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INTRODUCTION

Situation Analysis

Technology development currently can-
not be denied, it continues to spread to all as-
pects of life, including in the aspects of learn-
ing and office activities. Of course, this can not
be avoided by educators in vocational schools
as one of the competency-based education. The
development of this information technology di-
rectly affects the management of records,
where archives are no longer merely tangible
material such as papers, scripts, videos, images
and conventional forms of archives, but have
been transformed into virtual archives, such as
information inform digital - soft the file. As a
form of responsiveness to the development of
this information technology, an important role
in the system transition and archive manage-
ment model continues to be improved, both in
terms of its human being as a manager and ap-
plication or storage aids as well as the filing
system itself.

Director of Human Resources and Or-
ganizations (SDMO) ITS, Sri Gunani Pratiwi
said that the management of archives today can
no longer be compared to the management of
archives in the past. The era of ndustrial revo-
lution 4.0 is very influential in the world of ar-
chives, especially technological developments.
"In addition to good management, in the cur-
rent era data must also be accessed quickly so
that organizational performance can be carried
out effectively and efficiently," he said
(ITSMS, 2018). This is in line with the opinion
of the ITS Statistics Department Professor,

where he said that wealth is not only in the
form of material such as money or gold but
also data, with good data management, then
the data will be very valuable. Data growth
becomes very fast, the form or format of data
is very diverse and the amount is very large
and increasingly complex which we common-
ly refer to as Big Data.

The development of technology and
information is encouraging teachers in
schools to be able to develop themselves to
teach archives today. The situation of the
teachers at SMK Negeri 16, currently requires
refreshment of knowledge in the field of ar-
chives, especially digital archives, which is
new to them.

At State Vocational School 16 still
found archival management using a manual
system. The files that exist as paper-based ar-
chives are collected in one folder and ar-
ranged into an ordner or box file, digital-
based learning archives or what is usually
called has not yet been seen digital archives.
Therefore, the teachers are very enthusiastic
to get digital archive training.

The implementation of the exam activ-
ities in vocational schools is commonly
known as the Competency Test for Compe-
tency (UKK) where the exam is in the form of
office practice tests with 10 test subjects and
one of them is archiving. In SMK 16, the fa-
cilities provided and used by students in the
implementation of the UKK archives are
agenda books, archive books, letters as ar-
chives, sheets, and

disposition guides,
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snelhecter maps. This shows the lack of digi-
talization in the implementation of the archiv-
ing UKK.

Therefore an understanding of the im-
portance of digital(digital archives ), is cur-
rently very much needed by teachers as new
teaching material in the face of the 4.0 revolu-

tion era.

Problem Formulation

Based on the situation analysis above,
the formulation of the problem in this activity
is how to improve teachers' understanding of
digital archives and how teachers have infor-
mation related to the right application for ar-

chiving and have the ability to apply it.

Objectives of The Activities

Objectives of community service are:

1. Participants understand the theory and
application of digital records in an organ-
ization

2. Participants can understand what applica-
tions will be used in managing digital
records

3. Participants can prepare the skills needed
in managing digital records

4.  Participants can apply digital archive

management is well.

Benefits of Activities

Through community service activities
are expected:
1.  Training participants have an understand-

ing of digital archives

2. Training participants can make prepara-
tions when they want to archive in the
form of digital archives

3. Tramning participants can apply good
digital archive management

4.  Traming participants can have the skills

needed to manage digital archives.

THEORETICAL REVIEW

Understanding Digital

Archives Digital archives are records
that were created and used in electronic form
(Putranto, 2017). Digital archives can come
from printed archives that are converted to
digital or archives that are "born" in digital
form. According to (Muhidin, Winata, & San-
toso, 2016) digital archives are data (archives)
that can be stored and transmitted in intermit-
tent forms, or in the form of binary codes that
can be opened, created or deleted with com-
putational tools that can read or processing
data in binary form so that archives can be

used or utilized.

Benefits of Digital Archives
The benefits of archive management in
a database, among others (Rifauddin, 2016):
a. Investment savings in the form of paper,
printing ink (printers and photocopies).
So many archives require a lot of paper
and printing ink. But when it has been
digitized, it reduces the need for paper
and printing ink. Certainly, becomes

more efficient, than manual archives.
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Investment savings in the form of time to
access the archive.

