.2025 Payt Terms [203 | [30 'Days | %
Due on 08.01.2026 ' Days :

Basic Data

m Days net

Fixed
Pmt Method 'T| prntBlock  [@llPefauk block  ~
Inv.ref. '
Part. Bank | House Bank =

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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Transaction 'Invoice v [1743 | 2025

. BasicData | Payment /‘Detals | Tax | Withhodingtax | (|  [*I[5]

|

Unpl. Del. Csts (

Currency IR | Exch. Rate m
Doc. Type PW (Non product Invo |~ finv. Party 94207
Assgment o [[scoorooses
Header Text 07002500123456789

Plan. Lvl Planning Day 1

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.

Transaction ' Invoice v 11743 1 202s!

Basic Data | Payment | Detais /(Tax | Withholdingtax | (| * [*|[5]

~ TaxData Rep. Date |18.11.2025
D/C Tax doc.curr... Base amount  Tax codef[]
H 0 6,664,000 UQ (VAT Cokikite tix "

= I Net proposa! ]
N = [ Delete Row
- &% Display curr.

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
Transaction Tnvoice v 1743 " [2025] com Bakance 0 | 10R

=1

[© Simulate Document in IDR (Document currency)

Position A G/L Act/Mat/Ast/Vndr Amount Cu... Purchasing... Item T.. Jurisd. Code Tax Date Bu... Co:‘
1L K 4000100000 MINYAK MANTAP, PT.. 6,664, 000~ IDR uo —
35 6119212000 Fuel for Production 6,664,000 EJR 9717999 1 U0 op1 ¥
45 4720011000 Tax Payable-VAT Exe.. 733,040-1DR U0
= =
55 4720011000 Tax Payable-VAT Exe.. 733,040 IDR voldl
-
N
« <«
Debit 118,397,040 Credit 118,397,040 Bal. 0
Back E Save Parked Document IE Save as Completed IB Post |ﬁ|§ Display Currency @

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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[ Menu Edt Favortes Extras  System  Heb '
gRz___ -|dH @@ BHR DDOD ] ]

&Vurhii Access

HE > @AB2 v a

~ QG Favorkes
+ [ FAGL_FC_VAL - Foreign Currency Valuation (New)
+ [ 03 - Fnancal Accountng -> General Ledger -> Document -> Display
+ [ FBv2 - General Ledger -> Document -> Parked Documents -> Change
+ [# FV60 - Document Entry -> Document Parking -> Park or Edit Invoice
. E FBVO - General Ledger -> Document -> Parked Documents -> Post/Delete
+ [ FB08 - General Ledger -> Document -> Reverse -> Individual Reversal
« [# FB60 - Fnancial Accounting -> Accounts Payable -> Document Entry -> Invoie
+ [# F.80 - General Ledger -> Document -> Reverse -> Mass Reversal
+ [# FBLIN - Accounts Payable -> Account -> Display/Change Line Items
+ [ FBRA - General Ledger -> Document -> Reset Cieared Items
+ [ s_ALR_87013019 - More Reports -> List: Budget/Actual Commitments
+ [8 FBL3N - General Ledger -> Account -> Display/Change Line Items
+ [ FBLSN - Sales and Distribution -> Credit Management -> Ttem -> Display/Change
+ [B MIRO - Purchase Order -> Folow-On Functions -> Logistics Invokce Verfication
+ [ 5_ALR 87012284 - Actual/Actual Comparisons -> Balance Sheet / Profit and Loss Statement
+ [ 5_ALR_87012270 - Profit and Loss Statement Using Cost of Sales Accounting (German Trade Law)
+ [B ME2N - purchasing -> Purchase Order > List Displays -> By PO Number
+ [B ME23N - Materals Management -> Purchasing -> Purchase Order -> Display
~ €3 SAP Menu
» O office
* (3 Cross-Appication Components
* O Logstics
* O Accounting
» (3 Human Resources

HIGHER

» (3 webCient UI Framework

w 4
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

[© Detail Specifications for Corres

Standard Form

Company Code - 'T000!

Document Number  [g§ 2000934

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

[ Menu Edt Favorites Extras System  Hebp '
¢ - cee@ SHR D000 EF @R
BE D> ERZ v a

~ & Favorkes
+ [# FAGL_FC_VAL - Foreign Currency Vakuation (New)
+ [ 803 - Fnancal Accountng -> General Ledger -> Document -> Display
+ [ V2 - General Ledger -> Document -> Parked Documents -> Change
+ [# Fv60 - Document Entry -> Document Parking -> Park or Edit Invoice
® E FBVO - General Ledger -> Document -> Parked Documents -> Post/Delete
+ [# 7808 - General Ledger -> Document -> Reverse -> Indwidual Reversal e
+ [#] FB60 - Fnancal Accounting -> Accounts Payable -> Document Entry -> Invoice i€
+ [# F.80 - General Ledger -> Document -> Reverse -> Mass Reversal HIGHER
+ [ FBLIN - Accounts Payable -> Account -> Display/Change Line Ttems
+ [ FBRA - General Ledger -> Document -> Reset Cleared Items
+ [ s_ALR_87013019 - More Reports -> List: Budget/Actual Commitments
+ [ FBL3N - General Ledger -> Account -> Display/Change Line Items
+ [# FBLSN - Sales and Distribution -> Credit Management -> Item -> Display/Change
+ [ MIRO - Purchase Order -> Follow-On Functions -> Logistics Invoice Verffication
+ [ 5_ALR 87012284 - ActualActual Comparisons -> Bakince Sheet / Profit and Loss Statement
+ [ 5_ALR 87012270 - Profit and Loss Statement Using Cost of Sales Accounting (German Trade Law)
+ [B ME2N - purchasng -> Purchase Order > List Displays -> By PO Number
+ [ ME23N - Materais Management -> Purchasing -> Purchase Order -> Display
~ €3 SAP Menu
» O office

* O3 Cross-Appication Components
» (3 Logstics

» 03 Accountng

» (3 Human Resources

» 3 Information Systems

* O Tooks

» (3 webCient UI Framework

sang 4
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

Maintain Correspondence Requests
RO
 General Selections

Correspondence to | ] z
Company code o [ ] 4
‘Account type o || 4
‘Open item account o | 4
Document number to @I i
Fiscal year to | _i
User o [ ] i
Date of request to [—”] i
Time of request to  |00:00:00] i
Print Date o | | £
Cash journal number o | | r2

Picture 3.157 Filled Maintain Correspondence Request
Source: PT Dirgantara Indonesia (2025)
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Select Correspondence Request and Print Proof of Posting

r

PTDI Production Environme Correspondence Date 09.12.2025
Bandung Maintain Page 1
Corr. CoCd Acct/doc. User Date Time Print date

Sort Corr. CoCd AcTyp Acct Doc.no. Fis.¥r Date Time Print

Correspondence ZSTAN Company code 1000 Standard Form

ZSTAN I000 2000870 2025 150314 09.12.25 09:52:45
ZSTAR I000 20008&sS 2025 150314 09.12.25 09:52:25
ZSTAR 1000 2000932 2025 150314 09.12.25 09:51:11
ZSTAR I000 2000933 2025 150314 09.12.25 09:51:29
ZSTAN I000 2000934 2025 150314 09.12.25 09:52:01

