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Abstract 

So far, in managing student data in schools using manual methods, the work becomes 

difficult, ineffective and takes a long time. The many types of student data that must be created by 

schools make schools strive to manage student data that is practical and stored digitally. By 

optimizing the use of student administration applications based on Microsoft Office Excel, it is 

hoped that it can provide convenience in managing student data in schools, especially helping to 

facilitate the work of administrative staff and teachers in schools. This research was conducted 

through interviews with several schools which were used as research objects to use student 

administration applications. The study was conducted in several schools in the Pesawaran district 

of Lampung province in the 2019/2020 school year. After the school optimizes the use of Microsoft 

Office Excel-based student administration applications, the management of school student data is 

organized effectively, practically, doesn't take long, and the data is stored digitally neatly. 
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INTRODUCTION 

Microsoft Office Excel is part of Microsoft Office which functions for processing data in the 

form of numbers and calculations. The display of Microsoft Office Excel is in the form of a 

spreadsheet making it easier for users to operate it. Microsoft Office Excel has become the best 

data/number processing software in the world, besides that Microsoft Office Excel has been 

distributed on a multi-platform basis. Microsoft office excel is not only available on the windows 

platform, microsoft office excel is also available on MacOS, Android and Apple (Advernesia. 

2021). Microsoft office excel fundamentally uses spreadsheets for data management and performs 

excel functions which are better known as excel formulas. Excel is an electronic spreadsheet 

program. A spreadsheet is a collection of cells consisting of rows and columns where you enter 

numbers in Microsoft Office Excel. 

This Microsoft Office Excel-based application is an automatic data processor that can include 

basic calculations, use of formulas, use of functions, graphing, data processing and tables, and data 

management (Edi subarkah.2021.www.learningoffice.com). The benefits of Microsoft Office 

Excel are as follows: 
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▪ With the various formulas offered, it will certainly make it easier for us to make difficult and 

varied formulas 

▪ The data graph feature in Microsoft Office Excel provides convenience in the process of 

analyzing data in the form of tables and graphs 

▪ If a calculation error occurs at a certain stage, it can be easily identified using the error trace 

facility 

▪ The large number of rows and columns in Microsoft Office Excel will make it easier for us to 

input large amounts of data. 

There are a lot of student data in a school that must be prepared starting from various student 

attendance lists, student grade lists, student identities, student test needs, student transfer data, 

active student recaps and so on. This student data must be owned by the school every year and 

should be archived digitally, so that if at any time it is needed the school just opens it and gets the 

data. If this student data is not managed properly it will be a weakness of a school in managing the 

student data. 

Therefore, it is necessary to have a student data management system to make it easier for 

schools to find and obtain student data. Through optimizing the use of the excel application, it is 

hoped that it can facilitate schools, both educators, education staff and education units in planning, 

implementing, compiling reports, and utilizing the results of student data management to facilitate 

student data management in schools. 

Previously in managing student data using the manual method, this resulted in the work being 

difficult, inefficient and old data was often overwritten with new data which resulted in lost old 

data, using Microsoft Office Excel-based applications are expected to provide convenience in 

managing student data at a school in particular helping educators and school administration staff. 

By using an application based on Microsoft Office Excel, educators and education personnel at a 

school become easier to manage and obtain student data. 

 

Use of Microsoft Office Excel-Based Applications 

1) By using a Microsoft Office Excel-based application, it is easier to 

     student data management in schools. 

2) Develop microsoft office excel-based applications in data management 

     students at school. 

  

OVERVIEW OF THE APPLICATION AND HOW TO USE 

Student Administration Application 

This application is a program used to manage student administration. This program is designed 

automatically to make it easier for officers to manage student administration. The capacity of this 

program is for 1200 student data, 30 classes, where each class can be filled with a maximum of 40 

students. In this program there are 3 input data that must be inputted / filled, namely: 

1. Enter school data 

2. Enter student data 

3. Mutation data input (students leaving and entering) 

The results of program processing will obtain 33 data outputs, in the form of attendance, list of 
grades, cards, memory albums, various data recapitulations, graphs of student conditions, and 

writing names for circulars. 
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 a. Main course 

The main menu display of the student administration application is as follows: 

