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ABSTRAK 

Perkembangan teknologi menuntut instansi pendidikan untuk meningkatkan 

efisiensi pengelolaan administrasi, termasuk sistem kearsipan. MI Adabiyah II 

Palembang masih menggunakan sistem arsip manual yang menimbulkan berbagai 

kendala, seperti kesulitan pencarian surat, risiko kehilangan dokumen, dan tidak 

adanya klasifikasi yang terstruktur. Penelitian ini bertujuan merancang sistem 

pengelolaan arsip elektronik berbasis Microsoft Access sebagai solusi alternatif. 

Penelitian ini menggunakan metode kualitatif dan pendekatan Research and 

Development (R&D) dengan model pengembangan ADDIE (Analysis, Design, 

Development, Implementation, Evaluation). Hasilnya, dirancang sebuah aplikasi 

yang mampu mencatat, menyimpan, mencari, dan menampilkan laporan surat 

masuk dan keluar secara efisien. Uji coba aplikasi menunjukkan kemudahan 

penggunaan serta mempercepat proses pencatatan dan pencarian arsip. Disarankan 

agar instansi melakukan pemeliharaan sistem secara berkala dan memberikan 

pelatihan kepada petugas tata usaha agar sistem dapat digunakan secara optimal 

dalam mendukung kegiatan administrasi. 

Kata Kunci: Perancangan, Microsoft Access, ADDIE, Surat Masuk, Surat Keluar 
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ABSTRAK 

 

 

Technological developments require educational institutions to improve the 

efficiency of administrative management, including archiving systems. MI 

Adabiyah II Palembang still uses a manual archiving system, which presents 

various challenges, such as difficulty searching for letters, the risk of document 

loss, and the lack of structured classification. This study aims to design a Microsoft 

Access-based electronic archive management system as an alternative solution. 

This study employed qualitative methods and a Research and Development (R&D) 

approach with the ADDIE (Analysis, Design, Development, Implementation, 

Evaluation) development model. The resulting application is designed to efficiently 

record, store, search, and display reports on incoming and outgoing mail. Trials of 

the application demonstrated its ease of use and accelerated the process of recording 

and searching for archives. It is recommended that the institution conduct regular 

system maintenance and provide training to administrative staff so that the system 

can be used optimally to support administrative activities. 

 

Keywords: Design, Microsoft Access, ADDIE, Incoming, Outgoing Mail 
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