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

[E Menu Edt Favortes Extras System  Heb

gRd__ -|dH c@e@ CHR D000 @R OB
SAP Easy Access

DE > @82 v

~ O Favorkes

+ [# FAGL_FC_VAL - Foreign Currency Vakiation (New)
+ [# #B03 - Fnancial Accounting -> General Ledger -> Document -> Display
+ [ FBV2 - General Ledger -> Document -> Parked Documents -> Change
+ [ Fv60 - Document Entry -> Document Parking -> Park or Edit Invoice
+ [# 7BV0 - General Ledger -> Document -> Parked Documents -> Post/Delete e
+ [ B08 - General Ledger -> Document -> Reverse -> Individual Reversal 7 5
+ [ B60 - Fnancial Accounting -> Accounts Payable -> Document Entry -> Invoice ING TOFL
+ [ F.80 - General Ledger -> Document -> Reverse -> Mass Reversal f HIGHER
+ [ FBLIN - Accounts Payable -> Account -> Display/Change Line Ttems
+ [# FBRA - General Ledger -> Document -> Reset Cleared Ttems
+ [M s_ALR_87013019 - More Reports -> List: Budget/Actual/ Commitments
+ [ FBL3N - General Ledger -> Account -> Display/Change Line Items
+ [ FBLSN - Sales and Distrbution -> Credit Management -> Item -> Display/Change
+ [ MIRO - Purchase Order -> Folow-On Functions -> Logistics Invoice Verfication
+ [ 5_ALR_87012284 - Actua/Actual Comparisons -> Balance Sheet / Profit and Loss Statement
+ [ 5_ALR_87012270 - Profit and Loss Statement Using Cost of Sales Accounting (German Trade Law)
+ [ ME2N - Purchasing -> Purchase Order -> List Displays -> By PO Number
+ [ ME23N - Materals Management -> Purchasing -> Purchase Order -> Display
~ €3 5AP Menu
» O office
* (O3 Cross-Appication Components
* O3 Logstics
» O3 Accounting
* (3 Human Resources

» (3 webCient U1 Framework

sang 4
Picture 3.161 SAP Home Page FBV0O
Source: PT Dirgantara Indonesia (2025)

Enter Company Code, Document Number, and Fiscal Year to Edit Parked Vendor

Invoice

Key for Parking
Company Code
Doc. Number
Fiscal Year

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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Verity 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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Signature Signature

Randy Hamer
12659

Indra Firman
98372

Signature Signature

Sandra Bill Henderson

98202 09273

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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4 i Y
o carte Frmars TR A

a1 (BT

CEATAWIRATY DUY Wt 14573 dersats G678
VRHCTA O/ WOSATA fRiT4 SRR DRI rrATAL FNTA AERATA DR

PN Nk

|
|
|

Duta Plane Go Now "Wf'*mm'

§000000000 |

Utsman Wibowo

s ot SR LRSS

Signature

Firra Stephan |

Picture 3.165 IN Invoice
Source: PT Dirgantara Indonesia (2025)

“ g | 4 »

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

Transactn Invoice v

Basic data /Payment | Detais | Workfow | Tax yw.[| « [*][E] |
BaselineDt Payt Terms 203 | [30 |Days | )
Due on " |pays | |

e Days net

Disc.base | IDR Tobe calcultd  Fixed i}
Pmt Method [T/ pmnt Block  [{@| Pefault block  ~
Inv.ref. ‘
Part. Bank | House Bank ]
«» «»

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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v

| ‘workflow | Tax K w.]) (/][]

G/L 3 Account Payables
Assign. XX-IN-2511-00007
Header Tejgll 03002500123456789 1
Tr.part.BA i1
Ref. Key 1
Ref. Key 2 ‘
Ref. Key 3 [
Plan. Lvl 'XR| Plan. day l19.11.2025
« «»

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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Transactn Invoice v
Basic data | Payment | Detais | Workflow #(Tax | w.|| * [*/IB] |

Tax Data Rep. Date §20.10.2025
__ D/C Tax doc.curr... Base amount  Tax code[T]
s E | 3,500,000 US (VAT Cakulate tax v

| [  Delete Row
M ML i [66 Display curr.

Tax total 0 IDR

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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JI. Ungu, Kota Bandung

Signature

Signature

Bill Henderson Randy Hamer

Picture 3.170 IN Letter of Guarantee
Source: PT Dirgantara Indonesia (2025)
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B S.. GlLacct  Short Text D/C  Amountin doc.cur. V Assignment Vauedate Text L. Co |
o |6292000000 Off.Travelin.. Debit ¥ 3,350,000 | JLG/1854/X%/10/2025 [py. TIKET P52 |10 [
6292000000 Off.Travelin.. Debit ¥ 150,000 | JLG/1854/x/10/2025 Ipy. e aom fi 10

0 I T I W 2

™ | Debit ¥ u _ |10

| il | Debit ¥ 1 10

= Debit v B (2] «

I Debit ¥ 0 0~

«» & <l

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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| 2 Items ( No entry variant selected )

B S... G/Lacct  Short Text D/C Amount in doc.curr. |Profit center Partner pr... 'WBS element E‘l,‘
Jezszoooooo Off.Travelin.. Debit ¥ 3,350,000 1-27-01] ==
| o |6292000000 OFf.Travelin... Debit ¥ 150,000 fvvo0o00000 1/702-01-27-01 ]
.| Debit ¥ 3
[ ] Debit ¥
W) Debit ¥
. |B Debit ¥ -
=L Debit ¥ -

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

(v )i ® (8.
Description WBS Element PON Sales Contract Serial Num

Korea Dispatch 2022 DOC & SDM | 1/702-01-27-01 |702 WAA/KFX/IFX/EMD-2 |

Picture 3.174 PON and Contract Number
Source: PT Dirgantara Indonesia (2025)

2 Items ( No entry variant selected )
E S... G/L acct Short Text }D/C Amount in doc.curr. |Segment | J
o |6292000000 Off.Travelin.. Debit ¥ 3,350,000
o |6292000000 Off.Travelin.. Debit ¥ 150,000
- Debit ¥
al Debit ¥
o] Debit ¥
Debit ¥ a
L] Debit ¥ v

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

216

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



|1u|cm: Cur |Profit Cur|Alc. Acct 'JI Account short text |Assignment |rx|u:m Amount in LC|Crey Amount| Text G/L acct element
1 e P
DUTA PLANE GO NOW | XX-IN-2511-00007 _|US]OSD £811.01- E 3, SQDIDQG- N 4000100000l |
A40] 6292000000 [0F. Traveling - over|LG/1854/XX/10/2025[US) 202.00 [IDR 3,350,000 |BY. 6292000000]1/702-01-27-0:
40[ 6252000000 OZZ Traveling — over|LG/1654/%X/10/2025 Us] 3,01 TToR 150,000 T5Y. €292000000]1/702-01-27-0:
|50[ 4751040000 VAT inpuc Collect ©.52-| TOR 38,500}
40/ 4720010000 | Prepaid VAT imput | |05[UsD 892 |T0R 38,500 4720010000

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

[ Menu Edt Favortes Extras System  Help '
¢Re___ -|dH @@ CHR D000 @R OB

HE D> ER7 v a

~ O Favorkes
+ [# FAGL_FC_VAL - Foreign Currency Valuation (New)
+ [# #B03 - Fnancial Accounting -> General Ledger -> Document -> Display
+ [ FBV2 - General Ledger -> Document -> Parked Documents -> Change
+ [ Fv60 - Document Entry -> Document Parking -> Park or Edit Invoice
+ [ FBV0 - General Ledger -> Document -> Parked Documents -> Post/Delete
« [# FBO8 - General Ledger -> Document -> Reverse -> Individual Reversal
+ [ FB60 - Fnancial Accounting -> Accounts Payable -> Document Entry -> Invoice EWING
+ [ F.80 - General Ledger -> Document -> Reverse -> Mass Reversal HIGHER
+ [ FBLIN - Accounts Payable -> Account -> Display/Change Line Ttems

+ [# FBRA - General Ledger -> Document -> Reset Cleared Ttems
+ [4 s_ALR_87013019 - More Reports -> List: Budget/Actual/Commitments
+ [ FBL3N - General Ledger -> Account -> Display/Change Line Items
FBLSN - Sales and Distribution -> Credit Management -> Item -> Display/Change
MIRO - Purchase Order -> Folow-On Functions -> Logistics Invoice Verfication
[8 s_ALR 87012284 - ActualActual Comparisons -> Balance Sheet / Profit and Loss Statement E
+ [ 5_ALR_87012270 - Profit and Loss Statement Using Cost of Sales Accounting (German Trade Law)
+ [ ME2N - Purchasing -> Purchase Order -> List Displays -> By PO Number
- [E ME23N - Materals Management -> Purchasing -> Purchase Order -> Display
~ €3 SAP Menu
» O office
* (3 Cross-Appication Components
* O3 Logstics
» O3 Accounting
* (3 Human Resources

» (3 webCient U1 Framework

54 .

