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ABSTRAK 

 

 

Laporan akhir ini berjudul "Perancangan Sistem Kearsipan Elektronik Surat Masuk 

dan Surat Keluar Berbasis Microsoft Access pada Kantor Lurah 24 Ilir Palembang" 

yang bertujuan untuk merancang sebuah sistem arsip elektronik guna mendukung 

proses pengelolaan surat masuk dan surat keluar secara efisien dan terstruktur 

Berdasarkan hasil observasi dan wawancara dengan pihak terkait, diketahui bahwa 

proses pengarsipan di Kantor Lurah 24 Ilir masih dilakukan secara manual 

menggunakan buku agenda, yang sering menimbulkan kendala seperti risiko 

kerusakan fisik, kesalahan input data, serta lamanya waktu pencarian dokumen 

arsip. Permasalahan ini menghambat efisiensi kerja dan akurasi data kearsipan. 

Untuk menjawab tantangan tersebut, dirancanglah sistem kearsipan elektronik 

berbasis Microsoft Access melalui pendekatan model pengembangan ADDIE. 

Sistem ini mencakup fitur pencatatan surat masuk dan keluar, pencarian data, serta 

pembuatan laporan secara otomatis. Hasil implementasi menunjukkan bahwa 

sistem mampu mempercepat proses pencarian dokumen, mengurangi potensi 

kesalahan pencatatan, dan meningkatkan keandalan dalam pengelolaan arsip surat. 

Dengan demikian, sistem ini diharapkan dapat menjadi solusi efektif dan praktis 

bagi peningkatan kualitas layanan administrasi di lingkungan kantor kelurahan. 

 

Kata Kunci: Sistem Kearsipan Elektronik, Surat Masuk dan Keluar, Microsoft 

Access, Model ADDIE. 
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ABSTRACT 

 

This final report was entitled "Design of an Electronic Archiving System for 

Incoming and Outgoing Letters Based on Microsoft Access at the 24 Ilir Sub-district 

Office Palembang", which aimed to design an electronic archiving system to 

support the management process of incoming and outgoing letters in a more 

efficient and structured manner. Based on observations and interviews with relevant 

personnel, it was found that the archiving process at the 24 Ilir Sub-district Office 

was still conducted manually using a logbook. This manual system often caused 

issues such as physical damage to the book, data input errors, and long retrieval 

times for archived documents. These problems hindered work efficiency and the 

accuracy of archival data. To address these challenges, an electronic archiving 

system was designed using Microsoft Access and developed through the ADDIE 

model approach. The system included features for recording incoming and outgoing 

letters, data searching, and automatic report generation. The implementation 

results showed that the system was able to speed up document retrieval, reduce the 

potential for data entry errors, and improve the reliability of letter archiving. Thus, 

the system was expected to provide an effective and practical solution for enhancing 

the quality of administrative services in the sub-district office environment. 

 

Keywords: Electronic Archiving System, Incoming and Outgoing Letters, Microsoft 

Access, ADDIE Model. 
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