By using physical archiving methods, it
will be very difficult to find an archive
contained in an archive warehouse. Things
that make it difficult to search for archives
include locations that move frequently be-
cause archives are often borrowed and the
djan is not returned in its place, unstruc-
tured archive placement, records of un-
structured travel records, and so on and
using electronic archive methods, the elec-
tronic search will facilitate enter the ar-
chive code as if we were searching for a
document on our computer.

Investment savings in the form of HR.

The conventional filing system mnvolves
many archiving officers to be able to serve
the needs of the archives, and this also
does not guarantee the speed of searching
and structuring a good arrange ment of rec-
ords, because more and more parties man-
aging the records instead usually create a
management system that clashes between
the habits of each HR. managing the ar-
chive By using electronic archives, the
need for human resources can be sup-
pressed because the need for human re-
sources is only in the form of media trans-
fers, examiners, and people who distrib-
ute.

Minimize the possibility of data destruc-
tion.

It's easy to back up data on an electronic
system. so that we will always have a

backup of the important files that we have.

This is to prevent the destruction of rec-
ords caused by disasters such as floods,
fires, etc.

Besides that, there are still many ad-
vantages that we get from the digital archive
system, so from now on let us together switch
slowly to the electronic filing system and take
good and wise steps to be implemented imme-

diately.

Purpose of Digital Archives

The purpose of digitizing archives is
so that our archives and documents can be
stored more easily, practically and stay safe
(Marsofiyati, 2015). Nowadays, many archiv-
al practitioners have switched from conven-
tional physical storage media or commonly
referred to as hard copies into electronic me-
dia which are commonly called soft copies.
This is of course after considering the benefits
and efficiency that can be obtained from elec-
tronic archiving compared to physical archiv-
ing. The advantage gained from the electronic
filing system, one of which is saving archival
space. The more an archive, the more devia-
tion space is needed. This can be simplified, if
the archives can be transferred to electronic
media so that it becomes simpler in terms of
efficiency (Judge, Managing Archives in the
Information Technology Era, 2015).
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MATERIALS AND METHODS

The method used i this activity is in
the form of training and workshops. The train-
ing begins with the first presentation of theo-
ries relating to digital archives and then prac-
tices directly about the management and appli-
cation of digital archives.

The implementation of this community
service activity follows the implementation of
action research activities consisting of Plan-
ning, Preparation, Implementation (action),
Observation and Evaluation and Reflection.

a. Planning
In the planning, the PKM team
coordinated with several parties related
to the organization of activities. Coordi-
nation is carried out to LPPM Jakarta

State University, SMK Negeri 16 as

partners and fellow PKM team mem-

bers. Preparation of service programs
based on the analysis of the situation,
the analysis of the teacher, the type of
digital archival system (digital ar-
chives), the number of students and
teachers of the Department of Adminis-
trative Office Automation Governance
(OTKP), shape and BK infrastructure
facilities and IT development.
b. Implementation (Actions)
In the implementation, as for the
activities carried out in it are:

1. The formation of teachers who teach

in the field of digital archives.

2. Training on the introduction of digi-

tal archives.

3. The control and linkage knowledge

and skills, especially the field of
digital archives.

4. Mastery of archival practices and
improved linkages knowledge and
skills of digital archival system.

5. The linkages  between  the
knowledge and skills of the SMK
program with the desired career de-
velopment direction.

6. Demonstrating the use of ICT in ar-
chives, especially digital archives.

7. Assistance.

With the formation of teachers
who teach in the field of archives to
then be given training on the mtroduc-
tion of digital archives. Through this
training, teachers are expected to mas-
ter and link the knowledge and skills in
the field of archives, especially digital
archives. So that it can be used or asso-
ciated with vocational program skills
with the desired career development
direction.

Then there was a demonstration
of the use of ICT in managing digital
archives with the assistance of the
PKM team. Through the demonstra-
tion, participants followed each of the
steps presented to provide a direct pic-
ture of managing digital records and
giving a deeper understanding by expe-
riencing directly the management of
digital files. As can see in Figure 1.
Observation and Evaluation Observa-

tion
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Activities are carried out directly
by the implementing team. Observa-
tions by the work of participants to the
training of the digital archive(digital ar-
chives ) were good and the use of ICT
in the management of archives. The
evaluation process is carried out to find
out the shortcomings and obstacles in
the implementation of community ser-
vice activities.

