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Abstract  
This research aims to develop Static and Inactive Archives at the Faculty of  Economics into 
E-Digital Archives and conduct monitoring and evaluation. This study uses a development 
model (Research and Development). Monitoring and evaluation is carried out to find out the 
ease of  implementing input and what obstacles are experienced when inputting E-Digital Ar-
chives. The results of  the study show that the condition of  archive management at the Faculty 
of  Economics, especially static archives and inactive archives, is still in the process of  being 
reorganized. The FE Record Center has organized manual archives consisting of  cupboard 
A for accounting and financial records for 2013-2020, cupboard B for student and academic 
archives, cupboard C for general and personnel archives and mixed archives. For the develop-
ment of  e-digital archives, the results of  monitoring and evaluation in the UNNES Digital 
Archive System show that up to October 31, 2022, 1,452 letters/archives have been uploaded, 
divided into dynamic, inactive and FE UNNES static archives.
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office. On the same day, group 1 Work From 
Office (WFO) while group 2 Work From 
Home (WFH), this continues every week (Fit-
ria, 2020).

These various policies, both WFH and 
WFO, certainly have their own implications 
for organizational management. Synergy, 
cooperation, collaboration and initiation must 
be maintained for the development and prog-
ress of  organizational management, especially 
in the higher education sector. In a work unit 
there are four main management functions, 
including planning, organizing, actuating and 
controlling. Planning is the first steps in the 
management process. Simply, planning is a ra-
tional way and systematic way of  predicting 
the future an organization or is a process of  
preparing to face change by formulating ac-
tions in future (Mohi, 2020). Planning is set-
ting goals, policies, making programs, setting 
methods or strategies, procedures and deter-
mining work schedules.

Organizing is the grouping of  activities 
contained in units to carry out plans and es-
tablish relationships between leaders and staff  
in each organizational unit. In line with her 
research Silvia (2022), which explains that the 
activities of  coordinating and compiling an 
organization aim so that the people in it can 
carry out tasks, responsibilities, job duties that 
are clear, good and effective.

Implementation of  the plan in an acti-
on and activity is very important. Ibad (2022) 
define about actuating case, every academic 
community and work unit in higher educati-
on institutions is expected to start being able 
to carry out basic tasks and functions in ac-
cordance with their respective job descriptions 
by actualizing the master plan based on the 
strategic plan set by the higher education ins-
titution. Wahyudi (2022) interprets that moni-
toring and evaluation is the process of  deter-
mining whether what is being carried out is in 
accordance with the plan, assessing the imple-
mentation and if  necessary through corrective 
action, so that the plan is in accordance with 
the standard provisions.

INTRODUcTION

The world is currently experiencing 
the Covid-19 pandemic, and Indonesia is no 
exception (Susilo et al, 2020). This pande-
mic affects all aspects of  life and gave rise to 
many new habits as adaptation steps taken by 
humans, including adaptation in the world of  
work (Indonesian Ministry of  Health, 2020). 
One of  new habits in life is digitalization in 
various ways. The Covid-19 pandemic has 
caused a sharp decline in interaction, mobility 
and physical accessibility. Various sectors ran-
ging from offices, finance, banking, govern-
ment agencies and so on were also affected by 
the outbreak (Widaningsih dkk, 2020; Saputra 
& Ali, 2022).

Currently, the activities of  organiza-
tions, offices and government agencies are 
carried out remotely on the basis of  digital 
technology to reduce physical exposure, offli-
ne activities and save financial budgets. This 
digital technology has its own implications 
for organizations, besides being more effecti-
ve, efficient, efficient and effective, it is also 
able to increase productivity because it can 
be done anywhere and anytime. Therefore, it 
is not surprising that the terms digitalization, 
Work From Office (WFO), Work From Home 
(WFH) and various other things appear.