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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[© Detail Specifications for Correspondence

Standard Form

Company Code | 1000
Document Number
Fiscal Year Bl 2025

Continue || Cancel
S ———————————

Picture 3.178 IN Fille Standard Form Request
Source: PT Dirgantara Indonesia (2025)

Return to Home Page Again and Open Maintain Correspondence Request Function

& Menu Edt Favorites Extas System  Hebp

el -|dH c@e@ CHR D000 @R 08
SAP Easy Access

HE > @B2 v

~ O Favorkes

+ [ FAGL_FC_VAL - Foreign Currency Vakuation (New)

+ [# #B03 - Fnancial Accounting -> General Ledger -> Document -> Display

+ [# FBV2 - General Ledger -> Document -> Parked Documents -> Change

+ [ Fv60 - Document Entry -> Document Parking -> Park or Edit Invoice

+ [ 7Bv0 - General Ledger -> Document -> Parked Documents -> Post/Delete

+ [ FB08 - General Ledger -> Document -> Reverse -> Indvidual Reversal

+ [ 860 - Fnancial Accounting -> Accounts Payable -> Document Entry -> Invoice

+ [ F.80 - General Ledger -> Document -> Reverse -> Mass Reversal

+ [# FBLIN - Accounts Payable -> Account -> Display/Change Line Items

+ [ FBRA - General Ledger -> Document -> Reset Cleared Ttems

+ [M s_ALR_87013019 - More Reports -> List: Budget/Actual/ Commitments

+ [ FBL3N - General Ledger -> Account -> Display/Change Line Items

+ [ FBLSN - Sales and Distrbution -> Credit Management -> Item -> Display/Change

+ [ MIRO - Purchase Order -> Folow-On Functions -> Logistics Invoice Verfication

+ [ s_ALR_87012284 - ActualActual Comparisons -> Bakince Sheet / Profit and Loss Statement i

+ [B 5_ALR_87012270 - Profit and Loss Statement Using Cost of Sales Accounting (German Trade Law)

+ [ ME2N - purchasing -> Purchase Order -> List Displays -> By PO Number

+ [ ME23N - Materals Management -> Purchasing -> Purchase Order -> Display
~ €3 SAP Menu

» O office

HIGHER

* (3 Cross-Appication Components
* O3 Logstics

*» (3 Accounting

* (3 Human Resources

» (3 webCient U1 Framework

W 4
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

Maintain Correspondence Requests
&EAE

| General Selections

Correspondence ZSTAN, to @
Company code 1000 to i
Account type to i
Open item account ) to ] i
Document number to | 1 o

Fiscal year 2025 to | | E
User | o [ ] 4

Date of request u o [ ] z
Time of request 00:00:00 to 00:00:00] =3

Print Date | w || =y
Cash journal number ] to | | [E]

Picture 3.180 Filled Maintain Correspondence Request
Source: PT Dirgantara Indonesia (2025)

Select Correspondence Request and Print Proof of Posting

Maintain Correspondence Requests
EZXxEEEA&S]

PTDI Production Environme Correspondence Date 08.12.2025
Bandung Maintain Page 1
Corr. CoCd Acct/doc. User Date Time Print date

Sort Corr. CoCd AcIyp Acct Doc.no. Fis.¥Yr Date Time Print

Correspondence ZSTAN Company code I000 Standard Form

ZSTAR I00C0 3003211 2025 130007 08.12.25 10:32:51

Picture 3.181 Select Correspondence
Source: PT Dirgantara Indonesia (2025)
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ot o0k So0 7 2028 i i

U5 VAT tl!\blnjt)

Tax code
Protit untnmo Technology & Development
‘g::t...

mnmmno/zoes
+ FEE ADM

ne ems ten automatically creat.
Cradit entry & Atem..
1751040000 fu P-ylhl- vm' xn;m Collected by *eotiectos
UID

004

i e
Tax code usvm‘xngng|t>mm

Ne item auromarically creart
1 m“n 44 Toxeunt Tnput e
. ?us: pu

i s

Bandung, 09th Decembar 2025

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 staft 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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Signature

Signature Signature

Bill Henderson Putri Putriana
12345
12345

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 (FB0S).

Picture 3.184 SAP Home Page FB08
[& Menu Edt Favortes Extras System Heb '

e[ Jiu cee QR B0OD OR OB
SAP Easy Access

DE > @B2 v a

~ &3 Favorkes

FBO3 - Fnancal Accountng -> General Ledger -> Document -> Display
+ [ rBv2 - General Ledger -> Document -> Parked Documents -> Change
+ [ FV60 - Document Entry -> Document Parking -> Park or Ed Invoice
+ [ BV - General Ledger -> Document -> Parked Documents -> Post/Delete
+ [# FB60 - Fnancial Accounting -> Accounts Payable -> Document Entry -> Invoice
« [# FBLIN - Accounts Payable -> Account -> Display/Change Line Ttems o
« [M F.80 - General Ledger -> Document -> Reverse -> Mass Reversal b f o O
+ [ FBRA - General Ledger -> Document -> Reset Cleared Items
+ [ FB08 - General Ledger -> Document -> Reverse -> Individual Reversal
+ [8 FBL3N - General Ledger -> Account -> Display/Change Line Items
+ [ 5_ALR 87013019 - More Reports -> List: Budget/Actual Commiments
+ [# FBLSN - Sales and Distrbution -> Credit Management -> Ttem -> Display/Change
« [ MIRO - Purchase Order -> Follow-On Functions -> Logistics Invoice Verification
+ [ s_ALR 87012284 - Actual/Actual Comparsons -> Baknce Sheet / Profit and Loss Statement
+ [ s_ALR 87012270 - Profit and Loss Statement Using Cost of Sales Accounting (German Trade Law)
+ [ ME2N - Purchasing -> Purchase Order -> List Displays -> By PO Number
« [B ME23N - Materais Management -> Purchasing -> Purchase Order -> Display
+ [ ZAIRCRAFT_TABLE - Transaction ZAIRCRAFT_TABLE
+ [ 0015 - Production Order Information System
_» [# FAGL_FC_VAL - Closing -> Valuate -> Foreign Currency Valuation (New)
~ €3 SAP Menu
» O office
» (3 Cross-Appication Components
» (3 Logstics
* O3 Accounting
» (3 Human Resources
» (3 Information Systems
* O3 Tools
» (3 webCient UI Framework

HIGHER

sid .

