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1. SYSTEM REQUIREMENTS

. In order to run and use the Attendance Capture Software, the following are
required:

1.1. Attendance Capture Software (ACS), and
1.2. Java Runtime Environment (JRE version 1.7.0 or latest)
1.3. Windows Operating System (XP to latest)
1.4. Desktop or Laptop minimum and recommended requirements
Minimum System Requirements
e CPU: 1GHz
e Memory: 1GB
e HDD: 100MB free
Recommended System Requirements
e CPU: 2GHz
e Memory: 2GB
e HDD: 100MB free
1.5. Internet Connection to:

. Update Members Details
. Submit Attendance
1.6. RFID Reader (optional)
° Plug-and-play
° usB
° Frequency: 13.56MHz
° Reads the first 10 digits of RFID (not the last 8 digits)

. Read only

e ]

RFID Reader
Serial Number
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2. INSTALLING ATTENDANCE CAPTURE SOFTWARE

= |n order to run the ACS properly, you need to download and install the software
first.

2.1. Open your browser and log on to your ministry database.
= CFC: www.cfcglobaldata.com
= HOLD: www.holdinfosystem.com
= SFC: www.sfcinfosystem.com

Note: The software can only be downloaded using an ENCODER account.

({]ﬁ (OUPLES FOR CHRIST one Lot pata

STEP 2.1:
Username  mist_encoder B aneaslar
username and
Password I | password to
: log in.

Laogin Forgot your password?

2.2. Oncelogged in, click the Activities tab.
2.3. Onthe upper-right side of the screen, click Download Attendance Capture

Software download link.

Note: The software will only run properly on a Windows OS (XP to latest).

@ﬁ COUP[ES fORC«HRIST ONE RATA & mist_encoder (ENCODER)  /Settings % Logout
Metro Manila Mission > Asia > Southeast Asia > n > National Capital Region > Metro Manila Today is Thursday, May 07, 2015
Dashboard | Metro Manila | Members Datauase Formations STEP 2.2: eports | RFID | Help

o From the @
Activities Dashboard,
click RFID. 4 Download Attendance Capture Sof@

Start Date Team Leader

STEP 2.3:
2.4 Some browsers may flash a warning message that “cfcac_setup.zip is Click Download
not commonly downloaded and could be dangerous” or an equivalent Attendance
Capture Software.

message, please click Keep to continue saving the file.

C | [3 chrome;//downloads

Downloads
Today

STEP 2.4:
Click Keep.
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2.5 Locate and uncompress the downloaded file (cfcac_setup.zip).
If you don’t know how to uncompress zipped file, please refer to Appendix C.
= |f you are using Internet Explorer, Mozilla Firefox, or Google Chrome, you may
press CTRL + J to view the list of downloaded files. Or you may use Windows
Explorer to locate the file.

C [Y chrome://downloads

Downloads

Open downloads folder Clear ail

[\
[t
l

Today cfcac_setup.zip
May 14, 2 015 ht cfcglobaldata.co

4|ATTENDANCE CAPTURE SOFTWARE MANUAL v2.1



ATTENDANCE CAPTURE SOFTWARE
ONSTRGRST END-USER MANUAL

3. INSTALLING JAVA RUNTIME ENVIRONMENT (JRE)

° This step is only for those who don’t have JRE installed in your computer. Upon
installation of the Attendance Capture Software, you will be prompted by the
Prerequisites Wizard to install JRE.

° If you are having problems installing JRE, you may Note: Java Runtime Environment
download JRE installer at the following link:
http://www.java.com/en/download/manual.jsp

° Note that 64-bit operating systems require the 64-
bit JRE installer.

3.1. Click Next to see list of prerequisites.

(JRE) is required to run the

Attendance Capture Software.

dﬁ CFC Attendance Capture Setup @

Welcome to the Prerequisites
Wizard

The setup has determined that some of the
prerequisites needed to run this program are
missing. This wizard will assist you in getting and
installing those prerequisites. Click Next to
continue to the list of prerequisites.

Click Finish at any time to completely skip the
installation of prerequisites and jump to the
installation of the main program. Click Cancel to
cancel the installation and exit the Setup Wizard.

STEP 3.1: @
Click Next to - Next ]I l Finish ] [ Cancel }

see list.

