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Abstract: Based on the author's result of observations, Pascasarjana Institut Agama
Islam Negeri (IAIN) Palangka Raya faced problems in the management of archiving
administrative documents, namely inadequate archive space and taking too long time
to look for a document in a particular case. So the author designed and built an
information system named Administrative Information System (literally Sistem
Informasi Ketatausahaan (SITATA)) in order to overcome these administrative
archiving management problems. This research aims to explain the design and
implementation of SITATA. The method used in this study is the waterfall technique.
This information system, which was designed with code using PHP as the
programming language and MySQL as the database, it could be accessed offline via
the local host web server XAMPP. This information system can add, edit, delete, save,
search, recap, and print archived documents. The results obtained from the
implementation of this information system are that it makes it easier for Pascasarjana
IAIN Palangka Raya in managing letter archiving although it still needs further
improvement.

Keywords: information system, administrative archiving management

Abstrak: Berdasarkan hasil obervasi penulis, Pascasarjana Institut Agama Islam
Negeri (IAIN) Palangka Raya menghadapi permasalahan dalam manajemen
pengarsipan dokumen administrasinya, yakni ruang arsip yang kurang memadai dan
membutuhkan waktu yang lama jika ingin mencari suatu dokumen dalam hal tertentu.
Sehingga penulis merancang dan membangun Sistem Informasi Ketatausahaan
(SITATA) dalam rangka mengatasi permasalahan manajemen pengarsipan
administrasi tersebut. Penelitian ini bertujuan untuk memaparkan desain dan
implementasi SITATA. Metode yang digunakan dalam studi ini adalah waterfall
teknik. Sistem informasi yang dirancang dengan penulisan coding menggunakan PHP
sebagai bahasa pemograman dan MySQL sebagai database ini dapat diakses secara
luring melalui web server local host XAMPP. Sistem informasi ini dapat menambah,
mengedit, menghapus, menyimpan, mencari, merekap, hingga mencetak dokumen
surat yang telah diarsipkan. Hasil yang diperoleh dari implementasi sistem informasi
ini yaitu memudahkan Pascasarjana IAIN Palangka Raya dalam mengelola
pengarsipan surat walaupun masih perlu peningkatan lebih lanjut.

Kata kunci: sistem informasi, manajemen pengarsipan administrasi
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INTRODUCTION

Digital transformation in the education realm has insinuated the involvement of
sustainable management in order to adapt to the changes forced by new
technologies (Abad-Segura et al., 2020). With the fast pace and transformations
going on without education process, information management educational
institution is part of principal functions and responsibilities (Asio et al., 2022). An
information system is one of the systems that every private and state university must
have, where every process carried out will always be connected to the information
system which underpin higher education (Pratama et al., 2020).

Numerous studies have shown the great potential and effectivity of the education
management information system on different occasions. For instance, in terms of
application, the full optimalisation of education management information system in
learning, the institution’s move will improve the quality of education, including the
upgrading of teachers and students (Kuswara et al., 2021). In line with that, the
implementation in library showed strongly recommendation to utilize education
management information system especially in fast-changing environment, it
performed fast browsing of data and accurate information report (Anggoro &
Hidayat, 2020; Chilonga, 2019).

In schools, it showed that implementation education management information
system contributed significantly and increased the teachers and employees’
performance even though most likely it will face several constraints, for instance
network disruption, common understanding among staffs, and input error
(Kuswantoro et al., 2022; Viveiros et al., 2018). In some occurrence, a good
information system is not fully utilized its features adroitly. As in the case of
SIMAK, an academic and student management information system owned by
Institut Agama Islam Negeri (IAIN) Palangka Raya do not avail its stunning
features to maximalise the function (Pamungkas et al., 2021).

Higher education as part of institution is also could be separated from this
usefulness issue. Higher education must look forward to implement comprehensive
education management solutions (Asio et al., 2022). The multifaceted and complex
work environment such university have to integrate education management
information system as a way of producing relevant, organized, and structure
information (Martins et al., 2019). Amount of studies have revealed the satisfaction
of information system in supporting services and activities in higher education
(Barus & Pangruruk, 2021; Kinanti et al., 2021).

