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INTISARI

Pengelolaan dokumen memiliki peran penting dalam mendukung
kelancaran administrasi di lembaga pendidikan, termasuk Pondok Pesantren Wali
Songo Ngabar. Proses pengarsipan di lingkungan pesantren masih dilakukan secara
terpisah oleh masing-masing lembaga dan dikelola oleh petugas yang berganti
setiap 2—4 tahun. Pengelolaan dokumen dilakukan setiap minggu dengan
memanfaatkan arsip digital (softfile) dan fisik (hardfile). Namun, proses tersebut
masih menghadapi sejumlah kendala, seperti tidak adanya pencatatan arsip yang
lengkap, tidak tercantumnya identitas petugas yang melakukan pengarsipan, serta
belum tersedianya informasi alur kerja yang dapat membantu petugas baru
memahami proses pengarsipan.

Untuk menjawab permasalahan tersebut, dilakukan perancangan antarmuka
sistem arsip digital berbasis website dengan fokus pada aspek User Interface (UI)
dan User Experience (UX). Metode yang digunakan meliputi analisis kebutuhan
melalui wawancara, perancangan user flow dan prototipe menggunakan Figma,
serta evaluasi melalui usability testing dan User Experience Questionnaire (UEQ).
Hasil penelitian menghasilkan rancangan antarmuka yang mampu menampilkan
pencatatan arsip secara terstruktur, informasi dokumen beserta identitas petugas
yang mengarsipkan, serta alur pengarsipan yang mudah dipahami. Rancangan
sistem ini diharapkan dapat meningkatkan Kketeraturan pengelolaan arsip,
mempermudah proses kerja admin dan petugas, serta mendukung transparansi dan
efektivitas administrasi. Selain itu, sistem ini berpotensi dikembangkan lebih lanjut
sebagai solusi pengarsipan digital yang berkelanjutan di lembaga pendidikan
lainnya.

Kata kunci: UI/UX, sistem arsip digital, administrasi, usability testing, UEQ.
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ABSTRACT

Document management plays an important role in supporting the smooth
administration of educational institutions, including Pondok Pesantren Wali Songo
Ngabar. The archiving process within the pesantren is still carried out separately
by each institution and managed by staff who rotate every 2—4 years. Document
management is conducted weekly using both digital (soft files) and physical (hard
files) archives. However, the process still faces several challenges, such as the
absence of complete archive documentation, the lack of recorded information
regarding the staff responsible for archiving, and the unavailability of a written
workflow that can help new staff understand the archiving process.

To address these issues, a web-based digital archive system interface was
designed with a focus on User Interface (Ul) and User Experience (UX). The
methods used include needs analysis through interviews, designing user flows and
prototypes using Figma, and evaluation through usability testing and the User
Experience Questionnaire (UEQ). The results of the study produced an interface
design capable of displaying structured archive records, document information
along with the identity of the staff who archived them, and a clearly understandable
archiving workflow. This system design is expected to improve the organization of
document management, facilitate the work of administrators and staff, and support
transparency and administrative efficiency. In addition, the system has the potential
to be further developed as a sustainable digital archiving solution for other
educational institutions.

Keyword: Ul/UX, digital archive system, administration, usability testing, UEQ.
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