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ABSTRACT 

The purpose of this final report is to design an electronic filing system by using 

Microsoft Access  in the Planning department of PDAM Tirta Musi Palembang. 

The data were collected through observation,questionaries and interview. The data 

analysis method was used by author are quantitative data analysis, qualitative data 

analysis and designing an electronic filing system by using Microsoft Access 

2007. The result showed there some deficiency on filing system such as there is 

no file’s clasification and lack of responsibility from the employees that caused a 

lot of document stack. Therefore, the author designed an electronic filing system 

by using Microsoft Access 2007 to facilitate the employees in the Planning and 

Developing department of PDAM Tirta Musi Palembang in finding the required 

records. 

 

Keyword: Electronic Filing System, Microsoft Access 2007. 
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ABSTRAK 

Laporan akhir ini dibuat dengan tujuan untuk merancang suatu sistem kearsipan 

elektronik dengan menggunakan Microsoft Access di Bagian Perencanaan pada 

PDAM Tirta Musi Palembang. Data dikumpulkan melaui observasi langsung dari 

penulis, penyebaran kuesioner dan wawancara. Metode analisa yang digunakan 

yaitu metode analisa data kuantitatif dan data kualitatif serta merancang sistem 

kearsipan elektronik dengan menggunakan Microsoft Access 2007.  Hasil temuan 

menunjukkan terdapat beberapa kendala dalam sistem kearsipan seperti tidak 

adanya daftar klasifikasi arsip dan kurangnya tanggungjawab karyawan sehingga 

menyebabkan banyaknya tumpukan dokumen. Untuk itu penulis membuat suatu 

sistem kearsipan elektronik menggunakan Microsoft Access 2007 agar dapat 

membantu karyawan di bagian Perencanaan pada PDAM Tirta Musi Palembang 

dalam mencari arsip yang dibutuhkan. 

 

Kata Kunci: Sistem Kearsipan Elektronik, Microsoft Access 2007 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



xi 
 

DAFTAR ISI 

 

Halaman 

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

HALAMAN PERSETUJUAN ............................................................................. ii 

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

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

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

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

UCAPAN TERIMAKASIH...............................................................................  vii 

ABSTRACT  ......................................................................................................    ix 

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

DAFTAR TABEL  ............................................................................................  xiii 

DAFTAR GAMBAR  .......................................................................................   xiv 

DAFTAR LAMPIRAN  ......................................................................................  xv 

BAB I    PENDAHULUAN 

1.1 Latar Belakang Pemilihan Judul .....................................................   1 

1.2 Rumusan Masalah ..........................................................................   4 

1.3 Ruang Lingkup Pembahasan ...........................................................  4 

1.4 Tujuan dan Manfaat Penulisan  ..........................................................  

1.4.1 Tujuan Penulisan ..................................................................    4 

1.4.2  Manfaat Penulisan  ...............................................................    4 

1.5 Metode Penelitian  .........................................................................    5 

1.5.1 Ruang Lingkup Penelitian  ...................................................    5 

1.5.2 Jenis dan Sumber Data  ........................................................    5 

1.5.3 Metode Pengumpulan Data  .................................................    5  

1.5.4 Teknik Pengumpulan Data  ...................................................   7 

1.5.5 Analisis Data  ........................................................................   7  

1.6 Sistematika Penulisan  .......................................................................   8 

BAB II   TINJAUAN PUSTAKA 

2.1 Konsep Dasar Arsip  ......................................................................  11 

2.1.1 Pengertian Arsip ...............................................................   11 

2.1.2 Jenis-Jenis Arsip ...............................................................   12 

2.1.3 Tujuan Manajemen Arsip .................................................   14 

2.1.4 Sistem Penyimpanan Arsip ................................................  15 

2.1.5 Prosedur Penyimpanan Arsip ...........................................   17 

2.1.6 Peralatan dan Perlengkapan dalam Penyimpanan Arsip ..   18 



xii 
 

2.1.7 Syarat-Syarat Petugas Kearsipan ......................................   19 

2.2 Penyimpanan Arsip Elektronik....................................................... 20 

2.2.1 Pengertian Arsip Elektronik  ............................................   20 

2.2.2 Konsep Dasar Kearsipan Elektronik .................................   21 

2.2.3 Prosedur Pengarsipan Elektronik ......................................   21 

2.2.4 Manfaat Arsip Elektronik .................................................   22 

2.3  Pengertian Microsoft Access ........................................................... 22 

2.4   Tahapan Perancangan Sistem Kearsipan Elektronik  ..................   24 

BAB III KEADAAN UMUM PERUSAHAAN 

3.1 Sejarah Singkat PDAM Tirta Musi Palembang .............................  28 

3.2 Visi dan Misi PDAM Tirta Musi Palembang ................................  33 

 3.2.1  Visi .....................................................................................   33 

3.2.2  Misi ....................................................................................   33 

3.3 Struktur Organisasi PDAM Tirta Musi Palembang.......................  33 

3.4 Uraian Tugas .................................................................................  35 

3.4.1 Bagian Direksi .....................................................................   35 

3.4.2 Bagian Produksi dan Pemeliharaan .....................................   36 

3.4.3 Bagian Perencanaan ............................................................   37 

3.5 Kondisi Kearsipan di Bagian Perencanaan pada PDAM tirta Musi 

Palembang ....................................................................................   39 

