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ABSTRAK 

 

Penelitian ini bertujuan untuk merancang dan mengembangkan sistem kearsipan 

elektronik surat masuk dan surat keluar berbasis Microsoft Access pada SMP Negeri 

19 Palembang, sebagai solusi atas pengelolaan arsip yang masih dilakukan secara 

manual. Permasalahan yang ditemukan adalah proses pencatatan, penyimpanan, 

dan pencarian arsip membutuhkan waktu cukup lama serta berisiko menimbulkan 

kehilangan atau kerusakan dokumen. Metode yang digunakan dalam penelitian ini 

adalah Research and Development (R&D) dengan pendekatan ADDIE yang 

meliputi Analysis, Design, Development, Implementation, dan Evaluation. Data 

diperoleh melalui observasi, wawancara, dokumentasi, serta studi pustaka. Hasil 

penelitian menunjukkan bahwa sistem yang dikembangkan mampu mempermudah 

proses input, penyimpanan, pencarian, dan pelaporan arsip secara lebih cepat, 

terstruktur, dan aman. Berdasarkan pengujian Black Box Testing, seluruh fitur 

sistem berjalan dengan baik dan mampu mempercepat pencarian arsip dari sekitar 

5-10 menit menjadi kurang dari 1 menit. Dengan demikian, sistem kearsipan 

elektronik ini dinilai efektif untuk meningkatkan efisiensi dan efektivitas kerja staf 

tata usaha dalam pengelolaan arsip surat. 

 

Kata kunci: Kearsipan; Elektronik; Aplikasi; Sistem; Surat 
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ABSTRACT 

 

This study aims to design and develop an electronic filing system for incoming and 

outgoing letters based on Microsoft Access 2021 at SMP Negeri 19 Palembang as 

a solution to manual archive management. The problem identified was that 

recording, storing, and searching archives took a considerable amount of time and 

carried the risk of document loss or damage. The research method used was 

Research and Development (R&D) with the ADDIE approach, consisting of 

Analysis, Design, Development, Implementation, and Evaluation. Data were 

collected through observation, interviews, documentation, and literature study. The 

results showed that the developed system made it easier to input, store, search, and 

report archives in a faster, more structured, and safer way. Based on Black Box 

Testing, all system features worked properly and were able to reduce archive 

search time from about 5-10 minutes to less than 1 minute. Therefore, the electronic 

filing system is considered effective in improving the efficiency and effectiveness of 

administrative staff in managing letter archives. 

 

Keywords: Archiving; Electronic; Application; System; Letter 
 

  



 

xi 
 

DAFTAR ISI 

        Halaman 

 

HALAMAN JUDUL .............................................................................................. i 

HALAMAN PENGESAHAN ............................................................................... ii 

SURAT PERNYATAAN ..................................................................................... iii 

LEMBAR PENGESAHAN ................................................................................. iv 

MOTTO DAN PERSEMBAHAN ........................................................................ v 

KATA PENGANTAR .......................................................................................... vi 

UCAPAN TERIMA KASIH .............................................................................. vii 

ABSTRAK ............................................................................................................ ix 

ABSTRACT ........................................................................................................... x 

DAFTAR ISI ......................................................................................................... xi 

DAFTAR TABEL .............................................................................................. xiv 

DAFTAR GAMBAR ........................................................................................... xv 

DAFTAR LAMPIRAN ..................................................................................... xvii 

 

BAB    I   PENDAHULUAN 

1.1  Latar Belakang ................................................................................. 1 

1.2  Rumusan Masalah ........................................................................... 9 

1.3  Ruang Lingkup Laporan Akhir........................................................ 9 

1.4  Tujuan dan Manfaat Laporan Akhir ................................................ 9 

1.4.1 Tujuan Laporan Akhir ............................................................ 9 

1.4.2 Manfaat Laporan Akhir .......................................................... 9 
 

BAB   II  TINJAUAN PUSTAKA 

2.1  Perancangan ................................................................................... 11 

2.1.1 Pengertian Perancangan ........................................................ 11 

2.1.2 Pengertian Aplikasi .............................................................. 11 

2.2  Pengertian Arsip dan Kearsipan .................................................... 12 

2.3  Fungsi, Peranan dan Tujuan Kearsipan ......................................... 12 

2.3.1 Fungsi Kearsipan .................................................................. 12 

2.3.2 Peranan Arsip ....................................................................... 13 

2.3.3 Tujuan Kearsipan.................................................................. 13 

2.4  Asas Dalam Kearsipan................................................................... 14 

2.5  Sistem Penyimpanan Arsip ............................................................ 15 

2.6  Peralatan dan Perlengkapan Kearsipan.......................................... 16 

2.7  Prosedur Penanganan Surat Masuk dan Surat Keluar ................... 17 



 

