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ABSTRAK 

 

Pengelolaan surat masuk dan keluar di MTs Nurul Hidayah Palembang sebelumnya 

masih dilakukan secara manual menggunakan buku agenda serta lemari arsip 

bersistem subjek. Metode ini memicu sejumlah hambatan, seperti lambatnya proses 

pencarian dokumen hingga tingginya risiko kerusakan dan kehilangan akibat faktor 

lingkungan. Untuk mengatasinya, penelitian ini mengembangkan sistem kearsipan 

elektronik berbasis Microsoft Access guna mengoptimalkan efektivitas pengelolaan 

arsip. Penelitian R&D ini menerapkan model ADDIE (Analysis, Design, 

Development, Implementation, Evaluation) dengan teknik pengumpulan data 

berupa observasi, wawancara, dokumentasi, dan studi pustaka. Sistem yang 

dikembangkan mencakup fitur login, pengelolaan data surat masuk/keluar, 

pencarian dokumen, hingga pembuatan laporan. Uji Black Box Testing 

mengonfirmasi bahwa seluruh fungsi sistem berjalan dengan baik sesuai kebutuhan 

pengguna. Penggunaan sistem elektronik ini terbukti meningkatkan efisiensi 

pencarian secara signifikan dari yang semula membutuhkan rata-rata 10 menit 

(surat masuk) dan 14 menit (surat keluar) secara manual, menjadi hanya 22 detik 

dan 23 detik. Berdasarkan hasil kuesioner, sistem ini tak hanya mempermudah 

penyimpanan dan pencarian, tetapi juga menekan risiko kerusakan/kehilangan 

dokumen serta meningkatkan efektivitas administrasi secara keseluruhan di MTs 

Nurul Hidayah Palembang. 

 

Kata Kunci: Arsip, Elektronik, Surat, Aplikasi, Pengelolaan. 
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ABSTRACT 

 

The management of incoming and outgoing mail at MTs Nurul Hidayah Palembang 

was previously done manually using an agenda book and a subject-based filing 

cabinet. This method caused several problems, such as slow document retrieval and 

a high risk of damage or loss due to environmental factors. To address this, this 

study developed an electronic archiving system based on Microsoft Access to 

optimize the effectiveness of archive management. This R&D study uses the ADDIE 

model (Analysis, Design, Development, Implementation, Evaluation) with data 

collection techniques including observation, interviews, documentation, and 

literature review. The system that was developed includes features like login, 

management of incoming/outgoing mail data, document search, and report 

generation. Black Box Testing confirmed that all system functions work well 

according to user needs. Using this electronic system has proven to significantly 

improve search efficiency, going from an average of 10 minutes (incoming mail) 

and 14 minutes (outgoing mail) manually, to just 22 seconds and 23 seconds. 

According to the questionnaire results, this system not only makes storage and 

searching easier but also reduces the risk of document damage or loss and improves 

overall administrative effectiveness at MTs Nurul Hidayah Palembang. 

 

 

Keywords: Archive, Electronic, Mail, Application, Management.  



 

 

xi 

 

DAFTAR ISI 

 

Halaman 

 

 

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

 

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

 

SURAT PERNYATAAN ....................................................................................... ii 

 

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 

 

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

1.2 Rumusan Masalah ........................................................................... 6 

1.3 Ruang Lingkup Pembahasan ........................................................... 6 

1.4 Tujuan dan Manfaat Penelitian ........................................................ 6 

1.4.1 Tujuan Penelitian .................................................................... 6 

1.4.2 Manfaat Penelitian .................................................................. 6 

 

BAB  II TINJAUAN PUSTAKA ........................................................................ 8 

 

2.1 Konsep Dasar Sistem ....................................................................... 8 

2.1.1 Pengertian Sistem ................................................................... 8 

2.1.2 Klasifikasi Sistem ................................................................... 8 



 

 

xii 

 