One of  the adaptation steps during the 
Covid-19 pandemic is keeping distance bet-
ween people. This has a big impact on the 
world of  work, giving rise to WFO (Work 
From Office) and WFH (Work From Home) 
regulations. This regulation requires some 
workers to work from offices, while others 
work from home. This is in accordance with 
the Circular of  the Minister of  Administrati-
ve Reform and Bureaucratic Reform Number 
58 of  2020 concerning the Work System for 
State Civil Apparatus Employees in the New 
Normal Order. This rule explains that the 
maximum employee quota is 50% of  the to-
tal number of  employees to enter and work in 
the office. That is, the number of  employees 
or ASN is equally divided into 2 groups in one 
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These management functions can ope-
ration well, correctly and on target if  there is 
cooperation and synergy between organizatio-
nal actors. Besides that, Ibad (2022) also added 
that this could become an integrated Mana-
gement Information System (MIS) model so 
that it could have positive implications for the 
development and progress of  an organization. 
One of  the institutions and organizations that 
continue to strive to develop SIM optimally 
and effectively is the Faculty of  Economics of  
Universitas Negeri Semarang (FE UNNES).

FE UNNES is one of  the universities 
in Semarang City, Central Java Province. FE 
UNNES has four (4) majors, namely Accoun-
ting, Economic Education, Development 
Economics and Management. Achievement 
of  targets for overall organizational manage-
ment at UNNES and especially at the Facul-
ty of  Economics requires a container in the 
form of  an application system that makes it 
easy for the entire academic community to 
access these achievements especially in the di-
gitalization era. Besides that, it also requires 
evaluation and monitoring for one year run-
ning, as well as the readiness of  various par-
ties, both elements of  institutional leadership 
within the Faculty of  Economics. Along with 
this, UNNES policy changes in various fields 
also require a quick response, one of  which 
is the development of  E-Digital Archives for 
all work units at Semarang State University, 
more specifically at the Faculty of  Economics.

The existence of  archives is a must, let-
ters and or documents are created, processed, 
organized and archived. Ideally the process of  
organizing archives must be managed proper-
ly and correctly according to archiving rules 
both digital manuals, but academic archives at 
the Faculty of  Economics have not been ma-
naged digitally. The existence of  archive spa-
ce is still limited to manual archiving and still 
needs further arrangement.

On the basis of  the above thoughts, a 
well-planned and programmed development 
is needed, there is a clear Standard Operating 
Procedure, so that every archive document in 
the academic field of  the Faculty of  Econo-

mics is properly archived and also inputted 
into a digital archive. Therefore, it is very ur-
gent to carry out the development of  the E-
Digital Archive for the Academic Field of  
the Faculty of  Economics UNNES. With the 
hope that the digital archive database is safely 
contained in the FE digital archive applicati-
on and can be accessed at any time by the FE 
UNNES academic community. In addition, 
it will make it easier to search archives in the 
future, both for institutional interests in the 
Faculty of  Economics in particular and uni-
versities in general.

METHODS

This section will explain the research 
method to be carried out. This study inclu-
des the research approach applied, research 
design, data collection techniques, and data 
analysis. The method used is research with 
the Research and Development model. The 
Research and Development research method 
is a research method used to produce certain 
products, and test the effectiveness of  these 
products (Sugiyono, 2010). In this case, it is 
the implementation of  unit data archive input 
in Universitas Negeri Semarang digital archi-
ve system.

The research design used in this rese-
arch is the ADDIE development model. The 
ADDIE development model is a model that is 
structured programmatically with a systema-
tic sequence of  activities in an effort to solve 
product development problems (Prastya et 
al, 2015). According to Barokati and Annas 
(2013), the ADDIE Model stands for Analy-
sis – Design – Development – Implementa-
tion – Evaluation. This stage aims to design 
the Development of  E-Digital Archives for the 
Academic Field of  the Faculty of  Economics, 
Universitas Negeri Semarang.