3.2. Click Next to access download page of the prerequisite.
Note: The system automatically checks the needed prerequisite (in this case, Java
Runtime Environment). Please DO NOT uncheck it. THIS REQUIRES ACTIVE

<5 CFC Attendance Capture Setup @
Prerequisites
These programs are needed for the application to run. Click on the check box
next to a prerequisite to select it for install or to skip it. Y
Name Version Action
[¥] Java Runtime Environment Required: 1.6.0 or higher. Foun...  Open Site

Press the Next button to open the prerequisit]
STEP 3.2:

Click Next to access ; _
Next Finish Cancel
download page. : > ) ( | [ cance
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3.3. Click Free Java Download.
3.4. Click Agree and Start Free Download.

Search

Download ~ Help

Download ~ Help

Google Chrome Helj i
o Eias java Downicad g J Download Java for Windows
»Di afilein
Version 7 Update 51 (filesize: 899 KB) .
e Download Java for your desktop computer now! S STEP 3.4:
Java for another computer Y P p! STEP 3 3 .
< N g
DFOpElatno DIt clck Version 7 Upqg Help Resources 1 CIICk Agfee to
the link below. Cl‘ k F .l Agree and Start Free
ICK Free Java - Download
All Java Downloads » Whatis Java? start
e Free Java Download
Download » Remove Older Versions
. Disable Java
Reportan issue : Eroehossades By downloading Java you acknowledge that you have read dOWnlOad.
> Messag
Why am | always redirected » Whatis Java? » Dolhave Java? » Need Help? » Troublashoot Java accepted the terms of the end user license
to this page when visiting a » Other Hel
page with a Java app? (v After you click the Agree and Start Free Download button, you can start the Java install by clicking
» Leam more Offtine s taation the .exe item in the Downloads bar located at the bottom of the Chrome browser window.
» Reportan issue Why download Java? Trouble downloading? » Lean more
Try the offline installer
Java technology allows you to work and play in a secure computing environment. Upgrading to the latest When your Java installation completes, you may need to restart your browser (close all browser
Java version improves the security of your system, as older versions do notinclude the latest security windows and re-open) to enable the Java Instaliation.
updates.
» System Requirements
Java allows you to play online games, chat with people around the world, calculate your mortgage
interest, and view images in 3D, justto name a few. Notthe right operating system? See all Java downloads.
Java software for your computer, or the Java Runtime Environment, is also referred to as the Java Java software for your computer, or the Java Runtime Environment, is also referred to as the Java
Runtime, Runtime Environment, Runtime, JRE, Java Virtual Machine, Virtual Machine, Java VI, JVM, VI Runtime, Runtime Environment, Runtime, JRE, Java Virtual Machine, Virtual Machine, Java VM, JVM, VM,
Java plug-in, Java plugin, Java add-on or Java download. Java plug-in, Java plugin, Java add-on or Java download
ORACLE
ORACLE

3.5. Save the file and locate the downloaded file.

Opening jxpiinstall.exe @

You have chosen to open:

)

jxpiinstall.exe
which is a: Binary File (899 KB)
from: http://sdlc-esd.sun.com

Would you like to save this file?

STEP 3.5: -
Click Save File. Save File [ Cancel ]

\ sTEP36:
@) Download! Locate the file. =R

Jjxpiinstall.exe 603 PM
899 KB — sun.com

3.6. If you are using Internet Explorer,
Mozilla Firefox, or Google Chrome, you
may also press CTRL+J to view the list STEP 3.7:
of downloaded files or you may also Click to run the
use Windows Explorer to locate the R
file.

3.7. Click and run jxpiinstall.exe.

3.8. Click Run to begin installation.

&

%)

Open File - Security Warning . =)

Do you want to run this file?

Name: ... admin\Downloads\jxpiinstall.exe
Publisher: p
Type: A
From: Admin\Downloads\jxpiinstal...
STEP 3.8:
Click Run to begin el
installation. [¥] Always ask before opening this file

| Whil files from the Intemet can be useful,thisfile type can
potentially harm your computer. Only run software from publishers
=" youtrust. What's the risk?
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3.9. Click Install to start downloading the process. It may take a while depending on
the speed of your internet connection

Java Setup - Welcome

STEP 3.10:
This process will appear

ORACLE . o
@ = Wait to finish progress bar
Welcome to Java flava Installer

Estimated time left: 46 sec

Jawva provides safe and secure access to the world of amazing Java content.
From business solutions to helpful utilities and entertainment, Java makes Java s found everywhere - on mobile phones, desktop computers, Blu-ray
wour internet experience come to life. Disc players, settop boxes, and even in your car.

By installing Java, you will be able to experience the power of Java, brought
to you by Oracle.
Note: No personal information is gathered as part of our install process.

3 3 Visitus at java.com
Click here for more information on whatwe do collect.