Reflection

Reflections are carried out jointly
between the team and participants. This
is done to find out the entire process of
implementing activities. Science and

Technology Transfer conducted by the

team at each stage received by partners
is done through the process of listen-
ing, knowing, trying, evaluating, ac-
cepting, believing and implementing,
namely:

1. Interviews with teachers who are
willing to be assisted in the form
of providing digital archive train-
ing to be more effective and effi-
cient.

2. Lecture and face-to-face

3. Introduction to the concept of
managing  digital  archives

through the presentation of pa-
pers and cases up-to-date.

4. Hold discussions to be able to

Figure 1.
Demonstration of Digital Archive Manage ment.
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produce feedback on digital ar-
chives with chronological evi-
dence and constraints.

5. Digital

application training with the aim

information technology
of all archiving facilities can be
done well and neatly organized.
The mnformation contained in the
electronic archive can be easily
changed, deleted and modified as need-
ed (Hanriarseto, 2013). Besides, the age
or physical endurance of electronic rec-
ords is very limited, the more frequently
used electronic files, the faster they are
damaged. The physical maintenance of
electronic records also requires good
storage methods. Besides there are some
difficulties in managing electronic rec-
ords, some advantages can be obtaned
from managing electronic records,
which include: saving space, large stor-
age capacity, access to information fast-
er, saving human resources and mini-

mizing data destruction.

RESULTS AND DISCUSSION

Community service activities were car-
ried out at SMK Negeri 16 Jakarta. PKM is
one of the ways to be able to take advantage of
technological developments where through the
development of these technologies can be used
for various jobs, one of which is in the man-
agement of records. This is in line with the ob-
stacles faced by SMK Negeri 16 Jakarta in

managing archives.

Based on the results of previous inter-
views and surveys, mentioned below are the
results of problems faced by partners, among
others:

1. Teachers do not understand digital ar-
chives.

2. The teacher lacks information about digi-
tal archives (digital archives).

3. Teachers are still confused about how to
choose the right application to manage
digital archives(digital archives).

4. Teachers do not yet have a picture of the
characteristics, requirements, abilities,
and skills needed in managing digital
files (digital archives ) as one of the sup-
porting archival learning in the Industrial
Revolution era 4.0 .

With the problems faced by these part-
ners, the PKM team provided training to get
to know and be able to operate several appli-
cations that could be used. Some applications
that can be used and how to use digital ar-
chives are started from digital archives with
Windows Explorer, Microsoft Office Excel,
Microsoft Office Access and PHP MYSQL as

follows.

a.  Grouping Letters Using Windows Ex-
plorer

Windows Explorer is one of the

facilities found in a Windows-based op-

erating system. Function to organize

files through the use of folders. Explor-

er gives users the freedom to group files

based on certain criteria. In the letter

structuring an application, for example,

135

ISSN
2580-4332 (online)
DOI: doi.org/10.21009/JPMM.004.1. 11


http://u.lipi.go.id/1496836595
http://journal.unj.ac.id/unj/index.php/jpm

Jurnal Pemberdayaan Masyarakat Madani Volume 4 No 1 July 2020

you can create several folders according b. Create Letter Agenda With Microsoft
to the subject of the letter. Office Excel
The process of making a Folder: Microsoft Office Excel can pro-
1) Open Windows Explorer cess data in numeric or numeric form.
2) Determine the location of the stor- The calculation process becomes faster
age folder, for example in Local and more accurate. Besides these capa-
Disk D or E bilities, this program can make data ma-
3) Right Click on the Right Panel of nipulation, data analysis, and grouping
Windows Explorer easier. The availability of facilities Ay-
4) Select New Choose perlink that is more perfect compared to
5) Folder (As can see in Figure 2) Microsoft Office Word.
6) Type the Subject of Folder (As can In the field of archives, Microsoft
see in Figure 3) Excel can be used in making Incoming
7) New Folder ready to use (As can and Outgoing Letters Agenda Book Al-
see in Figure 4) so Disposition Sheets. By using a facili-
- —

Figure 2. Figure 3.
Display Creating a New Folder. Display Subject of New Folder.
= % —=
Figure 4.
Display Changing The Folder Name.
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ty hyperlink, it will be easy to find docu-
ments or letter files that have been sched-
uled.