2.2  Pengertian Arsip dan Kearsipan ...................................................... 9 

2.3 Fungsi dan Tujuan Kearsipan ......................................................... 10 

2.3.1 Fungsi Kearsipan .................................................................. 10 

2.4 Sistem Penyimpanan Arsip .............................................................11 

2.5 Kearsipan Elektronik ...................................................................... 12 

2.5.1 Pengertian Kearsipan Elektronik .......................................... 12 

2.5.2 Manfaat Kearsipan Elektronik .............................................. 13 

2.5.3 Kelebihan kearsipan elektronik ............................................ 14 

2.6 Surat Masuk dan Surat Keluar ....................................................... 15 

2.6.1 Pengertian Surat Masuk dan Surat Keluar............................ 15 

2.6.2 Fungsi Surat .......................................................................... 15 

2.6.3  Prosedur Penanganan Surat Masuk ..................................... 15 

2.6.4 Prosedur Penanganan Surat Keluar ...................................... 16 

2.7 Microsoft Access ............................................................................ 17 

2.7.1 Pengertian Microsoft Access ................................................. 17 

2.7.2 Kelebihan Microsoft Access ................................................. 18 

 

BAB  III METODE LAPORAN AKHIR ......................................................... 19 

 

3.1 Profil Perusahaan/Lembaga ........................................................... 19 

3.1.1 Visi Misi dan Tujuan Sekolah ............................................... 19 

3.1.2 Struktur Organisasi dan Pembagian Tugas ........................... 22 

3.1.3 Aktivitas dan Objek Perusahaan/Lembaga ........................... 24 

3.1.4 Fasilitas di MTs Nurul Hidayah ........................................... 24 

3.1.5 Perlengkapan dan Peralatan Kearsipan di MTs Nurul  

Hidayah ................................................................................ 25 

3.2 Metode Laporan Akhir ................................................................... 26 

3.2.1 Pendekatan Research and Development ............................... 26 

3.2.2 Jenis dan Sumber Data ......................................................... 27 

a. Jenis Data ......................................................................... 27 

b. Sumber Data ..................................................................... 28 

3.2.3 Teknik Pengumpulan Data .................................................... 28 

a. Riset Lapangan ................................................................. 29 

b. Studi Pustaka .................................................................... 29 

3.2.4 Key Informant ....................................................................... 30 

3.2.5 Pengolahan Data ................................................................... 30 

 

BAB  IV  HASIL DAN PEMBAHASAN ........................................................... 32 

 

4.1 Hasil ............................................................................................... 32 

4.1.1 Tahap Analisis Kebutuhan (Analysis) ................................... 32 

4.1.2 Tahap Perancangan (Design) ................................................ 32 

4.1.3 Tahap Pengembangan (Development) .................................. 38 

4.1.4  Tahap Implementasi (Implementation) ................................ 46 

4.1.5 Tahap Evaluasi (Evaluation) ................................................ 47 

4.2 Pembahasan .................................................................................... 55 



 

 

xiii 

 

4.2.1 Sistem Penyimpanan Arsip di MTs Nurul Hidayah ............. 55 

4.2.2 Kendala Pengelolaan Arsip Surat Pada MTs Nurul Hidayah 55 

4.2.3 Penerapan Sistem Kearsipan Elektronik di MTs Nurul 

Hidayah ................................................................................ 56 

4.2.4 Dampak Penerapan Sistem Kearsipan Elektronik di MTs 

Nurul Hidayah ...................................................................... 58 

 

BAB   V KESIMPULAN DAN SARAN ........................................................... 59 

 

5.1 Kesimpulan .................................................................................... 59 

5.2 Saran ............................................................................................... 59 

 

DAFTAR PUSTAKA........................................................................................... 60 

 

LAMPIRAN 

 

 

  



 

 

xiv 

 

DAFTAR TABEL 

 

Halaman 

 

Tabel 1. 1 Data Surat Masuk dan Surat Keluar 2023-2025 ..................................... 4 

 

Tabel 3. 1 Fasilitas di MTs Nurul Hidayah Palembang......................................... 25 

 

Tabel 4. 1 Hasil Uji Coba Sistem Dengan Menggunakan Metode Black Box 

Testing .................................................................................................. 48 

 

Tabel 4. 2 Hasil Perbandingan Waktu Pencarian Surat Masuk Dengan Sistem 

Manual dan Elektronik ......................................................................... 50 

 

Tabel 4. 3 Hasil Perbandingan Waktu Pencarian Surat Keluar Dengan Sistem 

Manual dan Elektronik.......................................................................... 51 

 

Tabel 4. 4 Hasil Kuesioner Evaluasi Perancangan Sistem Kearsipan Elektroink  

Di MTs Nurul Hidayah Palembang ..................................................... 53 

 

  



 