The main menu consists of 3 data input buttons, 38 data output buttons, 1 program button, 1 

information and ordering button, and an automatic calendar and clock. 

b. Work procedures for using student administration programs 

The work procedure in using this schedule program includes: 

1) Filling school data 

2) Filling in Student data 

3) Filling in data for mutations (students leaving and entering) 

 

After the 3rd data entry is complete, then we can see the results in the data output which are all 

filled automatically. Data that is filled in automatically includes: 

1. Daily attendance 

2. Weekly attendance 

3. Subject attendance 

4. Monthly attendance 

5. Attendance for tests/tests 

6. Attendance for practical exams 

7. The absence of congregational prayers sholat 

8. Fast boarding school attendance 

9. List of subject grades 

10. Attitude value list 

11. List of test scores 

12. List of final grades 

13. Student absentee list 

14. List of student extracurricular activities 

15. List of student organizations 

16. List of practice exam scores 

17. List of new class divisions for new class students 

18. List of report cards 

19. Test participant card 
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20. List of test participants 

21. Attendance list of test participants 

22. Test Participants Room 

23. Student card 

24. Memories album 

25. List of foster students (for BK) 

26. Student vulnerability data (for BK) 

27. Identity data of each student 

28. Writing student names on circulars 

29. Active student recapitulation 

30. Recap the number of students 

31. Student age recap 

32. Recap of student transfers by month 

33. List of incoming and outgoing transfer students 

34. Student state graph 

35. Birth date format (9 types of birth date format types) 

c.Viewing the output data 

Here are some examples of the output of some data: 

1) Student Attendance Data 

To view Student Attendance Data (select the type of Attendance, for example: Subject 

Attendance), from the main menu click Subject Attendance, the following display will appear 

Note:  

1. Click and select a class in the upper left corner to determine student attendance for a     

particular class. 

2. The names of students and homeroom teachers will be written automatically 

3. Do the same for other types of student attendance 

    To print / print, please direct the command, the script has been set. 

    When finished, please click home in the upper left corner to return to the main menu. 

 

 

 

2) List of Subject Values 
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 To view Subject Value Data from the main menu select Subject Value List, the following display 

will appear 

 

Note: 

1. Click and select a class in the upper left corner to specify a List of Subject Values for a 

particular class. 

2. The names of students and homeroom teachers will be written automatically 

3. Do the same for the other student lists 

To print / print, please direct the command, the script has been set. 

When finished, please click home in the upper left corner to return to the main menu. 

 

3) Test / Test Card 

To view the student's Test / Test Card, from the main menu click the Test / Test card, the 

following display will appear

 
Note: 

• Please write the title of the card and the date of the card in the column provided on the left 

• Begron color and text color can be customized. 

• The principal's signature can be entered directly on the card, so that when printed, it remains 

only to be stamped. 

• Click enter the test number, then please fill in the test number and space in the following table 
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• When finished writing the test number and space, click again 

• Then type the number in the upper left corner (number 1, and so on) to determine the 

student card. 1 number to print 10 cards 

• To print, please direct the command, the script has been set. 

When finished, please click home in the upper left corner to return to the main menu. 

 

Attendance list and test participant list 

 

To view and print the attendance list and the list of test participants from the list of numbers and 

test participant rooms, please click absent / test participants 
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Then the following screen will appear! 

 

Please click and select the attendance list or participant list, then type a number to view the 

attendance list or participant list for each room. 

To print / print, please direct the command, the script has been set. 

When finished, please click again in the upper left corner to return to the main menu. 

 

Test Room Name. 

To print the test room automatically, from the participant attendance list menu or test room, 

please click print test room, the following screen will appear:

 
 

To print / print, please direct the command, the script has been set. 

 

When finished, please click again in the upper left corner to return to the test participant menu. 

To return to the main menu, click home. 

4) Active Student Data Recapitulation 

To see all students who are still actively participating in the teaching and learning process from 

the main menu, please click Active Student Recap, the following display will appear: 



18 Suwatri et al.| Vol.3, No.1, 2021, 11-21 

 

 

Jurnal Pendidikan Teknologi Informasi dan Vokasional (JPTIV) – Pendidikan Teknologi Informasi 

FKIP, Universitas Lampung 

Note: 

• Student names and identities are filled in automatically 

• Student data recorded on this sheet are the names of students who are still active (students who 

have left or moved to another school are not listed on this sheet) 

To print / print, please direct the command, the script has been set. 

