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ABSTRAK

Penelitian ini bertujuan untuk merancang dan mengembangkan sistem kearsipan
elektronik berbasis Microsoft Access untuk bagian Sumber Daya Manusia (SDM)
di PT Suryabumi Agrolanggeng. Sistem ini diharapkan dapat mengatasi
permasalahan pengelolaan dokumen yang masih manual dan tidak terorganisir
dengan baik. Metodologi penelitian yang digunakan adalah Desain Thinking, yang
melibatkan tahapan empati, definisi, ide, prototyping, dan pengujian. Pada tahap
empati, dilakukan observasi dan wawancara dengan staf SDM untuk memahami
kebutuhan dan tantangan dalam pengelolaan dokumen. Selanjutnya, dilakukan
pendefinisian masalah utama dan perumusan tujuan yang ingin dicapai. Pada tahap
ide, berbagai solusi alternatif diajukan, seperti penggunaan sistem berbasis web
atau aplikasi desktop. Setelah dipertimbangkan, Microsoft Access dipilih karena
kemudahan penggunaan dan kompatibilitas dengan perangkat lunak lain yang
sudah ada di perusahaan. Prototipe awal sistem kearsipan elektronik dibangun
menggunakan Microsoft Access dan diuji coba oleh staf SDM untuk mendapatkan
umpan balik. Setelah melalui beberapa siklus iterasi, sistem kearsipan elektronik
final dikembangkan dan diimplementasikan. Sistem ini memungkinkan pencarian
dokumen dengan cepat, penyimpanan data yang aman, dan peningkatan
produktivitas staf SDM dalam mengelola dokumen-dokumen penting seperti data
karyawan, kontrak kerja, dan laporan kinerja. Hasil penelitian menunjukkan bahwa
implementasi sistem kearsipan elektronik berbasis Microsoft Access berhasil
meningkatkan efisiensi dan efektivitas pengelolaan dokumen di bagian SDM PT
Suryabumi Agrolanggeng. Sistem ini mempermudah proses pencarian,
penyimpanan, dan pengorganisasian dokumen, serta mengurangi resiko kehilangan
atau kerusakan dokumen penting. Selain itu, sistem ini juga meningkatkan
kolaborasi antar staf SDM dan memudahkan proses pelaporan. Penelitian ini
memberikan kontribusi dalam pengembangan sistem kearsipan elektronik yang
dapat diadaptasi oleh perusahaan lain dengan kebutuhan serupa. Untuk penelitian
selanjutnya, disarankan untuk mengeksplorasi integrasi sistem kearsipan elektronik
dengan sistem informasi SDM lainnya dan pengembangan fitur-fitur tambahan
seperti manajemen workflow dan analisis data SDM.

Kata Kunci: Sistem Kearsipan Elektronik, Microsoft Access, Sumber Daya
Manusia, Desain Thinking, Efisiensi Pengelolaan Dokumen
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ABSTRACT

This research aims to design and develop a Microsoft Access-based electronic filing
system for the Human Resources (HR) department at PT Suryabumi Agrolanggeng.
The system is expected to address the issues of manual and poorly organized
document management. The research methodology employed is Design Thinking,
which involves the stages of empathy, definition, ideation, prototyping, and testing.
In the empathy stage, observations and interviews were conducted with HR staff to
understand the needs and challenges in document management. Subsequently, the
main problems were defined, and objectives were formulated. During the ideation
stage, various alternative solutions were proposed, such as the use of web-based
systems or desktop applications. After consideration, Microsoft Access was chosen
due to its ease of use and compatibility with existing software in the company. An
initial prototype of the electronic filing system was built using Microsoft Access
and tested by HR staff to gather feedback. After several iteration cycles, the final
electronic filing system was developed and implemented. This system enables
quick document searches, secure data storage, and increased productivity of HR
staff in managing important documents such as employee data, employment
contracts, and performance reports. The research results show that the
implementation of the Microsoft Access-based electronic filing system successfully
improved the efficiency and effectiveness of document management in the HR
department of PT Suryabumi Agrolanggeng. This system simplifies the process of
searching, storing, and organizing documents, as well as reduces the risk of losing
or damaging important documents. Additionally, the system enhances collaboration
among HR staff and facilitates the reporting process. This research contributes to
the development of an electronic filing system that can be adapted by other
companies with similar needs. For future research, it is recommended to explore
the integration of the electronic filing system with other HR information systems
and the development of additional features such as workflow management and HR
data analysis.

Keywords: Electronic Filing System, Microsoft Access, Human Resources,
Design Thinking, Document Management Efficiency
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