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The archive is a very important document in a company, the archive aims 

to store information and data on a company. In some companies, archives 

are carried out using a manual system which increases the risk of data 

theft, data corruption and data loss. So with that, the researcher created 

an application to design digital archiving with the waterfall method. This 

research was conducted to solve various kinds of problems that exist in a 

company. During researching the problem, the author has observed the 

existing problems (observations) and solved the problem by making an 

application for web-based incoming and outgoing mail archives. this is 

done so that archive management can be carried out efficiently and this 

application is very safe to use because the application already uses 

security features, where this feature can maintain data properly. 
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1. Introduction  

In the industrial era 4.0, computers play an important role in everyday life, humans must be able to coexist 

with computers. Computers play an important role both in the industrial world and not. This is what makes 

some industries use computers to facilitate staff performance, as well as in filing letters in a company. Many 

companies, institutions and government agencies have difficulty managing archives, especially physical 

archives. At the research site, the system applied was not good, causing problems such as documents not 

being archived, security and confidentiality of documents not being guaranteed, budget swelling and taking a 

long time, thus requiring a digitized archiving system with the benefit of data access being much more 

flexible. Staff can access data digitally anywhere and anytime through various types of devices that have 

access permissions. 

Classification of data and numbering of letters at the research site is still often mixed, such as classification 

of data between incoming and outgoing mail archives. This is what makes staff employees have to sort out 

mail data between incoming and outgoing mail and by letter number, and can waste time. so, the researcher 

made this system to help staff performance and this system can be used by several users concerned in the 

archiving process.In line with developments that occur, information is not only stored in printed format, but 

also stored in digital format. Digital archive management is an effort made by archival institutions to provide 

services that are in accordance with the characteristics of today's society. Through this article, the author 

wants to share knowledge about digital archives and how to manage digital archives using Omeka. Omeka is 

an open source based digital archive management application. Omeka provides digital archive management 

opportunities without having to spend a software procurement budget. Omeka provides greater digital archive 

management opportunities. By reading this article, the author hopes to be able to provide a description of the 

steps in building digital archive management.[1]Letter Archives are one of the most important 

communication media in an agency, company or other form of organization, both for communicating with 

parties externally and internally. Everything related to official organizational activities is always embodied in 
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the form of a letter. XYZ District Office is a government agency tasked with carrying out government 

authority.[2]When viewed from the meaning of the word, in the Big Indonesian Dictionary, that the term 

digital "relates to numbers for certain calculation systems.[3] 

After doing research and solving existing problems, the author makes a web-based application for archiving 

incoming and outgoing mail using Omeka. Omeka is an Open Source based digital archive management 

application. Omeka provides digital archive management opportunities without having to spend a software 

procurement budget and provides greater opportunities. This is expected to help the performance of the staff 

of the Office of the National Unity and Politics of the Provincial Government by digitizing appropriately and 

efficiently for use. This application has also carried out testing using the white box and black box testing 

methods. 

2. Method 

The waterfall method or what is often called the waterfall method is often called the classic life cycle, where 

it describes a systematic and sequential approach to software development, starting with the specification of 

userrequirements and then continuing through the planning stages. modeling, construction, and delivery of 

the system to customers/users (deployment), which ends with support for the software.[4] 

 

 
  

Figure1.WaterfallMethod 

a. Requirements Analysis 

Before doing software development, a developer must know and understand how the information needs of 

users for a Software. This information collection method can be obtained in various ways 

including,discussion, observation,surveyinterview, and so on. The information obtained is then processed and 

analyzed so that complete data or informationis obtained regarding the specifications of user needs for the 

software to be developed.[5] 

b.  Design 

At this stage, the developer makes a system design that can help determine the hardware and system 

requirements andalso assists in the definition overall system architecture.[6] 

c. Development 

At this stage the author will implement the previous design by implementing the interface into the PHP 

programming language for websites.[7] 

d. Testing 

This stage can be said to be final in creation of a system. After doing analysis, design and coding of the 

system which has been used by the user.[8] 

e.Maintenance 
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At this maintenance stage there are a few things to note, Among other things, the operator (user) must be able 

to run  the system properly. If an error occurred in the system then a maintenance person must be able fix 

errors both on the system or on a connected network. Maintenance must also be done automatic update on 

anti virus the computer is not infected with a virus that can cause slow usagesystem.[9] 

3. Result and Discussion 

Data Flow Diagram 

Data Flow Diagram (DFD) is a diagram that uses notations to describes the flow of system data, the use of 

which is very helpful for understanding the system logically, structured and clear. DFD is a tool in describing 

or explaining the working process of a system. DFD according to Mahyuzir, 1991 is a graphic technique used 

to describes the flow of information and data transformations that move from data entry to output.[10] 

 

Figure2.Context Diagram 

Context diagrams are patterns imagery that works for show the information system integration with the 

environment in which the system placed.[11] 

Data Flow Diagram Level 1. 
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Figure 3. Data Flow Diagram Level 1 

 

 

Flowchart System. 

flowchart or often referred to as a flow chart is a type of diagram that represents an algorithm or 

sequential instruction steps in the system. a systems analyst uses flowcharts as documentary evidence to 

explain a logical description of a system to be built to the programmer.[12]The purpose of using flowcharts is 

to describe a stage simple problem solving,unravel and tidy by using STRING (Research and Innovation 

Writing Unit standard symbols that can be used understood by programmers. Stages The solution to the 

problem presented must be precise, simple, and clear.[13] 

 

Figure 4. Flowchart 

 

4. Programming Code  

 

Theimplementation ofthisprogram isaprogramdesign asaresultofresearch. 

  

 LoginPage 

 

This application is equipped with the From Login feature, this section can only be accessed by the user. 