The development stage aims to input 
academic field archives into structured E-
Digital Archives according to what was pre-
viously determined in the design stage. The 
development stage will produce archive data 
that has been inputted. Furthermore, the ar-
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chive will be validated by an expert validator. 
This aims to provide validation that the input 
of  academic archive data is feasible to use. 
Activities at this stage are followed by a series 
of  revision activities on archived data that has 
been inputted. Validation activities are carried 
out by asking for consideration from experts 
to assess by filling out an assessment instru-
ment in the form of  an E-Digital Archive vali-
dation sheet. This assessment was carried out 
by Archivist Functional Staff  at the Faculty of  
Economics, Semarang State University and 
Deputy Dean for General Affairs and Finan-
ce, FE, Semarang State University. Revision 
of  the E-Digital Archive is carried out based 
on expert advice during validation.

The implementation phase was carried 
out after several revisions and validations and 
was declared feasible based on expert judg-
ment. This stage is a data check for the appli-
cation of  the E-Digital Archive input process 
of  the Faculty of  Economics, Semarang State 
University.

The final stage in the ADDIE research 
model is evaluation. At this stage an evalua-
tion can be carried out on the results of  field 
data checks. Evaluation is also carried out by 
means of  final revisions so that it is true that 
digital archive data is the FE UNNES Archi-
ve on the UNNES digital archive page. The 
instrument used to collect data is an expert 
validation sheet. The expert validation sheet 
is an instrument used to obtain data about 
the validity of  archival data. This validation 
was carried out by expert archivists from the 
Faculty of  Economics. After obtaining the as-
sessment data, then the data is analyzed desc-
riptively quantitatively to determine the digital 
archive data base.

After data from all sources has been col-
lected, the next step is to process the data or 
analyze the data (Arikunto, 2006). The data 
analysis performed was Expert Validation 
Data Analysis. Data analysis used is descripti-
ve qualitative and quantitative analysis techni-
ques.

 

RESUlTS AND DIScUSSION

Development of Digital Archives 
at the Faculty of Economics (FE)

The development of  digital archives at 
the Faculty of  Economics is managed based 
on archive guidelines according to the classi-
fication of  letters in Universitas Negeri Sema-
rang, namely Student Affairs, Static, Educa-
tors (TD), Lectures (PK), Academic Support 
(TA), Research (PT), Community Service, 
Journal/Book Publication (PJ), Graduation 
and Alumni (WA), Quality Assurance (JM), 
Administration (TP), Planning (PR), Law 
(HK), Organization and Management (OK), 
Archives (KA), Administration (TU), House-
hold (RT), Equipment (PR), Public Relations 
(HM), Education and Training (DL), Techno-
logy and Communication Studies (IT), Super-
vision (PA), Personnel (KP), Finance (KU), 
Business Entities (BU), Student Admissions 
(TM), Information Data and Academic Deve-
lopment (DI), Curriculum (KR) and Integrity 
Zone (ZI). The initial condition of  the Fa-
culty of  Economics digital archive has been 
presented in the Digital Archive Information 
System (Siradi), but it is still very limited. The 
initial archive data that has been input is 426 
archives.

The condition of  the archives at the 
Faculty of  Economics (FE) is divided into: 
dynamic archives, which are managed by the 
admin of  the Faculty of  Economics Univer-
sitas Negeri Semarang education staff, name-
ly the Department of  Accounting, Manage-
ment, Economic Education and Development 
Economics. The archives managed include 
archives for major activities, archives for the-
sis examinations (supervisory decrees, exam 
requirements files, thesis exam assignment 
letters, thesis grades), accreditation forms, 
department Internal Quality Audit forms 
and comprehensive exam assignment letters, 
semester learning plans and teaching mate-
rials subject. Dynamic archives managed by 
faculty education staff, namely: dynamic ar-
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chives managed by academic staff  including 
academic activity programs, student data, 
lecture schedules, lecture monitoring, lecturer 
homebase, legalization of  diplomas, research 
data archives, archives of  academic service 
letters, forms faculty accreditation, internal 
quality audit forms, student graduation dec-
rees. Dynamic archives managed by student 
affairs staff  include student activity programs, 
Student Institution/Student Activity Unit ac-
tivity data, scholarship recipient data, student 
achievement data, student entrepreneurial 
data, student service letter archive data, Dec-
ree of  Student Organization/Student Activity 
Unit Functionaries.