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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[= Dpocument Edt Goto System Help

@ v CRAQ LDHE DL BE @
Reverse Document: Header Data
& Display Before Reversal  [fllDocument List  E& Mass Reversal

Document Detzils
Document Number
Company Code

Fiscal Year

Reversal Reason
Posting Date
Posting Period

Tax Reporting Date

Chack management specifications

Void reason code

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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[E Menu Edt Favortes Extras System  Heb '

e[Ee__— i cee cuR B0oD AR OB
SAP Easy Access

HE > EB2 va

~ &3 Favorttes

+ [ FB03 - Francal Accountng -> General Ledger -> Document -> Display

+ [# FBV2 - General Ledger -> Document -> Parked Documents -> Change

+ [ P60 - Document Entry -> Document Parking -> Park or Edt Tnvoice

B E FBVO - General Ledger -> Document -> Parked Documents -> Post/Delete

+ [ FB60 - Fnancial Accounting -> Accounts Payable -> Document Entry -> Invoice

« [8 FBLIN - Accounts Payable -> Account -> Display/Change Line Items

+ [ F.80 - General Ledger -> Document -> Reverse -> Mass Reversal

+ [# FBRA - General Ledger -> Document -> Reset Cleared Items

+ [# FB08 - General Ledger -> Document -> Reverse -> Individual Reversal

« [# FBL3N - General Ledger -> Account -> Display/Change Line Items

«+ [ s_ALR_87013019 - More Reports -> List: Budget/Actual/ Commitments

+ [ FBLSN - Sales and Distrbution -> Credit Management -> Item -> Display/Change

* [ MIRO - Purchase Order -> Folow-On Functions -> Logistics Invoice Verfication

+ [ 5_ALR 87012284 - Actual/Actual Comparsons -> Balance Sheet / Profit and Loss Statement

+ [ 5_ALR 87012270 - Profit and Loss Statement Using Cost of Sales Accounting (German Trade Law)

« [# ME2N - Purchasing -> Purchase Order -> List Displays -> By PO Number

+ [ ME23N - Materals Management -> Purchasing -> Purchase Order -> Display

+ [ ZARCRAFT_TABLE - Transaction ZAIRCRAFT_TABLE

+ [ o015 - Production Order Information System

+ [ FAGL_FC_VAL - Closing -> Valuate -> Foreign Currency Valuation (New)

~ €3 5AP Menu
» O office
* 3 Cross-Appication Components
» (3 Logstics
» (3 Accounting
» (3 Human Resources

» (3 webCent U Framework

sangg 4
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

225

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



Display Document: Initial Screen

[loocument List |4 Frst Item 7 Editing Options

Keys for Entry View
Document Number
Company Code
Fiscal Year

3100039

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

|‘® .| Display Document: Data Entry View
2 8 & B Etaxes FEDisphy Curency DReversal Document =[] General Ledger View

Data Entry View

Document Numher Company Code  |1000 Fscal Year 2025
Document Date  112.09.2025 Posting Date 07.10.2025! Period 10
Reference 020133 Cross-Comp.No.

Currency IDR Ledger Group

&) (&) F)0)5[F.) (& )% (B .0 =) 0s) ([

Ak. Acct] G/L Account| Description [0/C”[Cumr, (= Amount |LOumiE Amount . [PG | Contract number

22 90084 P11 4000100000 PRINTING YAY, PT S IR 1,576200 USD  94.96

1000 2 YY00000000 YYXX0000 S5O 6210049000 678 Prntngand photoco M DR 1,420,000- USD 85.55- 222
1000 3 50 4720010000 E36 Prepaid VAT input DR 156,200- USD 9.41-
DR« 0 USD - 0.00

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
@ . Change Document: Line Item 001

PG 2 E B & 2addtonalpata [l withholding Tax Data

Vendor 809e4 PRINTING YAY, PT G/L Acc 4000100000
Company Code 1000 == ./
PT. Dirgantara Indonesia — Doc. no. 3100039
Line Item 1 / Invoice / 31
Amount 1,576,200 IDR Amountin LC '94.96 uso
Tax code 154
Addttional Data
Disc. base 1,576,200 IDR
Payt Terms 203 Days/percent 30 |0.000 '%/0 0.000 % O
Bline Date 07.10.2025) Foced ’
Pmnt Block R Invoice Ref. / /10
Pmt Method T
Clearing rQ?.lO.ZGZS / 3100039

Assignment X-IN-2500-00122
Text REVERSE KARENA SALAH INTERNAL ORDER (THN ANGGARAN m Long text

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
Document: Data Entry View

L

g & ETaxes &&Display Currency
| Data Entry View
Document Number |3100039 Company Code  |1000] Fiscal Year 202

Document Date  12.08.2025 Posting Date [07.10.2025! Period 10

S Document Type
- Doc.Header Text RIS :
ES] = Tax Report Date f12.09.2025
CoCd It peference 020193 |Document Date  [12.09.2025
LLIE C betmobae (07102028 i
1000 g Curency SRR Tonhglend PASEWS t
Exchange rate /16.59800 Transkatn Date 107.10.2025!

Ref. Transactn  |BKPF | Accounting document
Reference Key 000310003910002025 L0g.System IDSPCLNT100

Entered by 130007

Entry Date l0e.10.2025)| Time of Entry f15:27:10]
TCode FBOB

Changed on 1 Last update ]

Reversal Doc. f  |3002700 | (2025
Reversal Reason 03
Ledger Grp

Ref key(head) 1 Ref key 2

I v

T ——————————————————————————————————————————

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

|’® . Change Document: Data Entry View
5 & 3 Brtaxes &0sphay Currency

Data Entry View

Document Number Company Code 1000 Fescal Year 2025
Document Date 12.09.2025 Posting Date 07.10.2025 Period 10
Reference 020193 Cross-Comp.No.

Currency IDR Ledger Group

&) ([&)F)e) (. (E % (Sl @ =] [1a) @)

CoCd Itm Proft Center Cost Center PK Account Alt. Acct| G/L Account Description D/C Curr. T Amount LCurr £ Amount = PG Contract number
1000 2 YY00000000 YYXX0000_ 40 6210049000 678 Printing and photoco S DR 1,420,000 USD 85.55 7ZZZ

000 3 40 4720010000 E36 Prepaid VAT input DR 156,200 USD 9.41

1000 1 31 90984 P11 4000100000 PRINTING YAY, PT H IDR  1,576,200- USD 94.96-

IDR « 0 USD « 0.00

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
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@ . Change Document: Line Item 001

B L2 EH B & Paddtonalpata Ewithholding Tax Data

Vendor 80984 PRINTING YAY, PT G/L Acc 4000100000
Company Code 11000 e _________________________]
PT. Dirgantara Indonesia —— Doc. no. 3002700
Line Ttem 1 / Invoice / 31
Amount 1,576,200 IDR Amountin LC '94.96 usD
Tax code U1
Addtional Data
Disc. base 1,576,200 DR
Payt Terms 203 Days/percent 30 !0.000 '&#|0 |0.000 /% O
Bline Date 107.10.2025 Fixed i
Pmnt Block R Invoice Ref. / /0
Pmt Method T
Clearing rm.m.zazs / 3100039

Assignment -IN-2509-00122
Text REVERSE KARENA SALAH INTERNAL ORDER (THN ANGGARAN m Long text

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

Document Edt Goto [Extras Settings Enyironment ystem eb
4 fjliBCe@@ DHR BDOE

@1 nge Document: Data Entry View
Taxes  BaDsply Currency

Data Entry View
Document Number 002700 | Company Code  [1000 Fiscal Year 2025,
0’ 0.2025' Period

Document Date  112.09.2025 Postng Date

@

Pur. Doc)

Tax Report Date 12
Refarenc 020193 Doasmant Dats Invoice ref. Bine Date  Unkt
Posting Date

Currency IR /UsD Posting Period
Exchange rate /16.59€00 Translatn Date 07.10.2025'
Ref. Transactn  [BK®F | Accounting document

Reference Key  [000310003910002025 | Log.System [DSECLNT100
Entered by 130007

'Y SN N951800320 DIV XX3000 AGST 2025

NA SALAH INTERNAL ORDER (THN ANGGARAN) 07.10.2025

Entry Date
TCode

Time of Entry 15:27:10

Changed on Last update
Reversal Doc. f 3002700 2025

Reversal Reason 03

Ledger Grp

Refkey(head) 1 Ref.key 2

4

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
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Signature

