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ABSTRAK 

 

Muhammad Haeqal Alen, 2025 : Analisis Penerapan Sistem Administrasi 

Digital Berbasis Google Spreadsheet Pada Biro Sumber Daya Manusia 

Kementerian Kependudukan Dan Pembangunan Keluarga. Program Studi D4 

Administrasi Perkantoran Digital, Fakultas Ekonomi dan Bisnis, Universitas Negeri 

Jakarta 

 

Penelitian ini bertujuan untuk mengkaji penerapan sistem administrasi digital 

berbasis Google Spreadsheet pada Biro Sumber Daya Manusia Kementerian 

Kependudukan dan Pembangunan Keluarga. Penelitian ini menggunakan 

pendekatan kualitatif dengan metode deskriptif. Pengumpulan data dilakukan 

melalui teknik observasi, wawancara mendalam, dan dokumentasi terhadap 

pegawai yang secara langsung terlibat dalam pengelolaan administrasi digital. 

Proses analisis data dilakukan secara sistematis melalui tahapan pengumpulan data, 

reduksi data, penyajian data, serta penarikan kesimpulan, dengan menerapkan 

teknik triangulasi guna menjamin keabsahan dan kredibilitas data penelitian. Hasil 

penelitian menunjukkan bahwa penerapan sistem administrasi digital berbasis 

Google Spreadsheet mampu meningkatkan efisiensi proses administrasi, khususnya 

dalam pengelolaan data kepegawaian serta mendukung kolaborasi kerja 

antarpegawai secara waktu nyata. Meskipun demikian, implementasi sistem 

tersebut masih menghadapi sejumlah kendala, antara lain keterbatasan pemahaman 

pegawai terhadap pemanfaatan fitur Google Spreadsheet, perbedaan tingkat 

kompetensi digital, serta kendala teknis seperti keterbatasan akses jaringan. 

Ditinjau dari aspek keamanan data, pengaturan hak akses dan mekanisme berbagi 

dokumen telah diterapkan, namun masih diperlukan upaya peningkatan 

pengawasan serta pemahaman pegawai terkait keamanan data digital. Penelitian ini 

diharapkan dapat memberikan kontribusi sebagai bahan evaluasi dan rekomendasi 

dalam pengembangan sistem administrasi digital yang lebih efektif, efisien, dan 

aman di lingkungan instansi pemerintah. 

 

Kata kunci : Administrasi Digital, Google Spreadsheet, Biro Sumber Daya 

Manusia 
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ABSTRACT 

 

 
Muhammad Haeqal Alen, 2025 : Analysis of the Implementation of a Google 

Spreadsheet Based Digital Administration System at the Human Resources 

Bureau of the Ministry of Population and Family Development. D4 Digital 
Office Administration Study Program, Faculty Of Economics And Business, 

Jakarta State University 
 

This study aims to examine the implementation of a Google Spreadsheet–based 
digital administration system at the Human Resources Bureau of the Ministry of 
Population and Family Development. The study employs a qualitative approach 

with a descriptive method. Data were collected through observation, in-depth 
interviews, and documentation involving employees who are directly engaged in 

digital administrative management. Data analysis was conducted systematically 
through the stages of data collection, data reduction, data presentation, and 
conclusion drawing, with triangulation techniques applied to ensure the validity 

and credibility of the research data. The findings indicate that the implementation 
of a Google Spreadsheet–based digital administration system has improved 

administrative efficiency, particularly in managing personnel data and supporting 
real-time collaboration among employees. Nevertheless, the implementation still 
faces several challenges, including limited employee understanding of Google 

Spreadsheet features, varying levels of digital competence, and technical 
constraints such as limited network access. From a data security perspective, 

access control settings and document-sharing mechanisms have been implemented; 
however, further enhancement of monitoring and employee awareness regarding 
digital data security is still required. This study is expected to contribute to 

evaluation efforts and provide recommendations for the development of a more 
effective, efficient, and secure digital administration system within government 

institutions. 
 
 

Keyword : Digital Administration, Google Spreadsheet, Human Resources 

Bureau 
 
 
 
 
 
 
 
 
 
 
 



 

x 
 

  DAFTAR ISI 

 

 
LEMBAR PENGESAHAN.................................................................................... i 

LEMBAR PERSETUJUAN ................................................................................. ii 

PERNYATAAN BEBAS PLAGIAT................................................................... iii 

LEMBAR PERNYATAAN PERSETUJUAN PUBLIKASI ............................ iv 

PERNYATAAN ORISINALITAS....................................................................... v 

KATA PENGANTAR .......................................................................................... vi 

ABSTRAK........................................................................................................... viii 

ABSTRACT ........................................................................................................... ix 

DAFTAR ISI .......................................................................................................... x 

DAFTAR GAMBAR .......................................................................................... xiii 

DAFTAR TABEL............................................................................................... xiv 

DAFTAR LAMPIRAN ....................................................................................... xv 

BAB I ...................................................................................................................... 1 

PENDAHULUAN.................................................................................................. 1 

A. LATAR BELAKANG.................................................................................... 1 

B. PERTANYAAN PENELITIAN.................................................................... 10 

C. TUJUAN PENELITIAN .............................................................................. 11 

D. MANFAAT PENELITIAN .......................................................................... 11 

BAB II................................................................................................................... 13 

