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In Indonesia, digital transformation has become a national st
encouraging both public and private institutions to adopt inforrr
technology to improve efficiency and accountability. One impc
form of this transformation is the implementation ofvab-basei
digital archiving system that enables centralized document st
management, and access. Wsed systems are preferred du
their flexibility, multi-device accessibility, and cost efficiency. In
context of document management, suclsteys provide fa
document retrieval, systematic classification, and enhancec
security through user authorization. This research identifies pra
at PT DUPOIN Palembang Branch, where document archiving

Transformation handled manually using physical fif cabinets, leading

PT. DUPOIN inefficiency, risk of data loss, and human error. The purpose (
study is to transform the conventional archiving process into a
based digital archive system to improve work effectivenes:
service quality. Data were celited through observation, intervie
and documentation. The results are expected to show th
implementation of a webased archive system allows documen
be accessed online anytime and anywhere, supports remot
conditions, and improves doment traceability through metad
management. This system is anticipated to strengthen doc
governance and enhance organizational competitiveness.
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1. Introduction

The rapid development of information technology in the last two decades has encouraged various
sectors to digitize their operational activities. In today's digital era, the need for efficiency, speed of access, and
data security is a top priority in the rathistration system. Manual document management is considered no
longer relevant to the demands of modernization that prioritize mobility and accuracy of information. Digital
systems allow for better data integration and reduce the risk of loss or daraghives that are common in
paperbased systems. Therefore, many agencies have begun to shift manual work processes to electronic
systems based on information technology [1].
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In Indonesia, digital transformation has become part of a national stratéggnt@urages various
institutions, both government and private, to adapt to technology. One form of this transformation is the
development of a webased digital archive system, which allows users to store, access, and manage
documents centrally [2Webbased systemare the choice because of their flexible nature, easy access from
various devices, and cesffective infrastructure. In the context of archiving, Wesed systemsprovide
added value in the form of fast document searches, systematic gzbivping, and data protection with user
authorization. This step is considered a solution to improve work efficiency and support transparency and
accountability [3].

But in reality, there are still many companies that survive with traditional filing odsthManual
systems that rely on physical files often cause various problems, such as difficulty in finding documents,
limited storage space, and vulnerability to loss or damage to archives due to disasters or human negligence. In
addition, manual archivenanagement cannot answiie need for reatime access to information that is
increasingly needed in decisiomaking. This condition certainly hampers the company's operational
effectiveness, especially in administrative and coordination activities betlixgsions [4].

PT DUPOIN Palembang Branch is one of the agencies that still relies on the manual filing method in
its work process. Document management is carried out through physical storage in an archival cabinet, with a
simple recording system thatssisceptible to human error [5]. As the volume of documents increases and the
complexity of the company's operations increases, these manual systems begin to show significant weaknesses,
especially in terms of archive search speed, document history traekidgspace efficiency. This has an
impact on the slow administrative workflow and the high potential for errors in the filing process [6].

The need to improve the quality of archive management at PT DUPOIN is very important, especially
in responding to # challenges of globalization and the industrial era 4.0 which demands efficiency, speed, and
accuracy of information. Digitization of archives is not just the process of moving documents from physical to
digital, but also includes designing a system fhatble to manage documents with a clear and structured
workflow [7]. With the implementation of a wdiased digital archive system, the process of storing,
searching, and reporting documents can be done faster and more securely. In addition, thiseyst@moct
collaborative work between users and maintain data integrity by implementing appropriate access rights [8].

The implementation of a weased digital archive systens expected to be able to bring positive
changes to PT DUPOIN in terms of seeviand work efficiency. With this system, all documents can be
accessed online, anytime and anywhere, without having to manually search for physical documents. This is
especially helpful in remote work conditionswhen there is an urgent need for certain documents. The web
based systenalso allows for the management of document metadata which makes it easy to group, search, and
trace historical documents. Thus companies can strengthen document management #sepacbofpetitive
advantage[9].

The development of this system certainly needs to pay attention to the needs of users, organizational
structure, and business processes that apply at PT DUPOIN Palembang Branch. Therefore, the design of the
system must nobnly meet the functional aspect, but also the usability and ease of integration with other
systems in the company. In addition, the aspect of data security is an important element in the development of
a digital archive system, considering that the docuseranaged can be sensitive and strategic. The support
from the management and the readiness of human resources are also determining factors for the success of the
implementation of this system in the long term [10].