3.6 Profil Responden  .........................................................................   40 

3.7 Data Hasil Kuesioner ....................................................................   40 

 

BAB IV   HASIL DAN PEMBAHASAN 

4.1 Sistem Kearsipan di Bagian Perencanaan pada PDAM Tirta Musi 

Palembang ...................................................................................... 42 

4.1.1 Analisa Hasil Kuesioner ...................................................   44 

4.2 Merancang Sistem Kearsipan Elektronik dengan Menggunakan 

Aplikasi Microsoft Access 2007 ....................................................  52 

4.2.1 Persiapan Database Aplikasi Kearsipan Elektronik ........... 54 

4.2.2 Tampilan Aplikasi Kearsipan Elektronik di Bagian   

Perencanaan pada PDAM Tirta Musi Palembang dengan 

Microsoft Access 2007 .......................................................  59 

 

BAB  V   KESIMPULAN DAN SARAN 

5.1  Kesimpulan ....................................................................................  67  

5.2  Saran ..............................................................................................  67  

DAFTAR PUSTAKA 

LAMPIRAN 

 

 



xiii 
 

DAFTAR TABEL 

 

Halaman 

Tabel  2.1   Perbedaan Komponen Kearsipan Konvensional dan Elektronik 

  ............................................................................................................. 21 

Tabel  2.2   Simbol DFD Gane Sarson dan Yordon-DeMarco  ............................ 26 

Tabel  3.1  Kapasitas Produksi PDAM Tirta Musi Palembang ............................. 29 

Tabel  3.2  Jumlah Kran Umum dan Terminal ...................................................... 30 

Tabel  3.3 Kapasitas Unit Pengelola Interim .......................................................  30 

Tabel  3.4 Data Pegawai Bagian Perencanaan Berdasarkan Seksi/Bagian .........  40 

Tabel  3.5 Data Hasil Rekapitulasi Pengisian Kuesioner Tentang Sistem 

Kearsipan di bagian Perencanaan pada PDAM Tirta Musi Palembang ..  

  ............................................................................................................  40 

Tabel  4.1 Data Hasil Rekapitulasi Pengisian Kuesioner Tentang Sistem 

Kearsipan di bagian Perencanaan pada PDAM Tirta Musi Palembang 

  ............................................................................................................  44 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



xiv 
 

DAFTAR GAMBAR 

 

Halaman 

Gambar 2.1  Alur Perancangan Sistem Kearsipan Elektronik di Bagian 

Perencanaan pada PDAM Tirta Musi Palembang ..................   25 

Gambar  2.2  DFD Alur Sistem Kearsipan Elektronik di Bagian Perencanaan 

pada PDAM Tirta Musi Palembang  ......................................   27 

Gambar  3.1 Struktur Organisasi PDAM Tirta Musi Palembang .................   34   

Gambar  3.2 Strukur Organisasi Bagian Perencanaan ..................................   35 

Gambar  4.1 Kondisi Tata Letak Arsip di Bagian Perencanaan ...................   43 

Gambar  4.2 Kondisi Ruangan Arsip Bagian Perencanaan ..........................   46 

Gambar  4.3  Lemari Arsip dan Filing Cabinet .............................................   46 

Gambar  4.4 Kondisi Penyusunan Arsip pada Bagian Perencanaan ............   50 

Gambar  4.5 Kondisi Penyusunan Odner (RAB,SPT, Surat Masuk dan Surat 

Keluar ......................................................................................   50 

Gambar  4.6  Alur Rancangan Aplikasi Kearsipan Elektronik ......................   54 

Gambar  4.7 Tabel User ...............................................................................   55 

Gambar  4.8 Tabel Surat Masuk  ..................................................................   56 

Gambar  4.9 Tabel Surat Keluar  ..................................................................   57 

Gambar  4.10 Tabel RAB Setor ......................................................................   58 

Gambar  4.11  Tabel Surat Perintah Tugas (SPT)  ..........................................   59 

Gambar  4.12 Form Login ..............................................................................   60 

Gambar  4.13 Form  Menu Utama .................................................................   61 

Gambar  4.14  Form Surat Masuk ..................................................................... 61 

Gambar  4.15 Laporan Surat Masuk  ..............................................................   62 

Gambar  4.16 Form Surat Keluar dan Laporan Surat Keluar .........................   63 

Gambar  4.17 Form RAB Setor dan Laporan RAB Setor ..............................   64 

Gambar  4.18 Form SPT dan Laporan SPT  ...................................................   65 

Gambar  4.19 Form User .................................................................................  66 

 

 

 



xv 
 

DAFTAR LAMPIRAN 

 

 

Lampiran 1 Lembar Rekomendasi Ujian Laporan Akhir 

Lampiran 2 Surat Pengantar Pengambilan Data 

Lampiran 3 Surat Izin Pengambilan Data 

Lampiran 4 Lembar Kunjungan Laporan Akhir 

Lampiran 5 Surat Kesepakatan Bimbingan Pembimbing I 

Lampiran 6 Surat Kesepakatan Bimbingan Pembimbing II 

Lampiran 7 Lembar Konsultasi Pembimbing I 

Lampiran 8 Lembar Konsultasi Pembimbing II 

Lampiran 9 Hasil Wawancara 

Lampiran 10 Lembar Kuesioner 

Lampiran 11 Lembar Revisi Laporan Akhir 

Lampiran 12 Lembar Persetujuan Revisi Laporan Akhir 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 