Bill Henderson

Signature

Bill Henderson

12345

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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[ Menu Edt Favortes Extras  System  Heb '

g -]dH ¢@e@ CHR D000 BN OB
HE > @B v a
~ Q Favorkes

« [# FAGL_FC_VAL - Foreign Currency Valuation (New)
« [ FB03 - Fnancal Accounting -> General Ledger -> Document -> Display
« [# FBV2 - General Ledger -> Document -> Parked Documents -> Change
+ [ Fv60 - Document Entry -> Document Parking -> Park or Edt Invoice
+ [# rBv0 - General Ledger -> Document -> Parked Documents -> Post/Delete
« [# FB0S - General Ledger -> Document -> Reverse -> Individual Reversal
« [# FB60 - Fnancal Accounting -> Accounts Payable -> Document Entry -> Invoice
« [M F.80 - General Ledger -> Document -> Reverse -> Mass Reversal
+ [ FBLIN - Accounts Payable -> Account -> Display/Change Line tems
FBRA - General Ledger -> Document -> Reset Cleared Ttems
« [M s_ALR_87013019 - More Reports -> List: Budget/Actua/ Commitments
« [# FBL3N - General Ledger -> Account -> Display/Change Line Items
« [8 FBLSN - Sales and Distribution -> Credit Management -> Item -> Display/Change
+ [ MIRO - Purchase Order -> Folow-On Functions -> Logistics Invokce Verfication
+ [ 5_ALR 87012284 - Actual/Actual Comparisons -> Bakance Sheet / Profit and Loss Statement.
+ [ S_ALR_87012270 - Profit and Loss Statement Using Cost of Sales Accounting (German Trade Law)
+ [ ME2N - Purchasing -> Purchase Order -> List Displays -> By PO Number
+ [ ME23N - Materils Management -> Purchasing -> Purchase Order -> Display
~ €3 5AP Menu
» O office
* O Cross-Appication Components
* (3 Logstics
* (O3 Accounting
» (3 Human Resources

HIGHER

» (3 webCient UI Framework

sang q
Source: PT Dirgantara Indonesia (2025)

Enter Company Code, Document Number, and Fiscal Year to Display Posted
Accountability Note

Picture 3.196 Input Posting Identification

loocument st & Editing Options

Key for Parking 4
Company Code
Doc. Number
Fiscal Year

$220000667

Source: PT Dirgantara Indonesia (2025)
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Select Vendor Code and Copy

Picture 3.197 Selected Vendor Code

A ! y View
% § & B &&osphay curency ] General Ledger View

ioauamﬁm

Document Number (5220000667 Company Code _[7000] Fsal Year (2025
Document Date 02.12.2025 Posting Date 10.12.2025 Period rﬁ]
Reference |xx-4P-2512-00217! Cross-Comp.No. |
Currency IDR Texts axist 3| Ledger Group ]
(&) [&)[=)08) (L) (2% ) (B R ] i8] (8]
CoCd Itm  Profit Center  Cost Center PK Account  Alt. Acct  G/L Account Description 'D/C” Cum. T Amount LCumEAmount . PG  Contract number
1000 2 YYO00000000 YYXX6000_ 40 6220071000 631 MaintCost-Equp S IDR 2,514,335 USD 150.67 ZzZ
1000 3 YY00000000 YYXX6000_ 40 6220030000 63E MaintCost-Machinerie IDR 3,043,500 USD 18238 7ZzzZ
1000 4 YY00000000 YYXX5000_ 40 6119221000 60E Consumable tools DR 438,615 USD 26.28 7ZZZ
1000 S YY00000000 YYXXS5000 40 6119213000 60C Sup. materal/stuff IDR 3,003,550 USD 179.98 72z
1000 1 39'504380 |E21 4000131000 ANGELICASCHUYLER H IDR  9,000,000- USD 539.31-

IDR « 0 USD « 0.00

Source: PT Dirgantara Indonesia (2025)

3) Display Journal Entries for the Selected Vendor

Picture 3.198 SAP Home Page FBLIN

[ Menu Edt Favortes Bxtras  System  Heb
gl -|dH e@@ QHB DBoD ]
HE > @B2 v a

~ QlFavorkes B S
FBO3 - Fnancial Accounting -> General Ledger -> Document -> Display
« [# FBV2 - General Ledger -> Document -> Parked Documents -> Change
+ [ FV60 - Document Entry -> Document Parking -> Park or Edt Invoice
+ [ FBV0 - General Ledger -> Document -> Parked Documents -> Post/Delete
« [# rB60 - Fnancal Accounting -> Accounts Payable -> Document Entry -> Invoice
« [# FBLIN - Accounts Payable -> Account -> Display/Change Line Items
« [M .80 - General Ledger -> Document -> Reverse -> Mass Reversal
« [# FBRA - General Ledger -> Document -> Reset Cleared Items. ¥ HIGHER
+ [# FB08 - General Ledger -> Document -> Reverse -> Individual Reversal
« [# FBL3N - General Ledger -> Account -> Display/Change Line Items
. _ALR_87013019 - More Reports -> List: Budget/Actual Commitments
+ [ FBLSN - Sales and Distrbution -> Credit Management -> ltem -> Display/Change
+ [ MIRO - Purchase Order -> Folow-On Functions -> Logistics Invoice Verfication
+ [ 5_ALR 87012284 - Actual/Actual Comparsons -> Balance Sheet / Profit and Loss Statement
+ [ 5_ALR_87012270 - Profit and Loss Statement Using Cost of Sales Accounting (German Trade Law)
+ [ ME2N - Purchasing -> Purchase Order -> List Displays -> By PO Number
+ [ ME23N - Materals Management -> Purchasing -> Purchase Order -> Display
+ [ ZARCRAFT_TABLE - Transaction ZAIRCRAFT_TABLE
+ B c00I5 - Production Order Information System
_+ [# FAGL_FC_VAL - Closing -> Valuate -> Foreign Currency Valuation (New)
~ €3 SAP Menu
» O office
* [ cross-Appication Components
» (3 Logstics
» 3 Accounting
» [ Human Resources
» O nformation Systems
» (3 Tooks
» (3 webCient UI Framework

sang q
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

Line Item Display
(% )=( @ Data Sources
Vendor selection

Vendor account to

{e

(5|s

Company code to

Selection using search help
Search heb ID
Search strng
®  Searchhep |

Line item selection
Status
« Open ftems
Open at key date 10.12.

025

”
”»