However, Pascasarjana IAIN Palangka Raya as part of higher education unit face
ineffective and inefficient administrative archiving management. It indicates
several constraints, such as lack room to storage documents and taking time too
long to look for certain documents. (Maulina, 2022). Therefore, the authors build
an administrative archiving management information system named Sistem
Informasi Ketatausahaan (abbreviated SITATA) to solve the problem. This study
is attempting to show the design and implementation of SITATA.
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METHOD

This study is using waterfall method. Waterfall method is a software development
methodology that proposes a systematic and sequential approach to software that
starts at the system progress level throughout analysis, design, code and testing,
implementation, and maintenance. In analysis step, it contains basic design of the
information system that will be created in accordance with the initial goals of it.

Apart from that, this system analysis includes old and new systems, so that
information system needs can be developed and get better problem solving.
Flowchart needs to describe the sequence of processes in detail and the relationship
between an instruction and other processes in a program using certain symbols. In
line with that, data flow diagram and database dictionary describe the system
functions, while entity-relationship diagram to describe the data stored
(Sommerville, 2011).

In design step, this stage is of designing the analysis design been made in the
previous stage. At this stage the following design will be created: designing
structure, database, admin interface, and page menus. After that, it is moving to
code and testing step, coding writing will be used PHP as the programming
language and MySQL as the database.

This study will used Blackbox technique to test features that has been designed.
Blackbox test is a testing technique which focuses on functionality factors and
software specifications (Wahyudi, 2019). After testing, the results will be realized
as a unit program. Lastly, maintenance, it involves correcting errors that were not
discovered in the early stages of cycle, improving the implementation of system
units and improving system services as new discovered requirements.

RESULTS
The Design of SITATA

SITATA coding writing was using Notepad++ application while the programming
language was using PHP and MySQL as its database storage. SITATA media or
server worked as an offline access information system. By using XAMPP
application, user could manage the database in local host without connected to
internet. Here is the flowchart of SITATA as shown in the following picture:
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Data Bagian | Data

Kepegawizian | Laporan | A4Min

Data | Da
Admin Sistem Data Admin | Bagian wotaBagian | Bagian
Umum uang Alademik

Picture 1. Flowchart of SITATA

The flowchart above is captured general new system that implemented into
SITATA. By this system, this information system could provide into several affair
categories in particular: general affairs, finance affairs, academic affairs, and
employment affairs. This information system is designed into several functions
such as adding, editing, deleting, saving, searching, recapping, and printing the
data. The printing system had been computerized to print the data by periodic in
order to ease the archiving.

Process and data flow design is involved in SITATA application design that has
been modeled into data flow diagram. Information system documentation is
encountering a process of reducing the overall data flow to a more detailed level as
shown in diagram below:

data admin

mtsa:lmm{‘i
o Admin:

data umum

data keuangan

data akademik

waia
data kepegawaian
waign

gar

Picture 2. Data Flow Diagram of SITATA

The flowchart above is captured general new system that implemented into
SITATA. By this system, this information system could provide into several affair
categories in particular: general affairs, finance affairs, academic affairs, and
employment. The enactment data which using MySQL 1is divided into these
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processes; database server which will be used for the information system database
will then be called and then displayed on the information system page. The
following is SITATA database display for data storage:

phpidyAdnin

@@@ Search Mﬂuzrzama:ilpun i/ Import ‘ﬁmslgnzr knpem!mns ghPrivileges ¥ Crop
Recoras!  Type Collation Size  Overhead
akur_kutian I X 0 MyISAM  latn1_swedsn_c 1x
> aata_admin e ExM®mX 1 IMNGDB  latin1_swedish_ci  16.8 KiB
data_pertanggungjawaban & = * o MyISAM latini_swedish_ci 2.8 ki 2
jin_niser & # * o nyisan s1s w2
ketrangan_lulus & ¥ * 4 MyISAM faiini_swedish_ci 2.9 ki “
ikh m & W X 5 innoDB i
mahen_cutl & X 8 MySAM la “
nota_usul m " X 3 imnoDB
rekap_absensi - " X 4 InnoDB  lat
sk W m X 4 InnoD8
skp L] W X 4 INGDB  lalint_swedh_ci
spa m & ®Om X 4 MyISAM  launi_sweash_ci
surat_keluar B EREM®X 2 InncDE  latn1_swedsn_ci
surat_legaisir & ES * 4 InncDB  fatin1_swedish_ci  16.0 ki
surat_masuk 5 Y x © InnoDE  latin1_swedish_ci  16.8 xi8
surat_tugas B E R ¥ M®X 4 IeDB  lalini_swedish_ci 163 k1

