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1. Introduction

ABSTRACT

Introduction: The problems of correspondence efficiency and
effectiveness as well as disposition in LPPM Universitas Tadulako
related to manual management can be overcome by utilizing the current
advanced technology. One of the utilization of advanced information
technology is by using correspondence application systems and online
disposition. The correspondence management system is performed
systematically and paperless, which is also a solution during Covid-19
pandemics where all office administration is done from home Method:
The developmental system method used was the Prototype model. A
prototype model is a method of the system-making process made
structurally and has stages that must be done in its making. Results and
Discussion: This research was done to build online correspondence and
disposition management system in LPPM instances of LPPM
Universitas  Tadulako. The information system of Office
Correspondence and Online Disposition of the Research and
Community Dedication Institution (LPPM) of Universitas Tadulako will
form a paperless work system in the institution so that it is able to
improve the effectiveness of administration management performance in
LPPM in the effort to improve the quality of research and community
dedication in Universitas Tadulako Conclusion: This letters archive
application is made to make it easier and streamline the time in filing
the letter which has been done manually before and has a little bit long
time in its previous implementation. The working system of this
application is not really difficult so that the staff does not find any
difficulties in using the application.

This is an open-access article under the CC-BY-SA license.

The development of the era is accompanied by the application of bureaucratic reform
application which requires every educational institution's activities, including university, to
run efficiently and effectively. This needs transformation from the conventional or manual
system into an automatics system, online and paperless. One of the activities that must be
transformed is the institutional activities which are related to correspondence and
disposition activities. Correspondence and disposition activities become activities that
cannot be separated from daily activities in an educational institution (university).
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Correspondence and disposition activities still become written communication media
recognized officially between governmental institutions and educational institutions
(university). In addition to institutions and universities, correspondence and disposition
activities are also performed in branches or working units in governmental institutions or
universities.

Correspondence and disposition activities still use a manual system causing the letters
to document to pile up, so the disposition process is inhibited. The instruction that can be
done immediately is delayed since it is not accepted immediately by the field executor.
The difficulties in finding letters needed also worsen the situation. The increased use of
paper also burdens the institutions' finances. The correspondence and disposition activities
in Universitas Tadulako, especially in Research and Community Dedication Institution
(LPPM), currently used the old method, which is conventional and manual method. The
use of such a conventional method is imbalanced since the volume and intensity of
correspondence are getting an increase; thus, it requires quickness and punctuality.
Furthermore, the manual method also emerges several issues, including the tardiness of
letters accepted leads to the inhibition of the disposition process, the difficulties in
checking the incoming and outgoing letters because it needs a long time to find the letters.
Therefore, it is not efficient. In addition, universities must need more human resources
who are obliged to deliver the letters so that it reaches the target fast.

The issues in efficiency and effectiveness of correspondence and disposition in LPPM
Universitas Tadulako related to the management, which is still conducted manually, can be
overcome by utilizing the current advanced technology. One of the utilization is by using
correspondence application system and online disposition. An automatic, online, and
paperless correspondence management system becomes one of the solutions during Covid-
19 pandemics, where all office administration management is done from home.

Based on those problems, a research entitled SIPAKPOS: The Information System of
Office Correspondence and Online Disposition of Research and Community Dedication
Institution of Universitas Tadulako was performed. This research aimed to build an
information system that is capable of regulating the correspondence and disposition online
so that effective and efficient correspondence administration is created.

The urgency of the research on the information system of official correspondence and
online disposition of Research and Community Dedication Institution of Universitas
Tadulako includes:

1. The management of Electronic Letter Achieves: since it has been done
electronically and stored in the server, then it should not be a worry to lose the
letter. In addition, it also makes it easier to track the incoming/ outgoing letter

2. Disposition can be done anywhere and anytime: by applying the application of
Correspondence and Online Disposition, the head of LPPM can directly dispose of
the incoming letter through a smartphone.

3. Disposition tracking becomes easier: by applying such correspondence and
disposition system, the disposition giver (the Head of LPPM) can directly track
and monitor how far the disposition has been done so that there is no reason by the
disposition recipient to not perform the duty.

4. Coordination between Sections/Units becomes easier: by the availability of e-
Office applications for correspondence and disposition, the incoming and
outgoing information and disposition becomes fast and makes it easier for the staff
to coordinate with the other sections/units in the process of disposition
implementation.
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5. Saving the Paper Budget: by applying the e-office application for correspondence
and disposition, the paper budget can be saved since all of the activities are done
through application and support the government program in decreasing the use of
paper or usually called as "' Go Paperless.”

6. Become a solution when disaster or pandemics occur so that working in the office
is impossible and employees should work from home

2. Method

The developmental system method used was the prototype model, which is
illustrated in Fig 1. prototype model is a method of system making process made
structurally and has stages that must be done in its making. However, if the final process
states that the system made is not complete yet or still has a weakness, then the system
will be evaluated and start from the beginning again. The prototyping approach is an
iterative process involving a close working relationship between the designer and the
user. The explanation is as follow:

1. User Requirements
This stage was used to determine the general purpose, needs knowing, and illustration
of parts needed in the future.

2. Design
The design was dined fast and represented all software aspects known, and this design
becomes the basic of making the prototype.

3. The evaluation of Prototype
The prototype that has been made was evaluated to make the software needs clearer.

) ¥

<P -

Fig 1. Prototype Model
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The data collection technique used was observation to obtain data needed in the making of the
management information system of official correspondence and online disposition. The researchers
conducted an observation to see the correspondence at the office and collected the data from the
office staff regarding the correspondence and disposition.

The stages done during the practical work are as follow:

1.
2.
3.
4

5.
6

The observation concerning the need of the institution, especially in the field related to
informatics.

It is collecting data to meet the system need that will be made.

Designing system in accordance with the LPPM need

s and making the management information system of correspondence and online
disposition.

| was testing the system that has been made.

The try-out of the system use.

Based on the observation result and the issues found in the field, then a more efficient
correspondence archive application was made. The following is the stage of the application shown

in Figure 2.

Observation

v

Data
Collecting

v

System
Design

v

Making the
management
information system

v

Testing the system that
has been made

v
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Fig 2. Research Process Stages
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3. Results and Discussion

The context diagram of the DFD Level 1 can be seen in Fig. 3 and Fig. 4.
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Qutgoing Mail Data
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Fig 3. The Context Diagram
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Fig 4. The Data Flow Diagram Level 1

The Use Case, The Activity Diagram, and The Sequence Diagram can be seen in Fig. 5, Fig.
6, and Fig. 7.
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Fig. 6. Activity Diagram
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Fig. 7. The Sequence Diagram

In the database, there are tables used to store the data, which is divided into several categories.
In the database, along with its structure. The first one is the user table. The user table is a table to
store the data related to the system user. In the database, there are several tables as the place to
store the data. The data of incoming letters are also stored in a table, and such a table contains data
related to incoming letters.

4. Conclusion

This letters archive application is made to make it easier and streamline the time in filing the
letter, which has been done manually before and has a little bit long time in its previous
implementation. The working system of this application is not really difficult so that the staff does
not find any difficulties in using the application. The application user only needs to fill the data,
and from then, a disposition is made and can be directly printed.
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