Dynamic Archives managed by general 
and staffing staff  include general and emplo-
yment service documents, infrastructure data 
(archives of  state property in the form of  buil-
dings, parks, parking lots, etc.), transfer data, 
promotion data, further study data, leave data, 
satya awards, work badges, etc. Dynamic ar-
chives managed by finance and accounting 
staff  include proposals and accountability 
reports for faculty, department and Student 
Affairs Organizations/Student Activity Units, 
financial transaction data, education develop-
ment contribution data, all activity proposals, 
meeting data, monitoring and evaluation data 
for quarters I, II, III and IV data and strategic 
plans.

Record center of The Faculty of Economics
Inactive archives at the Faculty of  Eco-

nomics are stored manually in the Record 
Center L3 Floor 2. There are 15 modern cup-
boards used to store archives, until now the-
se cabinets have been used in stages to store 
archives. The original condition of  several 
archives stacked irregularly (mixed archives). 
Gradually identified and arranged according 
to the existing archive arrangement. there 
are 76 types of  archives that are identified as 
destroyed. Cabinets A (A1-A5) for organizing 
accounting and financial records (starting 
from 2013-2020) cabinets B1-B2 for student 
files, cabinets B3-B5 for academic archives, 
cabinets C1-C3 for general and personnel files 

and cabinets C4- C5 mixed archive. Due to the 
limited number of  archivists at the Faculty of  
Economics (only 2 people) and even the equa-
lized archivists, for the gradual and process 
arrangement, until October 2022 the complete 
financial accounting archives from 2013-2020 
have been successfully included, while the 
academic archives and student affairs are still 
in progress, some have been included in the ar-
chive box, some are still in the mixed archive.

Figure 1. The condition of  the archives of  
the Faculty of  Economics before being man-
aged

Figure 2. The condition of  the archives of  
the Faculty of  Economics after being man-
aged
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The FE archive management develop-
ment process begins with the appointment of  
a unit operator. Then the archive is inputted 
into the unit archive data menu (FE) by the 
operator. The determination of  input opera-
tors includes operators in the academic, gene-
ral, financial and student affairs fields, while 
several sub-section staff  for academic and 
student affairs have been determined, namely 
Hayat Widodo Asikin, Djumirah, Fendi Setyo 
Harmoko, Urip Wahyuni, Della Septiam A, 
Zaenus and will be determined based on the 
leadership’s decision. Determination of  per-
sonal system access, will also be determined 
based on the decision of  the leadership both 
from the elements of  lecturers and education 
staff. The steps taken for developing e-digital 
archives are appointing and assigning (assign-
ment letters) once every semester as a form of  
reward for their performance for uploading ar-
chives properly and correctly and sustainably. 
To provide an understanding of  the inputting 
process, a digital archive development work-
shop was carried out by bringing in resource 
persons from archival unit 1 (Archives Techni-
cal Implementation Unit), namely Joko Lego-
wo, S.Pd, M.Pd and other competent narra-
tors.

The steps used by digital archive opera-
tors are as follows: (a) Login in apps.unnes.
ac.id; (b) Select a digital archive; (c) Click the 
unit archive data; (d) Click new archive: fill 
in the number, description of  uploaded docu-
ments, date of  archive, classification field, up-
load archive, select file (in PDF form), e) Click 
add archive, the archive has been added.

Then the new archive has been success-
fully uploaded, and so on. The operator must 
upload the processed letters to be archived in 
the unit archive data. While the file data menu 
is expected to be uploaded based on recordings 
of  faculty activities on a regular basis from in-
vitations, meeting attendance lists, minutes, 
activity reports. With the file name according 
to the uploaded file.

The data in the FE digital archive shows 
the most input compared to other faculties, 
hopefully inspiring other faculties to develop 

digital archives more optimally. Data input is 
carried out routinely by the operator, until Oc-
tober 31, 2022, 1,452 files have been success-
fully inputted. For the new static archive, it is 
limited to student data, curriculum, flagship 
activities of  the Faculty of  Economics. For 
inactive archives, they are manually organi-
zed which have also been identified manually 
at the FE Record Center in Building L3, 2nd 
floor of  FE UNNES and the 2013-2020 ac-
counting and student data files have been re-
corded.