As an effort to digitally transform, ¢ development of a welllased archiving system must be
designed through a systematic and methodological approach. This approach includes needsraadbysts,
design,backend developmerdand overall system testing and evaluation. Appropriate develdpmetiods,
such aswaterfall or prototype need to be adapted to the complexity of the needs of the system and available
resources [11]. With the right development foundation, this digital archive system is expected to bem@riong
solution that is adapte to technological developments and company needs [12].

2. Research Methods
a. Time and Place of Execution
Field work practice activities were carried out at PT DUPOIN Palembang Branch, precisely on Jl.
POM IX Lorok Pakjo, Kec. The implementation lasted fao months, from February 5, 2025 to April 5,
2025. During this period, activities include observation, interviews, analysis of system needs, as well as the
development and testing of wlased archive digitization systems.
b. Data Collection Methods
The data collection methods used during this work practice indi8l:
1. Observation
Directly review the manual filing flow at PT DUPOIN to understand the challenges and needs of the
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system.
2. Interview
Conduct structured interviews with administrative an@nagement staff to formulate the functional
and nonrfunctional needs of the digitization system.
3. Documentation Studies
Collect physical document formats such as filing forms, archive lists, and document history as the
basis for database design and sysametions.
c. System Development Methods
The development of the archive digitization system usesWiterfall methodwhich includes five
stages:
1. Needs Analysis
Conduct observations and interviews to formulate the necessary system specifications.
2. SystemDesign
Designing system structui@siser interfaces (Uls), tebases, and business proceassng
UML (Use Case, Clas#\ctivity) diagrams created viaraw.io.
3. Implementation
Build systems using PHP, MySQL, HTML, CSH&vaScript and Bootstraptechnologieso
make the interface responsive, modular, asekfriendly.
4, Testing
Testing features usinfpe Black Box Testing methtmensure the system functions according
to specifications without looking at the internal code.
5. Maintenance
Follow up on improvements after implementation, both from the aspéectgofixingas well as
feature customization according to user feedback

3. Results and Discussion

In the practical work report that has been analyzed, the author designs and impleWehtbased
Archive Digitization system at PT DUPOIN Palembang Branch as an effort to Transform the Manual System
to an Electronic System. The author developed a system using the waterfall method which emphasizes
sequential and systematic phases. This epitin is designed to make it easier to manage incoming and
outgoing archives. The results of the report show effectiveness and efficiency in assisting operations.

Planning Design To build a new application, an application design is needed. The follawiag
system design that is used to describe the entire system in general, namely using a Use Case Diagram, Class
Diagram and Activity DiagrarfiL4]

3.1 Use Case Diagram

A use casés a modeling for the behaviof the information system to be creat@the use casserves

to describe the functions that the actor has in the application. Below dsth€aseDiagram of the

application to be built.

Figure 1. Use Case Diagram
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3.2 Class Diagram
The class diagramiescribes the structure of the application in terms of defining the classes that will
be created to build the application. Classes have what are called attributes and methods or operations. Below is
the Class Diagram of the application to be built.

Figure 2. Class Diagram
3.3 Activity Diagram
Activity diagrams describe the activity of an application that exists on the software. Activity diagrams
describe the activities performed by the application itself, without using actors. BelowAstitfiy Diagram
of the application to be built.

Figure 3.Activity Diagram

On thiswebsite the operation and maintenance stages are not applied. Once the system is installed
and started in use, no regular maintenance or updates are carried out to maintain its performance and
functionality. All system features and components operate accomlitige toriginal design without any bug
fixes, performance improvements, or adjustments to changing user needs. This means that after the initial
implementationthe websitdunctions statically without ongoing support to ensure its{@mm optimality and
reliability. At the system design stage, it is the stage of explaining the program using diagrams4seh as
CaseDiagrams ClassDiagrams andictivity Diagrams.

3.4 System Implementation
The implementation stage is a crucial phase where all tharmegedplanning and design is
implemented into the real system. At this stage, the components of the system that have been built are
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