Cleared tems
Clearing date to ]i|
Open at key date

1Al tems
Posting date to [i|

Type

ortml ttems

ecal G/L transactions

Noted tems
3
v Parked tems 7
Fueramar Fame

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
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[& st Edt Goto Extras Enyronment Settings System  Heb
[ FdH C@@ CHR Do B @@
Vendor Line Item Display
4PN PR RER FAT @BES BE|S T B s
Vendor E04380
Company Code 1000
Nare ANGELICA SCHUYLER
Cicy
St|6G/L | Vendor Name 1 Type|PK|Doc. Date |Pstng Date|Net due Clrng doc.
CI 94070100000 |E04380 ANGELICA SCHUYLER 5200000376 | 52000003762024 XX-PU-2408-00017)ER |39 13.08.202423.08.202423.08.2024 IDR
= 52000003762024 IDR
n @) 4070100000 |E04380 ANGELICA SCHUYLER EP |29(30.01.2025(08.07.2025| 30.01.2025 IR
| @] 4070100000 |E04380 ANGELICA SCHUYLER 5220000344 52000004742025 XX-NP-2508-00180| EF 39| 05.08.2025|15.08.2025] 15.08.2025 IDR
* 52000004742025 IDR
(| @|4070100000(E04380 | ANGELICA SCHUYLER PU-251 5 29|17.10.2025|27.10.2025| 17.10.2025 08
94070100000 (E04320 ANGELICA SCHUYLER 5220000667 | 52000008392025 XX-NP-2512-00217|EF |39 02.12.2025/10.12.2025/10.12.2025 IDR
o 52000008392025 IDR
@ 4070100000|E04380 ANGELICA SCHUYLER 1-00032(EP |29(14.11.2025(17.11.2025|14.11.2025 IDR
=z @[ 4070100000 |E04380 ANGELICA SCHUYLER 5220000624 52000009172025 XX~-NP-2511-00213| EF 39/21.11.2025|28.11.2025] 28.11.2025 IDR
1| 4070100000 |E04380 ANGELICA SCHUYLER 5220000654 | 52000009172025 2-00218|EF |39(03.12,2025(08.12.2025| 08.12.2025 IDR
= $2000009172025 IDR
94070100000 E04380 ANGELICA SCHUYLER 5210001086 | 52000009712025 XX-PU-2511-00034|EP  [2917.11.2025|26.11.2025/17.11.2025 IDR
e 52000009712025 IDR
@[ 4070100000 | 04380 ANGELICA SCHUYLER 20| 24.11.2025|25.11.2025| 24.11.2025 IR
=i 52000009232025 IDR
@[ 4000131000 |E04380 ANGELICA SCHUYLER 5240000012 | 52400000182023 07 ET |31]02.01.2023|11.01.2023]11.01.2023 IDR
I 5l 52400000182023 IDR
| 4000131000|E04380 ANGELICA SCHUYLER 5240002186 | 52400021862022 1148 31(13.09.2022|19.09.2022|19.09.2022 IDR
» $2400021862022 IR
@ 4000131000|E04380 ANGELICA SCHUYLER 5240002285 52400022852022 1201 ET 31/23.09.2022|06.10.2022| 06.10.2022 IDR
il 52400022852022 IDR
@[ 4000131000|E04380 ANGELICA SCHUYLER 5240002426 | 52400024262022 1302 31(20.10.2022|24.10.2022| 24.10.2022 IR
| 52400024262022 IDR
@ 4000131000|E04380 ANGELICA SCHUYLER 5240002580 | 52400025802022 1384 ET |31]10.11.2022|14.11.2022|14.11.2022| IR
“r
List has been sorted E-‘;’
[ |st Edt Goto Extras Engronment Settings System Heb '
[ FdH C@e CHR Do B @@
Vendor Line Item Display
4PN 2R BER FAY BEE BHY T B Hscecons  Domute case
Vendor E04380
Company Code 1000
Nare ANGELICA SCHUYLER
Civy
St|6/L | Vendor Name 1 Type|PK|Doc. Date |Pstng Date|Net due Clrng doc.
[ 52000003762024 IDR
= [ 4070100000 | E04380 ANGELICA SCHUYLER 29| 30.01.2025|08.07.2025( 30.01.2025 IR
@ 4070100000 |E04380 ANGELICA SCHUYLER 5220000344 52000004742025 1280| EF 39| 05.08.2025|15.08.2025)15.08.2025 IDR
L] 52000004742025 JIOR
E04380 ANGELICA SCHUYLER 5210000956 | 52000008392025 IDR
4070100000[E04380 NGELICA SCHUYLER 5220000667 | 5200000392025 IDR
= @[ 4070100000 |E04380 ANGELICA SCHUYLER 5210001042 | 52000009172025 XX-PU-2511-00032|EP |29(14.11.2025|17.11.2025}14.11.2025 IDR
| 4070100000 |E04380 ANGELICA SCHUYLER 5220000624 52000009172025 XX-NP-2511-00213|EF 39/21.11.2025(28.11.2025)28.11.2025 IDR
| 18| 4070100000 |E04380 ANGELICA SCHUYLER 2-00218|EF |39]03.12.2025)|08.12.2025| 08.12.2025| IDR
. 52000009172025 IDR
[ 4070100000 | E04380 ANGELICA SCHUYLER 5210001086 | 52000009712025 XX-PU-2511-00034|EP  [2917.11.2025/26.11.2025(17.11.2025 IDR
1l $2000009712025 IDR
| 4070100000 |E04380 ANGELICA SCHUYLER EP |29(24.11.2025(25.11.2025)24.11.2025 IR
il $2000009832025 IDR
@ 4000131000 |E04380 ANGELICA SCHUYLER 5240000018 52400000182023 07 ET 31/02.01.2023|11.01.2023]11.01.2023 IDR
L. 52400000182023 IDR
@[4000131000(E04380 | ANGELICA SCHUYLER 5240002186 |52400021862022 1148 ET [31]13.09.2022(19.09.2022( 19.09.2022 08
| id 52400021862022 IDR
] | 4000131000|E04380 ANGELICA SCHUYLER 1201 ET |31)23.09.2022(06.10.2022| 06.10.2022 IDR
=i 52400022852022 IDR
[ 4000131000|E04380 ANGELICA SCHUYLER 5240002426 | 52400024262022 1302 ET |31/20.10.2022|24.10.2022|24.10.2022 IDR
754 52400024262022 IDR
@[ 4000131000 |E04380 ANGELICA SCHUYLER 5240002580 5240002502022 1384 ET 31{10.11.2022(14.11.2022]14.11.2022 IDR
o 52400025802022 IR
“r
sApdd

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

:XX-W-ZSOQ-ODOSO EP 17.10.2025
XX-NP-2512-00217|EF

52000008392025

Source: PT Dirgantara Indonesia (2025)

5) Post with Clearing of Employee Advance and Realization

Picture 3.203 SAP Home Page F-51

[& Menu Edt Favorites Extras System Help '
¢[E -|dH c@@ CHR D000 @R @B
HE > @8R v -

~ O Favortes
+ [ 803 - Fnancal Accounting -> General Ledger -> Document -> Display
+ [ FBY2 - General Ledger -> Document -> Parked Documents -> Change
+ [ Fv60 - Document Entry -> Document Parking -> Park or Edi Invoice
« [# FBVO - General Ledger -> Document -> Parked Documents -> Post/Delete
+ [ FB60 - Fnancial Accounting -> Accounts Payable -> Document Entry -> Invoice
« [# FBLIN - Accounts Payable -> Account -> Display/Change Line Items
+ [ F.80 - General Ledger -> Document -> Reverse -> Mass Reversal
+ [# FBRA - General Ledger -> Document -> Reset Cleared Items.
+ [# 808 - General Ledger -> Document -> Reverse -> Individual Reversal
« [# FBL3N - General Ledger -> Account -> Display/Change Line Items
« [M s_ALR_87013019 - More Reports -> List: Budget/Actua Commitments
+ [8 FBLSN - Sales and Distribution -> Credit Management -> Item -> Display/Change
+ [ MIRO - Purchase Order -> Folow-On Functions -> Logistics Invoice Verffication
« [# s_ALR_87012284 - Actual/Actual Comparsons -> Balance Sheet / Profit and Loss Statement.
+ [ S_ALR 87012270 - Profit and Loss Statement Using Cost of Sales Accounting (German Trade Law)
+ B8 ME2N - Purchasing -> Purchase Order -> List Dsplays -> By PO Number
+ [ ME23N - Materils Management -> Purchasing -> Purchase Order -> Display
+ [ ZARCRAFT_TABLE - Transaction ZAIRCRAFT_TABLE
+ [ co0IS - Production Order Information System
__» b FAGL_FC_VAL - Closing -> Valuate -> Foreign Currency Valuation (New)
~ €3 5AP Menu
» O office
» (3 Cross-Appication Components
* (3 Logstics
* O3 Accounting
* (3 Human Resources

» (3 webCent U Framework

w 4
Source: PT Dirgantara Indonesia (2025)

Enter Document Date, Clearing Type Code, Company Code, Posting Date, Period,

and Currency

Picture 3.204 Inputted Document Information

Company Code
Posting Date perod 12|  Curency/Rate
Document Number Transiatn Date
Reference '7 | Cross-CC no. |
Doc.Header Text |
Clearng text

10.12.2025

Source: PT Dirgantara Indonesia (2025)
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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
Process Open Items
| Open Item Selection _ Additional Selections

Company Code
Account

JNone

Amount

Account Type ) Document Number
Special /L nd Standard Ols (_'Posting Date
Pmnt advice no. | ()Dunning Area
_Reference
Other accounts (_)Payment Order
[_IDistrbute by age " Collective nvoice
Automatic search ()Document Type
' Business Area
) Tax code
_)Branch account
Currency
“'Posting Key
(_Document Date
'3) Assignment |
Biling Document

