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ABSTRAK 
 

Surat merupakan salah satu sarana komunikasi yang digunakan oleh 

SMA Negeri 3 Cilacap sebagai penyedia informasi dalam pelaksanaan 

kegiatan administrasi dan kegiatan operasional lainnya. Untuk 

mengelola pengarsipan surat, SMA Negeri 3 Cilacap masih dilakukan 

menggunakan Microsoft Excel dan cara semi konvensional. Namun 

proses tersebut mengalami beberapa kendala seperti terbatasnya ruang 

penyimpanan berkas arsip surat, kesulitan dalam pencarian data arsip 

surat, pendistribusian lembar disposisi yang dilakukan secara langsung, 

serta kepala sekolah yang tidak selalu berada di ruangan nya . Tujuan 

dari penelitian ini yaitu merancang dan membangun Sistem Informasi 

Pengelolaan Arsip Surat Berbasis Website. Sistem ini menggunakan 

metode pengembangan Waterfall yang memiliki tahapan secara 

sistematis berurutan, bahasa pemrograman PHP, framework codeigniter, 

MySQL untuk pengolahan basis datanya, serta pengujian sistem denga n  

blcak-box testing. Hasil Penelitian ini berupa sistem informasi yang 

dapat mengelola arsip surat masuk dan surat keluar, mempermudah 

pencarian data arsip surat, dapat mendistribusikan lembar disposisi, 

mengkonfirmasi pendisposisian surat dan pengajuan surat keluar dengan 

dibuktikan dengan hasil perhitungan kuesioner nilai presentasi sebesar 

96,05% untuk responden 6 orang (Administrator, Pegawai Tata Usaha, 

Wakil Kepala, Kepala Sekolah) dengan predikat “Sangat Baik”. 

 

Kata Kunci: Sistem Informasi, Arsip, Surat, Website 
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  ABSTRACT 
 

Letters are a means of communication used by SMA Negeri 3 Cilacap as 

a provider of information in carrying out administrative activities and 

other operational activities. To manage the filing of letters, SMA Negeri  

3 Cilacap is still using Microsoft Excel and semi-conventional methods. 

However, this process experienced several obstacles such as limited 

storage space for letter archive files, difficulties in searching letter 

archive data, distribution of disposition sheets which were carried out in 

person, and the school principal who was not always in his room. The 

purpose of this research is to design and build a Website-Based Mail 

Archive Management Information System. This system uses the 

Waterfall development method which has sequential systematic stages, 

PHP programming language, framework codeigniter, MySQL for 

database processing, as well as system testing with blcak-box testing. 

The results of this study are in the form of an information system that 

can manage incoming and outgoing mail archives, facilitate the search 

for mail archive data, can distribute disposition sheets, confirm the 

disposition of letters and submit outgoing letters as evidenced by the 

calculation results of the questionnaire presentation value of 96.05% for 

respondent 6 people (Administrators, Administrative Officers, Deputy 

Principals, Principals) with the title "Very Good". 

 

Keywords: Information System, Archive, Mail, Website 
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