xii 
 

2.7.1 Prosedur Penanganan Surat Masuk ...................................... 17 

2.7.2 Prosedur Penanganan Surat Keluar ...................................... 18 

2.8  Konsep Kearsipan Elektronik ........................................................ 19 

2.8.1 Pengertian Kearsipan Elektronik .......................................... 19 

2.8.2 Manfaat Kearsipan Elektronik .............................................. 20 

2.8.3 Jenis-Jenis Kearsipan Elektronik .......................................... 20 

2.8.4 Kelebihan Kearsipan Elektronik ........................................... 21 

2.8.5 Kekurangan Kearsipan Elektronik ....................................... 22 

2.9  Microsoft Access 2021 ................................................................... 23 

2.9.1 Definisi Microsoft Access 2021 ............................................ 23 

2.9.2 Pengertian Database ............................................................. 23 

2.9.3 Komponen-Komponen Microsoft Access 2021 .................... 24 

2.9.4 Tipe Data Microsoft Access 2021 ......................................... 25 

2.9.5 Kelebihan Microsoft Access 2021 ......................................... 25 

2.9.6 Kekurangan Microsoft Access 2021 ..................................... 26 
 

BAB III  METODE LAPORAN AKHIR 

3.1  Profil Perusahaan ........................................................................... 28 

3.1.1 Visi, Misi dan Tujuan Perusahaan ........................................ 30 

3.1.2 Struktur Organisasi dan Pembagian Tugas........................... 31 

3.1.3 Aktivitas Objek Perusahaan/Lembaga ................................. 38 

3.2  Metode Laporan Akhir .................................................................. 39 

3.2.1 Pendekatan Laporan Akhir ................................................... 39 

3.2.2 Jenis dan Sumber Data ......................................................... 41 

3.2.3 Teknik Pengumpulan Data ................................................... 45 

3.2.4 Pengolahan Data ................................................................... 47 
 

BAB  IV  HASIL DAN PEMBAHASAN 

4.1  Hasil ............................................................................................... 53 

4.1.1 Tahap Analysis (Analisis) ..................................................... 53 

4.1.2 Tahap Design (Desain) ......................................................... 57 

4.1.3 Tahap Development (Pengembangan) .................................. 62 

4.1.4 Tampilan Sistem Kearsipan .................................................. 75 

4.1.5 Tahap Implementation (Implementasi)................................. 78 

4.1.6 Tahap Uji Coba Sistem Kearsipan Elektronik...................... 80 

4.1.7 Hasil Perbandingan Waktu Penemuan Kembali Arsip ......... 82 

4.1.8 Tahap Evaluation (Evaluasi) ................................................ 83 

4.2  Pembahasan ................................................................................... 87 

4.2.1 Kelebihan dan Kekurangan Sistem ...................................... 88 
 

BAB  V   KESIMPULAN 

5.1 Kesimpulan ..................................................................................... 92 

5.2 Saran ............................................................................................... 93 
 



 

xiii 
 

DAFTAR PUSTAKA .......................................................................................... 94 

LAMPIRAN-LAMPIRAN 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

xiv 
 

DAFTAR TABEL 

 

        Halaman 

 

Tabel 1.1 Jumlah Surat Masuk dan Surat Keluar .................................................... 7 

 

Tabel 3.1 Simbol Flowchart ................................................................................. 49 

 

Tabel 4.1 Hasil Wawancara Analisis Kebutuhan .................................................. 54 

 

Tabel 4.2 Database Surat Masuk .......................................................................... 58 

 

Tabel 4.3 Database Surat Keluar .......................................................................... 59 

  

Tabel 4.4 User atau Pengguna .............................................................................. 59 

 

Tabel 4.5 Implementasi Aplikasi .......................................................................... 79 

 

Tabel 4.6 Hasil Pengujian Sistem Menggunakan blackbox .................................. 81 

 

Tabel 4.7 Hasil Perbandingan Pencarian Arsip..................................................... 82 

 

Tabel 4.8 Hasil Wawancara Analisis Pieces ......................................................... 83 
 
Tabel 4.9 Hasil Perbandingan Sistem Manual dan Elektronik ............................. 86 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

xv 
 

DAFTAR GAMBAR 

 

        Halaman 

 

Gambar 1.1 Prosedur Penanganan Surat Masuk ..................................................... 3 

 

Gambar 1.2 Prosedur Penanganan Surat Keluar ..................................................... 4 

 

Gambar 1.3 Buku Agenda ....................................................................................... 5 

 

Gambar 1.4 Lemari Arsip ....................................................................................... 6 

 