E ¥
16 tabla(3) Sum 51 MyISAM atini_swedish_ci 172.7 Kif BE
1 CheckAll/ Uncheck A/ Check fables having overhead it selected: v

3 Print view Jii Data Dictionary

Hame: Numger of fieids:

Picture 3. Database of SITATA

[ 12 Greate new table

The Implementation of SITATA

This information system is served into four administrative affairs, namely: general
affair, finance affair, academic affair, and employment affair. Each affair is divided
into several administrative mailing archive categories. General affair consists of
incoming mail, outgoing mail, decree, assignment letter, and official travel letter.
Finance affair contains funds disbursement letter and financial accountability letter.
Academic affair comprises active student letter, research permit letter, graduation
letter, legalization, and leave letter. Employment affair includes employee daily
work sheet, absenteeism recap, and employee performance targets.

The users must login in and fill password. Then, users may choose any affairs menu
accordingly. After that users fill the document information, such as number, date,
subject, and additional detail, after that upload the scanned document. Here is the
interface of SITATA that had been implemented as presented in the following
pictures:

SELAMAT DATANG

m Informasi Ketatausahaan "SITATA'

Picture 4. Interface of SITATA Login Page
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% @ Pascasarjana IAIN Palsngka Raya X v - 8 x
@ 2 %« 0O &

. localhost / locaihost / persurata

C @ locathost/SITATAind:
SITATA

Bagian
Kepegawaian

«
@i Beranda

o

Bagian Bagian
Umum Keuangan

o

PASCASARJANA IAIN PALANGKARAYA.
Picture 5. Interface of SITATA Main Menu
4 localhost/ locaihost / persurstar X @ Pascasarjana AN Palangka Raya X v - B8 x
« C @ locathosysITA h_surat_masy ¥ a2 % 0
SITATA =
Emsesssan Kelola Surat Masuk
Form Tambah Surat Masuk
Tanggal:
Sd/mmivyrs 8
Perihal:
No. Surat:
Asal Surat:
Keterangan:

| Choose file | No file chasen
®a g% 02

Picture 6. Interface of SITATA Data Adding

+

@ Pascasarjana IAIN Palangka Raya X

& localhost / localhost / persurata X @
s C @ localhostSITATA/
SITATA =
@i Kelola Surat Masuk
8

Form Edit Surat Masuk

Tanggal:

277052022

Perihal:

Usulan BMN

No. Surat:
01/In.22/V/KP.OL3,

Unit/Tujuan:

BMN IAIN Palangka Raya

Keterangan:
ulan Meja dan Kursi

Picture 7. Interface of SITATA Data Added

| Choose file | No file chosen
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4 Tocalbost/locanat/persunts X @

« C @ localhost/SITATA/kelola_

SITATA

# Tambah

Show 10w ent

ana AN Palsngia Fays X

@i Kelola Surat Masuk

Tabel Surat Masuk

Keterangan

AN Usulan Meja

Palangka  dan Kursi

ries
I
Asal
No  Tanggal  Perihal No. Surat surat
1 20220527 UsulanBMN  01/1n.22(IV/KP.01.3/05/2022 BMN
Raya
2 2022-05-27 Mohon Surat  02/In.22(IV/KP.01.3/05/2022  Ketua
Tugasdan
sPD

Showing 1to 2 of 2 entries

PMB -

Search:

Sean
Surat
Masuk Aksi

o Lo

Picture 8. Interface of SITATA Incoming Mail Archive

4. localhost / localhost / persuratar X

@ Pascasarjana AN Paiangla

€« C @ locathosSITATA/kelola_surat._ke

SITATA

Tabel Surat Keluar

4 Tambah

Show 10w entries

L
No Tanggal
1 2022-05-27
2 2022-05-27

Showing 102 of 2 entries

Baa X+

s Kelola Surat Keluar

Perihal No. Surat Unit/Tujuan Keterangan
Usulan BMN  01/In.22/IV/KP.01.3/05/2022  Rektorat Usulan BMN
Peminjaman  02/In.22/IV/KP.01.3/05/2022  Rektorat Peminjaman
Aula

PASCASARJANA IAIN PALANGKA RAYA.