Click Install to acceptthe license agreement and in STEP 3.9:
Click Install to begin
™ Change destination folder installation.

3.10. After successfully downloading the necessary files, Java Setup will automatically
proceed with the installation proper.
3.11. After the installation, click Close to exit.

Java Setup - Progress @ | =

(—
=’)ava ORACLE

Status:  Instaliing Java
[TT11] ]

3 Billion Devices Run Java

Java Setup - Complete @

ORACLE

+/ You have successfully installed Java

‘When Java updates are available, you will be prompted to download and
install. We recommend you always do so to ensure your system has the
latest performance and security improvements.

See the instructions if you want to change this behavior.

‘When you click close, your browser will be opened so you can verify that
Java is working.

STEP 3.12:

Click Close to exit.
Close
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4. ATTENDANCE CAPTURE SOFTWARE SETUP

4.1. After successful installation of JRE, click Finish to proceed to the installation of the
Attendance Capture Software. Skip this step if you have JRE pre-installed in your

com puter.
4.2. Click Next.
1 CEC Attendance Capture Setup = 2 CFC Attendance Capture Setup el
Configure Shortcuts
Welcome to the CFC Creste apphcation shorioss
Attendance Capture Setup
Wizard

Create shorouts for OFC Attendance Capture in e following locatons:

The Setup Wizerd o retsl OFC Attendance Capture on
your computer, Chck Weat” 1o continue o “Cancel” 1 et
the Setuo Warard 7 Deskiop

7 Start Mery Programs folder

@ Advarced Instaler
[_gext> | Cancel

4.3. Choose the location where you want to create shortcuts for the ACS. By default,
both Desktop and Start Menu are selected. Click Next to continue.

4.4, Default installation folder is C:\Program Files\Couples for Christ\CFC Attendance
Capture\. If you want to install to a difference folder, enter it or click “Browse”.
Choose Next.

. N
¢ CFC Attendance Capture Setup oS TV CFC Attendance Capture Setup ol ® =
Open Sites Select Installation Folder
You must locate, downioad and install the folowing prerequisites onto your §: o~
computer, Double cick on an URL fo it your webibroweer, This is the folder where CFC Attendance Capture will be installed. ¢
Prerequisite LRL
Java Runtime En,.. http:/fwww,java.com/download To install in this folder, dick "Next". To install to a different folder, enter it below or dick
“Browse”,

Folder:

IC:\Piogram Files\Couples For Christ\CFC Attendance Capture\ Browse...

Press the Finish button when you are done and ready to i jiendance Capture.

Advanced Installer

ook (Comed ]
4.5. Click Install to begin software installation.
4.6. Once set up is complete, click Finish to exit.
ﬁ] CFC Attendance Capture Setup @ }§’ CFC Attendance Capture Setup @

Ready to Install
The Setup Wizard is ready to begin the CFC Attendance Capture installation

Click "Install” to begin the installation. If you want to review or change any of your
installation settings, dick Back”. Click "Cancel” to exit the wizard.

Advanced Installer @
<Back I‘ﬁ’lnstall I Cancel |

8|ATTENDANCE CAPTURE SOFTWARE MANUAL v2.1
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5. USING THE ATTENDANCE CAPTURE SOFTWARE

5.1. Go to your Desktop or click the Start Menu and look for the CFC Attendance
Capture icon.

5.2. Right-click the icon click Run as Administrator to run the
program.

Troubleshoot compatibility WA Microsoft word 2010

Open file |

)@ Microsoft Excel 2010 »
can for Viruses.
Add to archive...

Add to "CFC Attendance Capture.rar”

ﬁ Microsoft PowerPoint 2010 4
.d‘j Notepad >

Paint 4

Compress and email...
Compress to "CFC Attendance Capture.rar” an
Extract files...

Extract Here

Extract to CFC Attendance Capture\

Open with WinRAR

Pin to Taskbar

Pin to Start Menu

E Calculator

;)

o

5
g
=
)
2
=
=
=
2
=)

j’ Getting Started 4

! Connect to a Projector

“l’. \  CFC Attendance Capture
s

Restore previous versions

Send to

Cut
Copy

Create shortcut
> AllPrograms

o

[ Search programs and fites

Note: When running the system for the first time, the system will prompt a
warning that a database file cannot be located. Click YES to create a new START MENU
database file.
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6. ATTENDANCE CAPTURE SOFTWARE MODULES

File Help

(%) CFC Attendance o B )

‘ ’ 1. Update Members Details
. (0 Members)

Get the latest members’
list from the selected
database.

' 2a. Create New Activity

2b. View Activity List

J \

Create new activity for
attendance capture.