The development of  this year’s E-Digi-
tal archive has shown maximum results, na-
mely until October 31, 1452 archived letters 
have been inputted, but there are still prob-
lems, especially in uploading what files must 
be uploaded by the operator, this is because 
the operator does not understand correctly 
and precisely regarding archives and records 
management.

The results of  the E-Digital Archive that 
have been achieved will be continued in the 
coming year, with periodic improvements re-
lated to uploading archive data for the Faculty 
of  Economics, input and criticism for develop-
ment implementation and problems faced by 
operators and system users, used as a guide to 
improve Unit archive input Archives 2 (UK-
2). Furthermore, ongoing monitoring and eva-
luation is carried out routinely and periodical-
ly once a month.

cONclUSION

The development of  the digital archives 
of  the Faculty of  Economics, Universitas Ne-
geri Semarang is the first step to optimizing 
archival data, especially static and inactive ar-
chives managed by the Faculty of  Economics 
as Archival Unit 2 (UK-2). Archive data that 
has been uploaded includes student data, cur-
riculum, meeting minutes and several reports 
on FE’s leading activities.

Based on monitoring and evaluation 
of  the archives that have been inputted, there 
are 1432 archives. For archives that have been 
identified manually, they have been arranged 
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at the FE Record Center in the 2nd floor of  the 
FE UNNES Building L3. In the FE Record 
Center, 76 types of  archives have been identi-
fied as proposed to be destroyed. We will im-
mediately consult with the UNNES Archives 
Unit for destroyed archives and immediately 
process the proposed destruction.

In implementing the development of  
this E-Digital Archive, there are still prob-
lems, especially in uploading which files must 
be inputted by operators and grouping or clas-
sifying archives, this is because operators do 
not understand correctly and precisely about 
archives and archive management. Therefore, 
the provision of  education to the academic 
community, especially educators in the field 
of  archives is very important. The author’s 
suggestion for the development of  further re-
search is to be able to examine the readiness 
of  Human Resources (HR) and other organi-
zational resources, whether they are interre-
lated with the performance and performance 
of  organizational management. Besides that, 
further research can also aim at a global scope, 
which is broader in scope and not based on 
just one organization.

REFERENcES

Arikunto, Suharsimi. (2006). Prosedur Penelitian: 
Suatu Pendekatan Praktik. Jakarta: PT Rine-
ka Cipta.

Armida Silvia, Armiati, & Leo Frista. (2016). 
Manajemen Kantor. Jakarta: Kencana.

Barokati, Nisaul, & Fajar Annas. (2013). Pengem-
bangan Pembelajaran Berbasis Blended 
Learning pada Mata Kuliah Pemrograman 
Komputer (Studi Kasus: UNISDA Lamon-
gan). Jurnal Sistem Informasi, 4 (5), 352 – 359.

Barthos, Basir. (2014). Manajemen Kearsipan Un-
tuk Lembaga Negara, Swasta, dan Perguruan 
Tinggi. Jakarta: Bumi Aksara.

Borg, W. L. & Gall, M. D. (1983). Educational Re-
search: An introduction, 4th Edition. London: 
Longman Inc.

Chen, Y., Xu, Y., & Zhai, Q. (2019). The Knowl-



Rohmawati, Ahmad S., Januharto P., & Moch F. R. / EEAJ 12 (1) (2023) 10-17

17

Mulyono, M.A. (2009). Manajemen Administrasi 
dan Organisasi Pendidikan. Yogyakarta: Ar-
Ruzz Media.

Narindro, L., Hardyanto, W., Joko Raharjo, T., & 
Kardoyo, K. (2021). Development of  Ac-
countability for Academic Performance 
Model Based on Management Information 
System. VINE Journal of  Information and 
Knowledge Management Systems, 51(1), 47-63.