Aula Asmaul
Husna

Search

Scan
Surat
Keluar Aksi

Picture 9. Interface of SITATA Outgoing Mail Archive

@ Pascasagiana IAIN Palar

Raya X 4, localhost / localhost / persurata

€« C @ locahost/SITATA/kelola_skphp

SITATA

Showing 1to 4 of 4 entries

x| +

Eimssssmmn Kelola SK

Tabel SK
# Tambah
Show 10w entries
No i Tanggal Perihal Ma. SK
1 2022-03-25  SKPanitia Yudisium Tahap 12022 70
2 2022-03-11  SKPembinaan Pegawai Bagi Dosen 52
3 2022-04-13  SKBenchmarking Bagian Umum 2022 196
4 2022-04-13

SKBenchmarking Bagian Keuangan2022 195

Jenis SK. Scan SK

SK DIREKTUR 5

SKDIREKTUR  Ta

5K REKTOR Ta

SK REKTOR

Search:

Picture 10. Interface of SITATA Decree Archive '
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@ Pascasagana AN Palangka Raya X 4 localhost

« @ @ localhost/SITATAkelola_surat_tugas.phg

Ea v 02

SITATA

Emsasan Kelola Surat Tugas

Tabel Surat Tugas

Show 10w entries Searct
1Y Unit/ Scan Surat
Ho Tanggal Perihal No.Surat Tugas Tujuan Tugas Aksi
1 2022-05-17  Surat Tugas Tracer P-27/In.22/IV/KP.01.3/05/2022  Indriana

Study ke Kotim

2 2022-02-25  Surat Tugas PMB P-05/In.22/IV/KP.01.3/02/2022  Zainap Tar
Barsel Hartati
3 20220523 Surat Tugaske 180/1n.22/11.2/Kp.01.3/05/2022  Abdul Qodir

Kemenag Rl Jakarta

4 2022-03-11  Surat Tugas Magang

P-13/In.22/IV/KP.01.3/03/2022  Rahmad
Tendik

Wahyudi

Showing 1to 4 of 4 entries

Picture 11. Interface of SITATA Assignment Letter Archive —

jara 14IN Palangka Raya % localhost/ localnost / persuratar X |+

v~ - B8 x
& C @ localhost/SITATA/kelola_spd.php

e e O2
SITATA

s Kelola SPD

Tabel Surat SPD

4 Tambah

Show 10 w entries Search

Ho i Mo.SPD Tanggal Perihal Unit/ Tujuan Scan SPD Aksi

1 12/In.22/IV/KP.011.4/03/2  2022-03-11  SPD Magang Tendik Rahmad Wahyudi  Tampilka mm
2 23/In.22/IV/KP.011.4/05/2  2022-05-19  SPD ke Kemenag Jakarta Abdul Qodir Ta al

3 20/In.22/IV/KP.011.4/05/2  2022-05-17  SPD Tracer Study ke Kotim  Indriana

4 23/In.22/IV/KP.011.4/05/2 20220225  SPD Barsel

Showing 1to 4 of 4 entries

Picture 12. Interface of SITATA Official Order Letter Archive

4 ocalhost/ locathost / persuratar X | o+

~ - o x
€« C @ locathost/SITATA/kelola_nota_usulph

SITATA

Emsessaan Kelola Nota Usul

Tabel Nota Usul

Show 10w entries Searct
1Y Scan
Penanggung Hota
No Ho. Hota Usul Tanggal Uraian Jawab Jumlah usul Aksi
1 B.33/In.22/IV/KU.00/05/2022  2022-05-18  MNaota Usul Direktur Rp. Tampilk m
Pencairan 13.166.000
Dana Belanja
Keperluan
Perkantoran
2 B.42/In.22/IV/KU.00/05/2022 2022-05-18  Mota Usul Direktur Rp. Ta
Pemeliharaan 11.300.000
Peralatan dan
Mesin
3 B.35/In.22/IV/KU.00/05/2022  2022-05-18  Nota Usul Direktur Rp. Tam
Belanja 22.800.000

Picture 13. Interface of SITATA Funds Disbursement Letter Archive —
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@ Pascasagiora I Palangha Rays X localhost / ocathost / persuratar X |

v - o x
€ C @ locathost/SITATA/kelola_lkh.ph

SITATA =
Emsassman Kelola Laporan Kinerja Harian

Tabel Laporan Kinerja Harian

+ Tambah

Show 10w entries searct

No It Tanggal Nama Bulan Scan LKH aksi

1 20211231 Normuslim Desember | m
2 2021-12-31 Elvi Soeradji Desember Tampilkan m
3 2021-12-31 Muslimah Desember Tampilkan 8 Hapos
4 20211231 Zainap Hartati Desember m
s 2021-12-31 M. Al sibram Malisi