Others

Source: PT Dirgantara Indonesia (2025)

Picture 3.206 Inputted Selection Criteria
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Other selection  Other accour. Process Open ltems]

| Parameters entered
Company Code 1000
Account E04380
Account Type K
Special G/L nd. AZ ¥
| Assignment
From To Scring Initial value

.52000008392025| ]

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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ELR"E‘_”_";L‘& Edt Goto Settings Enyironment System Hep
Other Document Shift+F5 Q gu% DDHoH @

e
Simulate General Ledger Ctri+F12 FM

Post s
o shsrz e & Editing Options @ Cash Disc. Due

“
n'wm { Resltems | WH Tax

| ‘Account £ems E04380 ANGELICA SCHUYLER

.. D..Docum... P..Bu... Assignment Text Da.. IDRGross  CashDscount  CDPer. @l
5210000956 EP 17.10.2.. 29 52000008392025  GENERAL PEMBELIAN T&MATERIAL 0 9,000,000 B
5220000667 EF 02.12.2_ 39 52000008392025  PIK. PEMBELIAN SPAREPART & MATERIAL s4- 9,000,000 =

<«

&8 Gross<... J#h curency] [1_ttems |8 _wems ] [1_osc. |1 Dsc. ]
Source: PT Dirgantara Indonesia (2025)

Picture 3.208 Simulated Settlement Entry

= Document Edt Goto Extrgs Settings Enyironment System Help

¢ -dajpee cHR DOOD ?®

Mlviﬂ;am ea '_ m ) Overview
& 24Dispay curency [l Taxes  )Reset

Document Date  '17.10.2025  Type Company Code iT000!

£z
Posting Date 110.12.2025|  Period 12l cumency IR |/16.68800 |
Document Number | INTERNAL Fiscal Year  [2025| Transatn Date  [10.12.2025!
Reference [ ] Cross-CC no. T' ' ' B
Doc.Header Text | Tradng Part.BA | |
Tax Report Date  (17.10.2025]
Items in document currency
PK Busi Acct IDR Amount Tax amnt
001 292 E04320 ANGELICA SCHUYLER 9,000,000
002 392 E04380 ANGELICA SCHUYLER 9,000,000~ V4
003 40 6680000000 Variance forex rate 0
D 9,000,000 c 3,000,000 0 * 3 Line tems
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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

& Menu Edt Favorites Extras System Heb '
¢gRe_ -|dH c@@ CHR D000 @R @B

SAP Easy Access

LE > @87 v -

~ & Favorkes

N E FAGL_FC_VAL - Foreign Currency Valuation (New)

+ [ FB03 - Fnancial Accounting -> General Ledger -> Document -> Display
+ [# FBV2 - General Ledger -> Document -> Parked Documents -> Change
B E FV60 - Document Entry -> Document Parking -> Park or Edit Invoice

+ [# FBVO - General Ledger -> Document -> Parked Documents -> Post/Delete
« [# FB0S - General Ledger -> Document -> Reverse -> Individual Reversal iy _
+ [# rB60 - Fnancal Accounting -> Accounts Payable -> Document Entry -> Invoice fIN:

HIGHER

+ [ F.80 - General Ledger -> Document -> Reverse -> Mass Reversal
+ [ FBLIN - Accounts Payable -> Account -> Display/Change Line Ttems
+ [# FBRA - General Ledger -> Document -> Reset Cleared Ttems
+ [ s_ALR_87013019 - More Reports -> List: Budget/Actual/Commitments
+ [# FBL3N - General Ledger -> Account -> Display/Change Line Items
+ [ FBLSM - Sales and Ditrbution -> Credit Management -> Ttem -> Display/Change
+ [# MIRO - Purchase Order -> Folow-On Functions -> Logistics Invoice Verfication
+ [ s_ALR_87012284 - ActualActual Comparssons -> Balance Sheet / Profit and Loss Statement
+ [8 5_ALR_87012270 - Profit and Loss Statement Usng Cost of Sales Accounting (German Trade Law)
+ [8 mE2N - Purchasing -> Purchase Order -> List Displays -> By PO Number
+ [8 ME23N - Materais Management -> Purchasing -> Purchase Order -> Display
~ €3 AP Menu
» O office
* O Cross-Appication Components
* O Logstics
» O Accounting
» (3 Human Resources
* O Information Systems
» O3 Tooks
» (3 webCient UI Framework

= q

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

'L Account Line Item Display
El J=( EH Dpata Sources
G/L account sekection
G/L account 5700000004 to s
Company code 1000 to o
Selection using search help
Search help ID

Search string
&  Search help

Line item selection
Status

") Open items
Open at key date 03.08.2025

Cleared items
Cearing date to [=]
Open at key date

..g.-Al tems |
Posting date -jl.cz.zczsl t |ﬂ

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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ngs  System Heb w

E (st Ede m gs  Sys b
(4 CEQ@ CHR D0LO AR @@
G/L Account Line Item Display

Hda4 PN &2 E PFPE FAY Bad B% i i}

5700000004 Cash Bandung IDR
1000

/1 Name 1 R o Key Typ| PK|Doc. Date |Pstng Date|Year/month|Clearing |Clrag doc.|Plan.group

.07.2025/

.08.2025

.07.2025
o

0004
5700000004 3400007762
57 04 3400007762

00000004 3400007762
5700000004 7762
5700000004

76210002025 |SA
6 02!

025
76210002025 |SA

-07.2025
1 02s|

.07.2025)

077621 S
34000077621 SA . 025(01 25 oe
& 007762 3400007762 sA .07.2025| 01.08.2025(2025/08
0 007762 7 SA . 25|21 (1]
$700000004 00007762 76210002025 |[SA .07.2025|01.08.2025)|2025/0¢ =
“r “»

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

Home Insert Draw Pagelayout Formulas Data Review View Help © Comments
X A o N £ Conditional Formatting ~ Hins
sl A A a (General nditional Formatting T Insert
[iZ Format as Table v & Delete Sont& Fnd & | Add-ns
3 Cell Styles ~ fiH] Format ~ &~ Filter~ Selectv

Font Alignment Styles Cells Editing

G/L Account

C £ H | J
Document Number (Assignment Document Date |Posting Date Year/month

71000008285 2000004362025  XX/PU-2505-00009  100000828510002025 26/05/2025 01/08/2025 2025/08
"1000008288 ’52000005722025 XX-PU-2507-00011  100000828810002025 31/07/2025 01/08/2025 2025/08

"1000009441 PINBUK PINBUK 100000944 110002025 01/08/2025 01/08/2025 2025/08

3400007762 340000776210002025 31/07/2025 01/08/2025 2025/08

3400007762 340000776210002025 31/07/2025 01/08/2025 2025/08

5700000004 3400007762 340000776210002025 31/07/2025 01/08/2025 2025/08
;5700000004 3400007762 340000776210002025 31/07/2025 01/08/2025 2025/08
3400007762 340000776210002025 31/07/2025 01/08/2025 2025/08

3400007762 340000776210002025 31/07/2025 01/08/2025 2025/08

3400007762 340000776210002025 31/07/2025 01/08/2025 2025/08

73400007762 340000776210002025 31/07/2025 01/08/2025 2025/08

3400007762 340000776210002025 31/07/2025 01/08/2025 2025/08

3400007762 340000776210002025 31/07/2025 01/08/2025 2025/08

3400007762 340000776210002025 31/07/2025 01/08/2025 2025/08
340000776210002025 31/07/2025 01/08/2025 2025/08

3400007762 340000776210002025 31/07/2025 01/08/2025 2025/08
340000776210002025 31/07/2025 01/08/2025 2025/08