Gambar 2.1 Prosedur Surat Masuk ....................................................................... 18 
 

Gambar 2.2 Prosedur Surat Keluar ....................................................................... 19 
 

Gambar 3.1 Struktur Organisasi SMP Negeri 19 Palembang ............................... 32 

 

Gambar 3.2 Flowchart Perancangan Aplikasi Kearsipan ..................................... 50 

 

Gambar 4.1 Menu Login ....................................................................................... 60 

 

Gambar 4.2 Menu Utama ...................................................................................... 60 

 

Gambar 4.3 Form Surat Masuk ............................................................................. 61 
 

Gambar 4.4 Form Surat Keluar ............................................................................. 61 

 

Gambar 4.5 Blank Desktop Database ................................................................... 62 

 

Gambar 4.6 File Database .................................................................................... 63 

 

Gambar 4.7 Tampilan Datasheet View ................................................................. 63 

 

Gambar 4.8 Tampilan Design View Tabel Surat Masuk ....................................... 64 

 

Gambar 4.9 Tampilan Tabel Surat Masuk ............................................................ 64 

 

Gambar 4.10 Tampilan Design View Surat Keluar ............................................... 65 

 

Gambar 4.11 Tampilan Tabel Surat Keluar .......................................................... 65 

 

Gambar 4.12 Tampilan Awal Tabel Surat Masuk ................................................ 66 

 

Gambar 4.13 Tampilan Design View Surat Masuk ............................................... 66 



 

xvi 
 

 

Gambar 4.14 Query Pencarian .............................................................................. 67 

 

Gambar 4.15 Tampilan Design View Surat Keluar ............................................... 68 

 

Gambar 4.16 Tampilan Design View Tabel User ................................................. 68 

 

Gambar 4.17 Tampilan Datasheet View Tabel User ............................................ 69 

 

Gambar 4.18 Tampilan Design View Tabel User ................................................. 69 

 

Gambar 4.19 Koding Button Login ....................................................................... 70 

 

Gambar 4.20 Tampilan View Form Login ............................................................ 71 

 

Gambar 4.21 Tampilan Menu Utama.................................................................... 72 

 

Gambar 4.22 Property sheet Event On Timer pada Form Utama ......................... 73 

 

Gambar 4.23 Build Event Running Text ................................................................ 73 

 

Gambar 4.24 Design View Report ......................................................................... 74 

 

Gambar 4.25 Tampilan Report Surat Masuk ........................................................ 74 

 

Gambar 4.26 Tampilan Report Surat Keluar ........................................................ 75 

 

Gambar 4.27 Tampilan Login ............................................................................... 75 

 

Gambar 4.28 Tampilan Form Utama .................................................................... 76 

 

Gambar 4.29 Tampilan Form Surat Masuk .......................................................... 76 

 

Gambar 4.30 Tampilan Form Surat Keluar .......................................................... 77 

 

Gambar 4.31 Tampilan Report Surat Masuk ........................................................ 77 

 

Gambar 4.32 Tampilan Report Surat Keluar ........................................................ 78 

 

Gambar 4.33 Uji Coba Sistem Rancangan ............................................................ 82 
 

 

 

 



 

xvii 
 

DAFTAR LAMPIRAN 

 

1. Lampiran 1 Surat Permohonan Pengantar Pengambilan Data 

2. Lampiran 2 Surat Permohonan Pengambilan Data 

3. Lampiran 3 Surat Balasan Perusahaan 

4. Lampiran 4 Kesepakatan Bimbingan Laporan Akhir Pembimbing I 

5. Lampiran 5 Kesepakatan Bimbingan Laporan Akhir Pembimbing II 

6. Lampiran 6 Lembar Bimbingan Laporan Akhir Pembimbing I 

7. Lampiran 7 Lembar Bimbingan Laporan Akhir Pembimbing II 

8. Lampiran 8 Surat Selesai Penelitian 

9. Lampiran 9 Lembar Kunjungan Mahasiswa  

10. Lampiran 10 Surat Pernyataan Penggunaan Perancangan 

11. Lampiran 11 Berita Acara Serah Terima Hasil Perancangan 

12. Lampiran 12 Perjanjian Perancangan  

13. Lampiran 13 Rekomendasi Ujian Laporan Akhir 

14. Lampiran 14 Rekomendasi Ujian Laporan Akhir (SISAK) 

15. Lampiran 15 Lembar Revisi Laporan Akhir 

16. Lampiran 16 Lembar Pelaksanaan Revisi Laporan Akhir 

17. Lampiran 17 Sertifikat HKI 

18. Lampiran 18 Lembar Hasil Wawancara 

19. Lampiran 19 Dokumentasi 

 

 

 

 

 

 

 

 

    