Example of a Letter Agenda creat-
ed using Microsoft Excel can be seen in
Figure 5. The blue text in the SHORT
CONTENT column has been linked to
the document or letter file, so that when
clicked the letter in question will appear.
The process of connecting using the fa-
cility hyperlink.

The following are the steps to link
a letter file with the letter agenda created.

1)  Text Block or just Right Click on
the Cell that you want to link to.

Figure 5.
Letter Agenda created using
Microsoft Excel.

Figure 7.

For example Cell E2 with the
text "Primary JPT Open Selec-
tion ..."

2)  Select insert - Hyperlink (As can
see in Figure 6)

3) Search file. Specifying Folders

and Files
4)  Click File
5) OK

6)  Usually, the text will turn blue

and underlined (As can see in

Figure 7)
7)  Click the text and the letter file
will open.
Insert Hyperfink » IEd :
Link to: Ted to display. Seleksi Terbuka JPT Pratama o Lingkungan Pemerintah Kota Malang StreenTip. A
L9 P KEPEGAWAIAN v 1

Existing File
s oy r:ﬂ_ Saokmart

Current

Fold -

L’ older |

Place in This
Docume nt | | Browsed

Pages

3
reate New Regent
Document Fil
_|] Addrgss: CONTOH SURAT\KEPEGAWAIAN'O1 jog
£-mail
Address
oKX Camxel
Figure 6.

Display the file or figure to link.

Display cell after right-clicking.
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The data that has been created can
be reprocessed to create disposition
sheets using the facility mail marge
found in Microsoft Word.

1.  Disposition Sheet Design
Disposition sheet design can use
the table facilities found in Mi-
crosoft Word. Appearance and
features tailored to the needs of
each agency. An example can be
seen in Figure 8.

2. Combining Letter Data with Dis-

position Sheets

LEMBAR DISPOSISI

Indeks : Sifat

No. Agenda Tel. Penvelesaian ;-
Tel. Surat No. Surat

Isi Ringkas : Asal

Instruksi’ Diteruskan
Informasi Kepada

Sesudah digunakan harap dikembalikan
Kepada:
Tanggal:

Figure 8.
Disposition Sheet.

@ H S O:
FILE HOME INSERT DESIGN

0 —_—

0

®

s

Envelopes Labels Start Mail  Select

Merge - Recipients »
BT

L —_—

Figure 10.

1) Select Menu Mailing. As
can see in Figure 9.

2) Press Menu Select Recip-
ients

3) Select Use an Existing
List. As can see in Figure
10.

Next, you will be asked to search
for the incoming mail data file that was
created with Microsoft Excel. Then nav-
igate to the file storage location. In this
case, the file is stored on Local Disk D:

Digital Archive Training Folder with

Use an Bxsting List

W o e
LEMBAR DISPOSISI
Figure 9.
Displayed mailing.
AGE LAYOUT REFER
— -B. Menggal

Displayed Mailing Menu
(Select Recipients).
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the file name Agenda Letter. An example
can be seen in Figure 11.

After the file is found, then click
OK. As can see in Figure 12.

There are (3) three Sheets in the
file because what is needed is the data in
the Inbox Agenda sheets, then the Inbox
Agenda Sheets are chosen, then click
OK. As can see in Figure 13.

Insert Merge Field at the mailing

menu, as can see in Figure 14.

Setect Data Source [ < |

Figure 11.
Searching File.

2

Select Table . n
Name Description  Modified Created Type
AGENDA SURAT KELUARS 12.00:00 AM  12:00:00 AM  TABLE
1200:00AM 1200:00AM TABLE

12:00:00 AM  12:00:00 AM  TABLE

>

V! First tow of data contains column headers oK Cancel

Figure 13.
Display Sheets.

These fields will be included in
the disposition sheet format that was de-
signed earlier. Next, place the mouse
pointer next to the file where you want
to insert the incoming mail data.