This is done so that the data that has been inputted by the user is kept safe. 
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 Figure 5. LoginPage 

 

Home Page 

 

This form is the home page, if the user has successfully logged in, the application user will automatically 

switch to the home page. This view is, the contents of the various forms in the application, the user can 

access what forms are needed. 

 

 
 

Figure6.Homepage 

Incoming Mail Page 

 
This form is an Incoming Mail page, on this page the user can edit, delete and delete the available incoming 

mail. After all the data is correct, the incoming letter can be printed. 
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Figure7.Incoming Mail Page 

Outgoing Mail Page 

This form is the Outgoing Mail page, on this page the user can only edit, delete and delete the 

available outgoing mail. 

 

Figure8.Outgoing Mail Page 

Incoming mail agenda page 

 

In this From, is a collection of incoming mail agendas that have been processed by the These data can be 

reviewed at any time if needed. This can reduce the user's performance process, which initially took a lot of 

time, now only looks for the agenda date and incoming letters and information will appear. This form can 

also be directly connected to a printing machine, which will produce output in the form of Letter Disposition 

paper. 

 

Figure9. Incoming mail agenda page 



Digital Archiving Application In and Out Letter  –Salsa Dilah Cicilia Putri and Muhammad Khoiruddin Harahap 
 

 

2367 

Accredited “Rank 4”(Sinta 4), DIKTI, No. 36/E/KPT/2019, December 13th 2019. 
 

 Jurnal Mantik is licensed under a Creative Commons Attribution-NonCommercial 4.0 International License (CC BY-NC 4.0). 

2367 
 

Outgoing mail agenda page 

In this From, is a collection of outgoing mail agendas that have been processed by the . These data can be 

reviewed at any time if needed. This can reduce the user's performance process, which initially took a lot of 

time, now only looks for the agenda date and incoming letters and information will appear. This form can 

also be directly connected to a printing machine, which will produce output in the form of Letter Disposition 

paper. 

 

Figure10. Outgoing mail agenda page 

Incoming Mail (Document) Gallery View. 

In this form the user can see all incoming documents and when the documents are entered clearly and easily. 

This feature is used so that the user can more easily see all the documents that have been entered and when 

the document was entered. It's just that this feature, can only be used with document files, cannot be used 

with other files. 

 

Figure11. Incoming Mail (Document) Gallery View 

 

Outgoing Mail(Document) Gallery View. 

In this form the user can see all the documents that came out and when the documents came out clearly and 

easily. This feature is used so that the user can more easily see all the documents that have been entered and 

when the document was entered. It's just that this feature can only be used with pdffiles, it can't be used with 

other files.  



Accredited “Rank 4”(Sinta 4), DIKTI, No. 36/E/KPT/2019, December 13th 2019. 
Jurnal Mantik is licensed under a Creative Commons Attribution-NonCommercial 4.0 International License (CC BY-NC 4.0). 

Accredited “Rank 4”(Sinta 4), DIKTI, No. 36/E/KPT/2019, December 13th 2019. 
Jurnal Mantik is licensed under a Creative Commons Attribution-NonCommercial 4.0 International License (CC BY-NC 4.0). 

Accredited “Rank 4”(Sinta 4), DIKTI, No. 36/E/KPT/2019, December 13th 2019. 
Jurnal Mantik is licensed under a Creative Commons Attribution-NonCommercial 4.0 International License (CC BY-NC 4.0). 

Jurnal Mantik, Vol. 4 ,No. 1,August 2022, pp. 2361-2370    E-ISSN 2361-2370 

2368 
 

 
 

 

Figure12. Outgoing Mail(Document) Gallery View 

White Box Testing 

White Box Testing is a test method using a control structure and procedure design, the results of 

this study are useful for knowing the application system after the implementation stage. With the 

White Box Testing test, it becomes a system test that is able to provide details from source code, 

algorithm paths and programming paths. The other testing phase is carried out after by pass this 

white box method, because a program will not succeed if the logic or flow the algorithm is 

wrong. The results of this study are used for testing applications that have been made so that 

applications can presented in a perfect system level according to the way it works and can be 

useful for its users.[14] 

 

Figure 13. White Box Testing 
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Discussion of White box Testing: 

a. User Inputs letter data such as number, item, type and so on. If the document that comes out is 

in accordance with the request, the application is in accordance with the order 

b. User Edits letter data such as number, item, type and so on. If the document that comes out is 

in accordance with the request, the application is in accordance with the order 

c. The user deletes incoming and outgoing mail data, if the letter data is deleted, the document 

will not appear. 

d. Program in accordance with the provisions. 

Blackbox Testing 

black box testing method refers to the following aspects of testing, namely measurement software 

based on functional test aspects. software measurement based on security aspects test.[15] 

Testing Expected results Test result Conclusion 

Login Enter the 

homepage 

Login successful Normal 

Click the form 

"Transaction Mail" 

Show 2 options 

"Incoming Mail" 

"Outgoing mail" 

Click the 

"Transaction 

Letter" form 

according to the 

order 

Normal 

Click on the form 

"Book of Agenda" 

Show 2 options 

"Incoming Mail" 

"Outgoing mail" 

Click the 

"Organization 

Book" form 

according to the 

order 

Normal 

Click the "File 

Gallery" form 

Show 2 options 

"Incoming Mail" 

"Outgoing mail" 

Click the "File 

Gallery" form 

according to the 

command 

Normal 

Arrangement Show company 

and user options 

Click the "Settings" 

form according to 

the command 

Normal 
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Figure14.Black Box Testing 

5. Conclusion 

thanks are conveyed to the National Unity and Political Agency of the Provincial Government, 

which has been given to provide a special time and place for this research, so that the authors are 

able to design an application to assist staff at the research site. 
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