pesember ' B mm

Showing 105 of 5 entries

Picture 14. Interface of SITATA Employee Daily Work Sheet Archive

@ Pascasagiora I Palangha Rays X localhost / ocathost / persuratar X |

v - o x
« C @ locathost/SITATA/kelola_rekap_absensiphp

SITATA

Emscssman Kelola Rekap Absensi

Tabel Rekap Absensi

+ Tambah

Show 10w entries searct

No 15 Tanggal Bulan upload Rekap Absensi aksi

1 2022-01-31 Januari

2 2022-02-28 Februari

3 2022.03-31 Maret 0
4 2022-04-30 April

Showing 1to 4 of 4 entries

Picture 15. Interface of SITATA Absenteeism Recap Archive

@ Pascasagiora I Palangha Rays X localhost / ocathost / persuratar X |

€ C @ locathost/SITATA/kelol

SITATA =

e Kelola Sasaran Kinerja Pegawai (SKP)

Tabel SKP

Show 0 v entries Search
Ne 1E Tanggal Nama Tahun Scan SKP Aksi
1 2022-01-01 Maulina, ST., M.Pd. 2021 ampilkan m
2 2022-01-01 Dr. Hj. Zainap Hartati, M.Ag. 2021 Tampilk m
3 2022-01-01 Dr. H. Normuslim, M.Ag. 2021 Tampilk
4 2022-02-01 Indriana Kurniawati, §.Pi.

Showing 1to 4 of 4 entries

Picture 16. Interface of SITATA of Employee Performance Targets Archive
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Filter Tanggal Awal | dd/mm/yyyy =]

iiiii

PASCASARJANA

Jalan G. Obos Kompleks Is , Kalimantan Tengah 73112
Talp. 0536- 32 ngkoraya.oc.id

T=1T11

KEMENTERIAN AGAMA REPUBLIK INDONESIA
IL.’]_}' INSTITUT AGAMA ISLAM NEGERI PALANGKA RAYA
e

Unit/ Tujuan

Picture 17. Interface of SITATA Print Section

DISCUSSION

This information system is designed to process, present, and report documents per
periodic in order to search and print the documents easier. Document data storage
is utilized as system database and the interface is designed in such a way that it is
easier for users to use the application. Therefore, the aim of improving
administrative management quality in Pascasarjana IAIN Palangka Raya can be
fulfilled. It needs to be trained to all staffs in the unit.

SITATA is designed into short-term plan, mid-term plan, and long-term plan. This
information system now is in short-term plan. It started with building the team,
finding stakeholder support, and handling trial-error. This project actually had been
launched on May 30, 2022. Moreover, this information system had been monitored
and evaluated on July 8, 2022 by Risdiyati, M.Pd. from National Civil Service
Agency (literally Badan Kepegawaian Negara (BKN)) Regional VIII Banjarmasin.
SITATA was presented by Maulina on July 14, 2022 as part of her action project
as civil servants, this project was assessed by H. Achmad Nidjam, S.IP., M.M. from
BKN.

The mid-term plan of this project is adding several features that supporting
administrative archiving management in Pascasarjana IAIN Palangka Raya. Adding
features is filtered from the trial-error that the team handling. Even so, the authors
will evaluate this information system by doing survey. The reliability,
responsiveness, assurance, accountability, and tangible of this information system
need to be surveyed in order to revamp its accessibility. Meanwhile, online access
is the main target for the authors in the long-term plan. While, adding features will
keep ongoing in the long-term plan as well as maintaining it.

The authors hope in the future that this SITATA information system will utilize by
all civitas academika in IAIN Palangka Raya not only in Pascasarjana but also other
faculties and units. Thus, the authors expect SITATA will ease the archiving
administrative management in IAIN Palangka Raya. To provide broad benefits to

public, this information system needs support from the internal stakeholder by
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allocating funds and the authors also widely opened support through cooperation
who wants to fund SITATA.

CONCLUSION

This information system named SITATA was designed with code using PHP as the
programming language and MySQL as the database, it could be accessed offline
via the local host web server XAMPP. This information system is designed to
archive documents that divided into several affairs, namely: general affair, finance
affair, academic affair, and employment affair. SITATA can add, edit, delete, save,
search, recap, and print archived documents. The obtained result from the
implementation of this information system is that it makes easier for Pascasarjana
IAIN Palangka Raya in managing administrative document archiving although it
still needs further improvement.
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