Peraturan Pemerintah Nomor 28 Tahun 2012 ten-
tang Pelaksanaan Undang-Undang Nomor 
43 Tahun 2009 tentang Kearsipan (Lemba-
ran Negara Republik Indonesia Tahun 2012 
Nomor 53, Tambahan Lembaran Negara 
Republik Indonesia Nomor 5286)

Peraturan Kepala Arsip Nasional Republik Indo-
nesia Nomor 4 Tahun 2017 Tentang Pelak-
sanaan Tugas Jabatan Fungsional Arsiparis.

Prastya, Gede Hendra, Ketut Pudjawan, & Kadek 
Suartama. (2015). Pengembangan Multime-
dia Pembelajaran Interaktif  Mata Pelajaran 
Bahasa Indonesia dengan Model ADDIE 
untuk Siswa Kelas VII Semester Genap 
Tahun Ajaran 2014-2015 di SMP Negeri 1 
Banjar. e-Journal Edutech Universitas Pendidi-
kan Ganesha Jurusan Teknologi Pendidikan, 3 
(1).

Putra, Rico Pratama., Djoko Santoso TH., Jumi-
yanto Widodo. (2019). Pengelolaan Arsip 
Dinamis di Pengadilan Negeri Surakarta 
Kelas 1A Khusus. Jurnal Informasi dan Ko-
munikasi Administrasi Perkantoran, 3 (1), 1–9.

Rifa’i, Achmad & Catharina Tri Anni. (2016). 
Psikologi Pendidikan. Semarang: UNNES 
Press.

Saputra, F., & Ali, H. (2022). Penerapan Mana-
jemen POAC: Pemulihan Ekonomi Serta 
Ketahanan Nasional Pada Masa Pandemi 
Covid-19 (Literature Review Manajemen 
POAC). Jurnal Ilmu Manajemen Terapan, 

3(3), 316-328.
Silvia, S., & Aryanti, F. I. (2022). Analisis Pener-

apan Manajemen Laboratorium Prodi 
Teknik Kimia Polimer Politeknik STMI 
Jakarta. Jurnal Teknologi Dan Manajemen, 
20(2), 103-108. 

Siswanto. (2007). Pengantar Manajemen. Jakarta: 
PT Bumi Aksara. 

Sugiarto & Wahyono. (2015). Manjemen Kearsipan 
Modern. Yogyakarta: Gava Media. 

Sugiyono. (2010). Metode Penelitian Pendidikan 
(Pendekatan Kuantitatif, Kualitatif, dan R&D). 
Bandung: Alfabeta.

Sugiyono, P. (2016). Metode Penelitian Manajemen 
(Pendekatan Kuantitatif, Kualitatif, Kombinasi 
(Mixed Methods), Penelitian Tindakan (Action 
Research, dan Penelitian Evaluasi). Bandung: 
Alfabeta CV.

Triyanto, B., Soediantono, D., & Fachlevi, M. R. 
(2021). Penerapan Manajemen Sumber 
Daya dalam Rangka Efisiensi Penataan Tat-
alaksana guna Mewujudkan Reformasi Bi-
rokrasi di Lingkungan TNI Angkatan Laut. 
JMBI UNSRAT (Jurnal Ilmiah Manajemen 
Bisnis dan Inovasi Universitas Sam Ratulangi), 
8(1).

Undang-Undang  Nomor  43  Tahun   2009   ten-
tang Kearsipan (Lembaran Negara  Repub-
lik  Indonesia  Tahun 2009 Nomor 152, 
Tambahan Lembaran Negara Republik In-
donesia Nomor 5071). 

Wahyudi, I. (2022). Literature Review: Determi-
nasi Sistem Informasi Manajemen dengan 
Lingkungannya. Jurnal Ilmu Manajemen Ter-
apan, 3(3), 347-353.

Widaningsih, R. A., Sukristanta, S., & Kasno, K. 
(2020). Tantangan Bagi Organisasi dalam 
Mempertahankan Kinerja Pegawai Selama 
Pandemi Covid-19 di Indonesia. Al Tijarah, 
6(3), 193-198.