KAJIAN PUSTAKA ........................................................................................... 13 

A. Teori Pendukung.......................................................................................... 13 

1. Sistem Administrasi Digital ...................................................................... 13 

2. Pengertian Administrasi Digital ................................................................ 16 

3. Proses Administrasi Digital ...................................................................... 18 

4. Fungsi Administrasi Digital ...................................................................... 20 

5. Manfaat Administrasi Digital.................................................................... 21 

6. Sistem Administrasi Digital Pada Pemerintah ............................................ 23 

7. Pengertian tentang Google Workspace....................................................... 26 

B. Telaah Pustaka Penelitian Penelitian Terdahulu ............................................. 29 

BAB III ................................................................................................................. 43 

METODE PENELITIAN ................................................................................... 43 



 

xi 
 

A. Tempat dan Watku Penelitian ....................................................................... 43 

1. Tempat Penelitian .................................................................................... 43 

2. Waktu Penelitian...................................................................................... 43 

B. Desain Penelitian ......................................................................................... 44 

C. Sumber dan Sampel Penelitian...................................................................... 47 

D. Teknik Pengumpulan Data............................................................................ 52 

a. Wawancara.............................................................................................. 52 

b. Observasi ................................................................................................ 54 

c. Dokumentasi ........................................................................................... 54 

E. Teknik Keabsahan Data................................................................................ 55 

1. Triangulasi Sumber .................................................................................. 56 

2. Triangulasi Waktu ................................................................................... 57 

3. Triangulasi Teknik ................................................................................... 57 

F. Teknik Analisis Data.................................................................................... 58 

1. Pengumpulan Data ................................................................................... 58 

2. Reduksi Data ........................................................................................... 59 

3. Penyajian Data......................................................................................... 59 

4. Penarika Kesimpulan/Verifikasi................................................................ 59 

BAB IV ................................................................................................................. 61 

HASIL DAN PEMBAHASAN ........................................................................... 61 

A. Deskripsi Data ............................................................................................. 61 

1. Unit Analisis dan Lingkup Penelitian ........................................................ 61 

2. Deskripsi Partisipan ................................................................................. 61 

B. Hasil Data ................................................................................................... 63 

1. Proses Sistem Administrasi Digital Berbasis Google Spreadsheet ............... 63 

2. Hambatan dalam Sistem Administrasi Digital Berbasis Google Spreadsheet 67 

3. Kualitas Keamanan Data Administrasi Digital Berbasis Google Spreadsheet 71 

C. Pembahasan................................................................................................. 75 

1. Proses Sistem Administrasi Digital Berbasis Google Spreadsheet ............... 75 

2. Hambatan dalam Sistem Administrasi Digital Berbasis Google Spreadsheet 79 

3. Kualitas Keamanan Data Administrasi Digital Berbasis Google Spreadsheet 82 

BAB V ................................................................................................................... 85 

PENUTUP ............................................................................................................ 85 

A. Kesimpulan ................................................................................................. 85 

B. Implikasi ..................................................................................................... 87 

1. Implikasi Teoritis..................................................................................... 87 



 

xii 
 

2. Implikasi Praktis ...................................................................................... 87 

C. Keterbatasan Penelitian ................................................................................ 88 

D. Rekomendasi Bagi Penelitian Selanjutnya ..................................................... 88 

DAFTAR PUSTAKA .......................................................................................... 90 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

xiii 
 

DAFTAR GAMBAR 

 

Gambar 1. 1 Pra Riset........................................................................................... 7 
Gambar 1. 2 Pra Riset........................................................................................... 8 

Gambar 3. 1 Sketsa triangulasi Teknik pengumpulan data  ........................... 58 
Gambar 3. 2 Komponen Analisis Data .............................................................. 60 
Gambar 4. 1 Google SpeadSheet yang digunakan pegawai biro sdm ............. 64 
Gambar 4. 2 Google SpeadSheet yang digunakan pegawai biro sdm ............. 65 
Gambar 4. 3 Pegawai sedang kesusahan input data  ........................................ 71 
Gambar 4. 4 SOP tentang keamanan data  ....................................................... 74 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

xiv 
 

DAFTAR TABEL 

 

Tabel 2. 1 Tabel Penelitian Terdahulu  .............................................................. 38 
Tabel 3. 1 Waktu Penelitian  ............................................................................... 44 
Tabel 3. 2 Daftar Partisipan Penelitian  ............................................................. 50 
Tabel 3. 3 Kualitatif Sample Size........................................................................ 52 
Tabel 3. 4 Rancangan Instrumen Wawancara ................................................. 53 

Tabel 4. 1 Data Partisipan  .................................................................................. 62 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

xv 
 

DAFTAR LAMPIRAN 

 

Lampiran 1 Surat Permohonan Skripsi ................................................................. 96 
Lampiran 2 Kusioner Pra Riset ............................................................................. 97 
Lampiran 3 Lampiran Dokumentasi Wawancara .................................................. 98 
Lampiran 4 Transkip Wawancara ......................................................................... 99 
Lampiran 5 Catatan Observasi ............................................................................ 104 
Lampiran 6 Surat Balasan Observasi................................................................... 106 
Lampiran 7 Surat Persetujuan Dosen Pembimbing ............................................. 107 
Lampiran 8 Kartu Konsultasi Dosen Pembimbing ............................................... 108 
Lampiran 9 Form Saran & Perbaikan (Seminar Proposal).................................. 109 
Lampiran 10 Hasil Turnitin ................................................................................. 110 
Lampiran 11 Letter Of Acceptance (LOA) Publish Jurnal .................................. 111 
 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