700000004 3400007762 340000776210002025 31/07/2025 01/08/2025 2025/08
700000004 3400007762 340000776210002025 31/07/2025 01/08/2025 2025/08
"3400007762 340000776210002025 31/07/2025 01/08/2025 2025/08

700000004 3400007762 340000776210002025 31/07/2025 01/08/2025 2025/08
700000004 3400007762 340000776210002025 31/07/2025 01/08/2025 2025/08
"3400007762 340000776210002025 31/07/2025 01/08/2025 2025/08

700000004 3400007762 340000776210002025 31/07/2025 01/08/2025 2025/08
700000004 3400007762 340000776210002025 31/07/2025 01/08/2025 2025/08
700000004 340000776 340000776210002025 31/07/2025 01/08/2025 2025/08
01/08>008 2005/08

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

SAP
Pg*:":“ Cumency | SadoAwal | Cashin | CashOut | Sakdo Akhir
01/08/2025 IDR 3000 000 000 6 000 000 57000008 3000 300000
06082025 3.000.300.000 1200.000] 2999.100.000
0770872025 2999 100.000 : 13000] 2999.087 000
1210812025 2009 087000] 900000 |2 900 987 000
1510872025 20000870000 900.000 “| 3.000.887 000
221082025 3.000.887.000] 455000000 225000000] 3230887000
26/08/2025 3230887 000 | 1300000000 280000000 3 100 887 000

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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A £ C
il Hari Jumat|Tanggal 01 Agustus 2025|

PRl Lokasi Kas Corporate

Kas Agupe
| Val [Saldo 31 Juli 2025] F SaldoHariini |  KasBon | Tunai | selisih | Total
3l or 3.000.000.001,00 | _6.000.000,00 5.700.000,00 | 3.000.300.001,00 | 2.985.000.000,00 |  15.300.001,00 | 569 | 15.300.006,69
Wl Uso -
il EURO
El sco

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

KAS HARIAN (2025)

Tanggal | Cumency Saldo Awal Cash In Cash Out Saldo Akhir
01/08/2025 I Il ~.I 5 000 000 001 6 000 000 5 700 000 1 000 300 001
06/08/2025 | 3 000 300 001 1.200.000 § 2999 100 001
07/08/2025 2.9%9.100.001 10.000 § 2.999.090.001
12/08/2025 2 999 090,001 200 000 -1 2999 990 001
15/08/2025 | 2 999 990.001 800 000 3.000.890.001 |
22/08i2025 3.000.890.001 § 455.000.000 § 225.000.000 § 3.230.890.001
2610812025 | | 3230.890.001 § 1300000004 260.000000§ 3.100.890.001 |

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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SAP KAS HARIAN (2025) SELISIH

X g . : { — s
Currency Saldo Awal Cash In Cash Out Saldo Akhir Tanggal | Cumency Saldo Awal Cash In Cash Out Saldo Akhir SALOO AN, " L SHDoMdR
¥ 96¢ ¥

01 ] 3000 000 001 5000 000 |

5 700 000
1200 000
13.000

| 2999980 001 | "3.000.8%0 001 |
225 000 000 2 3000890.001 225,000,000 | 3230 890 001
260,000,000 | 3100867.000] [26/06/2025 3230890.001 | 130.000.000 | 260.000.000 | _3.100.890.001

11 3.230 887 UL\'?‘A‘ 3

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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30-Sep-25 31-Des-24
Tidak Diaudit Diaudit

ASET LANCAR

Kas dan Setara Kas 4.450.500 11.195.982
Piutang Usaha 24.200.000 17.307.836
Aset Kontrak 200.123456 243.941.555
Piutang Lain-lain - Bersih 840.005 494.150
Persediaan - Bersih 250.000.000 263.000.144
Beban Dibayar Dimuka dan Uang Muka 26.739.362 22,674,891
Pajak Dibayar di Muka X 4.836.100 4.865.452
Aset Lancar Lainnya 63.829.733 67.631.485
Jumlah Aset Lancar 575.019.156 631.111.495

ASET TIDAK LANCAR

Aset Pajak Tangguhan 9922612 9.753.797
Investasi pada Enfitas Asosiasi 2793673 2554671
Aset Tetap < 200.937.289 202.656.410
3 |Aset Tak Berwujud 4570023 4408201
Aset Tidak Lancar Lainnya 51.183.321 45.031.384
Jumlah Aset Tidak Lancar 269.406.918 264.404.463
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Source: PT Dirgantara Indonesia (2025)

Picture 3.220 Pasted Financial Report in Template
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31-Des-24
Catatan Tidak Diaudit Diaudit

ASET
ASET LANCAR
Kas dan Selara Kas 4450500 11195982
Piutang Usaha 24.200.000 17.307.83
200123 456

840005

2500 0

Dibayar Dimuka dan Uang Muka

Pagak Dibayar di Muka
Aset Lancar Lainnya

dummiah Asst Lancer 575.018.156 631.111.495

ASET TIDAK LANCAR
t Pajak Tangguhan 0022 812 a 763 797

English (Unit e sibility: ) Focus B

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

PT DIRGANTARA INDONESIA DAN ENTITAS ANAK
LAPORAN POSISI| KEUANGAN KONSOLIDASIAN
Per 30 September 2025 (Tidak Diaudit) dan 31 Desember 2024 (Diaudit)
(dinyatakan dalam Dollar Amerika Serikat, kecuali dinyatakan lain)

30-Sep-25 31-Des-24
Catatan Tidak Diaudit Diaudit

ASET
ASET LANCAR
Kas dan Setara Kas 4 4450.500 11.195.982
Piutang Usaha 5 24.200.000 17.307.836
Aset Kontrak 6 200.123.456 243.941.555
Piutang Lain-lain - Bersih 7 840.005 494150
Persediaan - Bersih 8 250.000.000 263.000.144
Beban Dibayar Dimuka dan Uang Muka 9 26.739.362 22674891
Pajak Dibayar di Muka 10.a 4.836.100 4.865.452
Aset Lancar Lainnya a4 63.829.733 67.631.485
Jumlah Aset Lancar 575.019.156 631.111.495
ASET TIDAK LANCAR
Aset Pajak Tangguhan 10.e 9.922612 9.753.797
Investasi pada Entitas Asosiasi 12 2793673 2554671
Aset Tetap 3;13 200.937.289 202.656.410
Aset Tak Berwujud 14 4.570.023 4.408.201
Aset Tidak Lancar Lainnya 15 51.183.321 45.031.384
Jumlah Aset Tidak Lancar 269.406.918 264.404.463
JUMLAH ASET 844.426.074 895.515.958
LIABILITAS DAN EKUITAS
LIABILITAS JANGKA PENDEK
Utang Bank Jangka Pendek 16 4.027 653 15.897.164
Utang Usaha 17 16.029.833 19.184.313
Liabilitas Kontrak 18 38.902.916 59.909.196
Utang Biaya 19 175.996 456 195.344 456
Utang Pajak 10b 25.157.982 24.604.763
Utang Jangka Panjang - Bagian yang Jatuh

Tempo dalam Waktu Satu Tahun

Utang Bank Jangka Panjang 21 1.500.261 1.125.196

Utang Jangka Panjang Lainnya 2 37.209.872 37.373.336
Liabilitas Jangka Pendek Lainnya 20 25.872.024 37.056.013
Jumlah Liabilitas Jangka Pendek 324.696.997 390.494.438
LIABILITAS JANGKA PANJANG
Utang Bank Jangka Panjang - Setelah Dikurangi Bagian

yang Jatuh Tempo dalam Waktu Satu Tahun 21 173.800.554 171.218.494
Utang Imbalan Kerja 23 13.619.745 14.936.991
Liabilitas Jangka Panjang Lainnya 24 45.387.616 45.013.264
Jumlah Liabilitas Jangka Panjang 232.807.915 231.168.750
JUMLAH LIABILITAS 557.504.912 621.663.188

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.
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