View/edit previously
saved activities.

3. Submit Attendance

Important Notes:

Upload attendance to the
ministry database.

1. The modules are numbered in order. That means an activity cannot be created if there
are no members yet. In the same manner, one cannot upload an attendance without

first creating an activity.

2. Internet connection is needed for the following modules:

= Update Members Details
=  Submit Attendance

3. Only an encoder account can download and update members’ details and submit

attendance.

10|ATTENDANCE CAPTURE SOFTWARE MANUAL v2.1
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6.1. UPDATE MEMBERS DETAILS

6.1.1. Click Update Members Details from the Main Menu.
6.1.2. Select the Ministry Database from the drop-down list.

6.1.3. Enter Username and Password, and then click Download and Update Data.

FC Attendance
Help

=e =

&)

3. Submit Attendance

Close the window once download

@ Update Members Details
Database:  [hittp:jjwww.chcaiobaldata.com) =

m Username:
1. Update Members Details Password:
5 (0 Members) Select Area:
Download and Update Data
2a. Create New Activity ) ,
| £| Update Members Details E]@
Database: lht.‘tp//wwwsfqnf;asyst‘ex'ncnm/
- http: //www.cfcglobaldata.com/
el http://www.sfdnfosystem. com/ ‘
Password: http: //www.holdinfosystem.com/
2b. View Activity List gy eww yEcos e o)

http: //www.kfcinfosystem.com/
l Download and Update Data

Select the Ministry Database from
the drop-down list.

is completed.
@ pdate Members Details ol e =]
|| Update Members Details ’E] =] Gtabase: http:/fwww.sfcinfosystem.com/ =)

Database: http: /fwww.sfcinfosystem.com/ - Username: mm_easta
Username: mm_easta =

Password: esssee
Password: seseee

Select Area:

Select Area: MM Metro Manila > East > East A

( Download and Update Data

Updati rs list... 1355 of 1355
<Downlc>ad complete.

11|ATTENDANCE CAPTURE SOFTWARE MANUAL
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6.2. CREATE NEW ACTIVITY

6.2.1. Click Create New Activity from the Main Menu.
6.2.2. Enter Activity Name and Venue.
= Note: Make sure to enter At least 60 characters only per text box to avoid
uploading error.
6.2.3. Select Activity Type from the drop-down list.
6.2.4. Use the Calendar Tool to select the Start Date and End Date.
= Note: When uploading activity attendance from different computers (multiple
setup), entries in the following fields must be the same so that the
Members Management Database (MMD) can merge the details into
one activity: Ministry Database, Activity Name, Venue, Type, Start
Date, End Date.
6.2.5. Click Save Activity Details.

— Pintet e o]
Attendance =N o @
Ip s —New Activity — v Create New Total Attendees: o

Name: FEBRUARY 2014 MISSION CORE TEACHING

[7] Show Member Photo

Venue: CHRIST THE KING PARISH GREENMEADOWS

‘ b 1. Update Members Details "

StartDate: | Tuesday, February 18, 2014
(1 ,356 Mem be I'S) EndDate: |Tuesday, February 18, 2014
[Cpeiionr] /

7, [ALLY /

[¥] Allow L ified MemberID

TEACHING X
4 = [V] Allow Multiple Attendance

| Enter activity name and venue. = - = Seard ) e
2a. Create New Activity /

Vi
2b. View Activity List 1 /
) /

From the drop-down list, select Use the calendar tool to select
-h. i 3. Submit Attendance

activity type. dates.
| 2] View Activity List =N R |

Activities: —New Activity — - Create New Total Attendees: 0
Name: FEBRUARY 2014 MISSION CORE TEACHING g
|¥] Show Member Photo
Venue: CHRIST THE KING PARISH GREENMEADOWS i 5
[] Allow Unidentified MemberID
Type: TEACHING =
e [¥] Allow Multiple Attendance

StartDate: |Tuesday, February 18, 2014 Ll

End Date: | Tuesday, February 18, 2014

Remove from List Save Activity Details Xtart Capturing Attendance

[ALL] Export Attengaass

Member ID Lastname frea Service RFID

Click Save Activity Details.
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6.3. VIEW ACTIVITY LIST

6.3.1. Click View Activity List from the Main Menu.

6.3.2. Select the Activity you would like to view/edit from the drop-down list.
6.3.3. The activity record will be displayed and the details can be edited.

6.3.4. Click Save Activity Details if you want to apply changes or exit windows to discard.
6.3.5. Click Start Capturing Attendance to begin attendance recording.

