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ABSTRAK

Himmatul Adzimah (06020320031), 2024. Pengelolaan Arsip Digital Melalui Aplikasi
Sistem Informasi Tata Naskah Dinas Elektronik (SiNaDine) di Kantor Kementerian
Agama Kabupaten Lamongan. Dosen Pembimbing I, Drs Lilik Huriyah M.Pd.I. Dosen
Pembimbing II, Machfud Bachtiar M.Pd.I.

Skripsi ini membahas tentang pengelolaan arsip digital melalui aplikasi sistem informasi
tata naskah dinas elektronik (SiNaDine) di Kantor Kementerian Agama Kabupaten
Lamongan. Penelitian ini bertujuan untuk menjawab fokus penelitian mengenai
pengelolaan arsip digital melalui aplikasi SiNaDin, faktor pendukung dan penghambat
pengelolaan arsip digital melalui aplikasi SiNaDine serta dampak pengelolaan arsip digital
melalui aplikasi SiNaDine. Jenis penelitian yang digunakan yaitu penelitian kualitatif
deskriptif. Informan pada penelitian ini yaitu Kepala Kasubag TU, Arsiparis dan tiga staf
PTSP. Objek Penelitian ini ada pengelolaan arsip digital melalui aplikasi SiNaDine.
Pengumpulan data dilakukan melalui wawancara, observasi dan dokumentasi. Peneliti
melakukan analisis dan interpretasi data melalui reduksi data, penyajian data dan penarikan
kesimpulan. Pada proses pengujian keabsahan data peneliti menggunakan teknik
triangulasi.

Hasil penelitian menunjukkan bahwa pengelolaan arsip digital melalui aplikasi SiNaDine
ini telah menerapkan aplikasi Sinandine sejak tahun 2019 ketika adanya covid 19.
SiNaDine merupakan aplikasi buatan Kanwil Jawa Timur yang diadopsi oleh kantor
Kemenag Lamongan. Proses pengelolaan arsip di SiNaDine dilakukan melalui 4 proses
yaitu penciptaan dan penyimpanan arsip, arsip diciptakan melalui 2 cara yakni proses
scanning jika surat berbentuk hard copy sedangkan jika berbentuk soft copy maka otomatis
akan langsung di upload. Untuk penyimpanan sendiri Kemenag Lamongan menyimpan
semua data pada aplikasi namun juga penyimpanan melalui manual masih dilakukan
dengan mencatat pada buku agenda. Kedua yakni distribusi dan penggunaan, proses
distribusi arsip dilakukan ketika sudah mendapat persetujuan dari pihak terkait. Ketika
sudah disetujui barulah arsip dapat d distribusi dan digunakan . ketiga adalah pemeliharaan.
Pemeliharaan yang dilakukan Kemenag Lamongan adalah dengan pemeliharaan pada
perangkat keras maupun lunak. Yang terakhir yakni disposisi, Kemenag Lamongan masih
belum melaksanakan proses penghapusan arsip karena masih belum ada sosialisasi terkait
penghapusan dari pihak atas. Faktor pendukung dari pengelolaan arsip melalui aplikasi
SiNaDine adalah adanya dasar hukum serta komitmen pemerintah, ketersediaan
infrastruktur teknologi dan SDM yang memadai. Untuk faktor penghambat sendiri adalah
Sumber Daya manusia, kurangnya sosialisasi dan server yang sering down. Dampak dari
penggunaan aplikasi SiNaDine ini sangat membantu proses persuratan di kantor Kemenag
Lamongan karena dapat mempercepat proses persuratan dan menghemat biaya dinas.
Selain itu aplikasi ini dapat diakses dimana pun dan kapan pun karena bisa dibuka melalui
handphone.

Kata Kunci: Pengelolaan Arsip Digital, SiNaDine, Sistem Informasi Elektronik
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ABSTRACT

Himmatul Adzimah (06020320031), 2024. Digital Archives Management Through the
Electronic Official Manuscript Information System (SiNaDine) Application at the
Ministry of Religion Office, Lamongan Regency. Supervisor I, Drs Lilik Huriyah
M.Pd.I. Supervisor II, Machfud Bachtiar M.Pd.I.

This thesis discusses the management of digital archives through the electronic official
manuscript information system (SiNaDine) application at the Ministry of Religion Office,
Lamongan Regency. This study aims to answer the focus of research on digital archive
management through the SiNaDin application, supporting and inhibiting factors for digital
archive management through the SiNaDine application and the impact of digital archive
management through the SiNaDine application. The type of research used is descriptive
qualitative research. The informants in this study were the Head of the TU Sub-Division,
Archivists and three PTSP staff. The object of this research is digital archive management
through the SiNaDine application. Data collection was carried out through interviews,
observations and documentation. Researchers conducted data analysis and interpretation
through data reduction, data presentation and drawing conclusions. In the process of
testing the validity of the data, researchers used triangulation techniques.

The results of the study show that the management of digital archives through the SiNaDine
application has implemented the Sinandine application since 2019 when there was Covid
19. SiNaDine is an application made by the East Java Regional Office which was adopted
by the Lamongan Ministry of Religion office. The archive management process in SiNaDine
is carried out through 4 processes, namely the creation and storage of archives, archives
are created through 2 methods, namely the scanning process if the letter is in hard copy
form, while if it is in soft copy form, it will be automatically uploaded directly. For storage
itself, the Lamongan Ministry of Religion stores all data in the application but manual
storage is still carried out by recording it in an agenda book. The second is distribution
and use, the archive distribution process is carried out when it has received approval from
the relevant parties. When it has been approved, the archive can be distributed and used.
The third is _maintenance. The maintenance carried out by the Lamongan Ministry of
Religion is through maintenance on hardware and software. The last is disposition, the
Lamongan Ministry of Religion has not yet carried out the archive deletion process because
there has been no socialization regarding the deletion from the upper party. Supporting
factors for archive management through the SiNaDine application are the existence of a
legal basis and government commitment, the availability of adequate technological
infrastructure and human resources. The inhibiting factors are Human Resources, lack of
socialization and servers that are often down. The impact of using the SiNaDine application
is very helpful for the correspondence process at the Lamongan Ministry of Religion office
because it can speed up the correspondence process and save service costs. In addition,
this application can be accessed anywhere and anytime because it can be opened via a
cellphone.

Keywords: Digital Archive Management, SiNaDine, Electronic Information System
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