When finished, please click home in the upper left corner to return to the main menu. 

 

5)Data Recapitulation of Number of Students 

To see the number of students who are still actively participating in the teaching and learning 

process from the main menu, please click Recap Number of Students, the following display will  

appear: 

Note: 

• The number of students will be filled automatically 

• The number of students filled in includes the number of male and female students as well as the 

total number of students from each class and the total number of students 

To print / print, please direct the command, the script has been set. When finished, please click 

home in the upper left corner to return to the main menu. 

6)Recapitulation of Student Age 

1  
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 To view the Recapitulation of Student Age from the main menu, please click Recap of Student 

Age, the following display will appear: 

Note: 

• All student ages will be filled in automatically based on the current date. 

• To print, please direct the command, the script  

has been set. 

• When finished, please click home in the upper left corner to return to the main menu. 

 

7)Date of birth format 

The date of birth format is usually used to write the date of birth on the data of prospective 

national exam participants in a certain format. 

 

To view the format of the student's birthday from the main menu, please click Format of the 

student's birthday, the following display will appear:  

There are 9 birth date formats that can be chosen to write the date of birth according to what is 

requested on the data of prospective national exam participants, just choose from that format. 

To print / print, please direct the command, the script has been set. 

When finished, please click home in the upper left corner to return to the main menu. 
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RESEARCH METHODS 

This research is a research & development research conducted through interviews with several 

schools which are used as research objects to use student administration applications based on 

Microsoft Office Excel. The study was conducted in several schools in the Pesawaran district of 

Lampung province in the 2019/2020 school year including SMA N 2 Gedongtaaan, SMA N 1 Way 

Lima, SMA N Way Khilau. 

 

RESULTS AND DISCUSSION 

Some schools in Pesawaran Regency, Lampung province, initially managed student data 

manually and had not been managed digitally. Educators and administrative staff take a long time 

to create student data such as student attendance lists, student grade lists, student identity data, 

student test cards, to the recap (number of students, active students, student age, student transfers, 

student graphs) and format student's date of birth. At first, this student data was made manually 

using Microsoft Office Word or Microsoft Office Excel. Data is not managed digitally, after the 

completion of the school year, it is deleted and replaced with the latest school year, and so on. 

When there was a moneva and school accreditation requesting data from previous years, the school 

finally found it difficult to fulfill this because the data was not stored and managed properly. 

In the 2019/2020 school year until now, finally several schools in the Pesawaran district have 

managed student data digitally by optimizing Microsoft Office Excel-based applications created 

by researchers. Starting from the student attendance list, list of student grades, student identity data, 

student test cards, including a recap (number of students, active students, student age, transfer, 

student graph) and the format of the student's date of birth. Data is well managed digitally and 

created and stored in digital files per academic year so that data can be obtained at any time when 

needed. 

By optimizing the application based on Microsoft Office Excel for student data, its use is quite 

practical, on the main page display the data input and data output designs are made. The work will 

begin by simply inputting data in the form of school identity, student data, and inputting student 

data for transfers (out/in). After inputting this data, the output data will be obtained, namely various 

types of attendance, list of grades, student identity, for student testing purposes, various student 

data recaps to various formats of student birth dates. The output of this student data can be used 

for the purposes of educators and educators in completing their tasks. At the time of moneva data 

is easy to obtain, so schools have neat data management that is digitally documented and can be 

printed for the needs of educators in carrying out tasks. 

Making applications based on Microsoft Office Excel is made in the form of hyperlinks to the 

desired output menus, so that in this way the work will be easier and more effective, it does not 

take a long time. 

From the results of interviews with the school, after school using student administration 

applications based on microsoft office excel shows that schools are very helpful in managing 

student data effectively, in detail, practically and in a short time. 

 

CONCLUSIONS AND SUGGESTIONS 

Through Optimizing Applications based on Microsoft Office Excel, it really helps schools 
in managing student data effectively, in detail, practically and in a short time. Seeing the 

effectiveness of optimizing the use of Microsoft Office Excel-based applications, schools can use 

this application, and it is hoped that others will develop other Excel-based applications that will 

be useful in schools. 
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