 

xv 

 

DAFTAR GAMBAR 

 

Halaman 

 

Gambar 1. 1 Penataan Arsip Secara Fisik Memanfaatkan Sarana Lemari Serta Box 

File ..................................................................................................... 2 

 

Gambar 1. 2 Buku Agenda Surat............................................................................. 3 

Gambar 3. 1 Struktur Organisasi MTs Nurul Hidayah.......................................... 22 

Gambar 3. 2 Alur Kearsipan Elektronik ................................................................ 27 

Gambar 4. 1 Database User atau Pengguna ......................................................... 33 

Gambar 4. 2 Database Surat Masuk ..................................................................... 33 

Gambar 4. 3 Database Surat Keluar ..................................................................... 34 

Gambar 4. 4 Tampilan Rancangan Form Login .................................................... 35 

Gambar 4. 5 Rancangan Tampilan Form Beranda ................................................ 35 

Gambar 4. 6 Rancangan Tampilan Form Surat Masuk ......................................... 36 

Gambar 4. 7 Rancangan Tampilan Form Surat Keluar ......................................... 36 

Gambar 4. 8 Rancangan Tampilan Form Pencarian Surat Masuk ........................ 37 

Gambar 4. 9 Rancangan Tampilan Form Pencarian Surat Keluar ........................ 37 

Gambar 4. 10 Rancangan Tampilan Laporan Surat Masuk .................................. 38 

Gambar 4. 11 Rancangan Tampilan Laporan Surat Keluar ................................... 38 

Gambar 4. 12 Pembuatan Halaman Login ............................................................ 39 

Gambar 4. 13 Hasil Form Login ........................................................................... 40 

Gambar 4. 14 Pembuatan Halaman Beranda ........................................................ 40 

Gambar 4. 15 Form Utama ................................................................................... 41 

Gambar 4. 16 Pembuatan Halaman Surat Masuk ................................................. 41 



 

 

xvi 

 

Gambar 4. 17 Form Surat Masuk .......................................................................... 42 

Gambar 4. 18 Pembuatan Halaman Surat Keluar ................................................. 43 

Gambar 4. 19 Form Surat Keluar .......................................................................... 43 

Gambar 4. 20 Pembuatan Halaman Pencarian Surat ............................................ 44 

Gambar 4. 21 Form Pemcarian Surat Masuk ........................................................ 44 

Gambar 4. 22 Form Pencarian Surat Keluar ......................................................... 45 

Gambar 4. 23 Pembuatan Halaman Laporan Surat ............................................... 45 

Gambar 4. 24 Laporan Surat Masuk ..................................................................... 46 

Gambar 4. 25 Laporan Surat Keluar ..................................................................... 46 

Gambar 4. 26 Proses Implementasi di MTs Nurul Hidayah ................................. 47 

 

  



 

 

xvii 

 

DAFTAR LAMPIRAN 

 

LAMPIRAN 1: Surat Permohonan Pengambilan Data 

LAMPIRAN 2: Surat Izin Pengambilan Data 

LAMPIRAN 3: Surat Balasan Dari Mts Nurul Hidayah Palembang 

LAMPIRAN 4: Lembar Kesepakatan Bimbingan Laporan Akhir Pembimbing I 

LAMPIRAN 5: Lembar Kesepakatan Bimbingan Laporan Akhir Pembimbing II 

LAMPIRAN 6 : Lembar Bimbingan Laporan Akhir Pembimbing I 

LAMPIRAN 7: Lembar Bimbingan Laporan Akhir Pembimbing II 

LAMPIRAN 8: Lembar Kunjungan Mahasiswa ke Perusahaan/Instansi 

LAMPIRAN 9: Berita Acara Serah Terima 

LAMPIRAN 10: Surat Pernyataan Penggunaan Rancangan 

LAMPIRAN 11: Surat Perjanjian 

LAMPIRAN 12: Lembar Rekomendasi Laporan Akhir 

LAMPIRAN 13: Lembar Revisi Laporan Akhir 

LAMPIRAN 14: Lembar Pelaksanaan Revisi Laporan Akhir 

LAMPIRAN 15: Hasil Wawancara 

LAMPIRAN 16: Surat Izin Usaha 

LAMPIRAN 17: Kuesioner Evaluasi Penerapan Sistem 

LAMPIRAN 18: Dokumentasi 

 