An example when I want to insert
data No. Agenda can be seen in Figure
15.

Place the pomter to the right of
the No. text. Agenda, then click the In-
sert Merge Field button, then select and

Figure 12.
File Found.

Setelah file di kOK

Ada tiga (3) arena yang d
Agenda Surat lih adalah She
Kiik OK.

Figure 14.
Display the menu mailings.
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click NO _AGENDA. The results are as
shown in Figure 16.

To see the results, press the button
Preview Results and right arrow, or en-
ter the record number. As can see in Fig-
ure 17.

And this is the final display of dis-

position sheet. As can see in Figure 18.

Creating a Letter Agenda With Mi-
crosoft Office Access
Microsoft Office Access is mtended

to build an applications database. Users

R DISPOSISI

Figure 15.
Display Mailings Menu.

LEMBAR DISPOSISI

Figure 17.
Display Preview Result.

must have more capabilities besides the
ability to use Word, Excel and Power-
Point office applications. Among them
is the ability to understand the charac-
teristics database, relationships between
data, and simple programming lan-
guages. An example can be seen in Fig-
ure 19.

The main page display The Digi-
tal Mail Organizer Application is a de-
velopment of the letter agenda applica-

tion that was previously created using

LEMBAR DISPOSISI

ndeks Sifat

¥NO_AGENDA Tyl. Pemyelesalan

Tgl. Surat No. Surat

instruksi/ Diteruskan
Kepada

Sesudah digunakan harap dikembalikan
Kepada

Tanggal

Figure 16.
Disposition Sheet.

LEMBAR DISPOSISI

Figure 18.
Display of Disposition
Sheet Results.
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Microsoft Office Excel. Then developed
using Microsoft Access. Here are some
features on the mail agenda using Mi-

crosoft Access. As can see in Figure 20.

d. PHP and MYSQL—based Letter

Agenda Application
The creation of a letter agenda ap-
plication can be done online or website-
based. This can be built using PHP and
MY SQL. Next is the website-based mail
agenda application. An example can be

seen in Figure 21.

Community service activities are sup-
ported by several factors in it so that they can

run well, where the school and teachers pro-

3 LOGIN FORM -'a

Figure 19.
Display Main Page.

vide support in terms of providing a place of
activity. Then the openness of the school and
the teacher in the cooperation of the imple-
mentation of activities can help the smooth
running of activities.

Community service activities are also
supported by communication and coordina-
tion with the school and teachers. Communi-
cation and coordination are carried out to pre-
pare activities by exchanging information re-
lated to the things needed in the implementa-
tion of these activities.

The availability of places is a support-
ing factor in carrying out this activity. Given
the availability of places is one of the main

supporting factors in the implementation of

Figure 20.
Main Menu Display.
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this activity. Then the conditions of the place
that supports the availability of light and ade-
quate electricity can meet the needs in the
course of activities.

Community service activities are also
supported by the enthusiasm of the participants
in the activities consisting of 16 Jakarta State
Vocational School teachers during the activity.
So that the training material that has been pre-
pared can be conveyed properly. As can see in

Figure 22.

CONCLUSIONS AND
RECOMMENDATIONS

The conclusion of community service is
the implementation of community service ac-
tivities with training and workshop through
guidance and assistance with the results of in-

creased knowledge about digital archives,

1o 0 ey oot Jo 9y - "N

e s 4

AGENDA SURAT DIGITAL

FAKULTAS EXONOMI UNJ
8 R s Sy fome (12

Figure 21.
Display of The Digital Letter
Agenda Home Page.

skills in managing digital archives, expertise
in using digital information technology and
being able to apply digital archives manage-
ment and support for the course of an organi-
zation.

This activity starts with the mitial
presentation stage regarding materials related
to digital archives. Then proceed with the
practice of directly managing digital archives.
The implementation of digital archives is very
useful in archiving, both in archival manage-
ment learning and in archival activities at the
school itself. Teachers and administrators
gain new experience and are greatly helped in
completing records management. To be able
to implement the digital archive, it is neces-
sary to have the readiness and technological
support to facilitate the ICT-based digital ar-

chive activities.

Figure 22.
PKM Team Together with
Training Participants
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