FC Attendance
elp

=Te &

: (1,356 Members)

1. Update Members Details

& t)

2a. Create New Activity

2b. View Activity List

U 3. Submit Attendance

View/edit details of the activity
selected.

0

Click Save Activity Details if you
have made changes.

O O

Click to start attendance capture.

13|ATTENDANCE CAPTURE SOFTWARE

Actvity List

[EE)

@ ities:

Nare: |

—~New Actiity

Venue:

Type: TRAINING

v [ cesteen

Total Attendees: 0
7] Show Member Photo
[9] Alow Unidentified MemberID
V] Allow Multiple Attendance

v
StortDate: |Thrsday, June 25, 2015 ()
EndDate: | Thursday, June 25, 2015 ()
Save Activity Details Start Capturing Attendance
[ALL] E Name 1 Rese
| View Activity List =R
Actvities: [ —New Acivity | [ Createen | Total Attendees: 0
- New Activity —
Naze; [TEACHING] FEBRUARY 2014 MISSION CORE TEACHING (FEBRUARY 2014 MISSION CORE TEACHING) [2014-2-14] 7] Show Member Photo
Ve : N
fenue: ] Allow Unidentified MemberID
e =t ™| [7) Alow Multle Attendance
StartDate; |Wednesday, February 12, 2014 (3]
EndDate: | Wednesday, February 12, 2014 (3]
R Save Activity Details ndance
|cen
[ALL]
Member ID Lastname Firstname Middiename Nickname Area Service RFID
Select the Activity from the drop-
down list.
| 4| View Activity List =@
Activities: i Jv || createhew Total Attendees: 0

Name: FEBRUARY 2014 MISSION CORE TEACHING ] S M Photo
Venue:  |CHRIST THE KING PARISH GREENMEADOWS 7] A Unidinfied MemberD
Type: ([EACHING, [7] Allow Multiple Attendance
StartDate; |Tuesday, February 18, 2014
EndDate: | Tuesday, February 18, 2014 B
/M@ Stort Copluog Al o
I'Qeniarfce ji o _—
| l |
2 Vi Tty List =
Create New | Total Attendees: [

MANUAL v

Name: FEBRUARY 2014 MISSION CORE TEACHING 7] Show Member Photo
Venue:  |CHRIST THE KING PARISH GREENMEADOWS 7] Alow Uridentified MemberID
Type: TEACHING ¥|  [7] Alow Multiple Attendance
Start Date; |Tuesday, February 18, 2014 |EI
EndDate; |Tuesday, February 18, 2014 ‘E]
[ save Actity Detaidp (™ Start Capturing Attendance >> )
Attendance [ |
——
AL v | [ Export Attendance [ Search | [ Reset ‘
| Member ID Lastname Firstname Middlename Nickname Area Service RFID

2.1
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Attendance Capture

Important Note:

You cannot capture the attendance for an activity that has already ended or has yet to
begin. Click OK to close the error message that appears.

(2] View Activity List
Activities: [['I'm]FmUARY 2014 MISSION CORE TEACHING (FEBRUARY 2014 MISSION CORE TEACHING) v} Create New Total Attendees: 0
Name: |FEBRUARY 2014 MISSION CORE TEACHING \ Show Member Photo
Venue: :CHRISTTHE KING PARISH GREENMEADOWS l Allow Unidentified MemberID
Type: [TEACHING *| (] Alow Muite Attendance
StartDate: |Tuesday, February 18, 2014 (=)

End Date: {Tuesday, February 18, 2014 I
g & Save Activity Details Start Capturing Attendance >>
|
Attendance | Capture Monitor | @ Cannot start activity.
Activity hasn't started yet or has already ended.
g ][ ExortAtendance | | [ search | [ Reset |
Member ID Lastname Firstname Service RFID

Once you click Start Capturing Attendance, this window will appear:

14|ATTENDANCE CAPTURE SOFTWARE MANUAL v2.1
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Remove Activity from List

1. Select the name of activity that you wish to remove from the list.

|| View Activity List = | B
Actvites: f{|—New Actvity — o) [ createten | Total Attendees: 0

|- New Activity —
Rt | [TEACHING] FEBRUARY 2014 MISSION CORE TEACHING (FEPRUARY 2014 MISSION CORE TEACHING) [2014-2-16 ] Show Member Photo

Venue: [¥] Allow Unidentified MemberID
] Allow Multiple Attendance

Type: [assemeLY

StartDate: | Wednesday, February 12, 2014

“

EndDate; |Wednesday, February 12, 2014 ()
Ren fr t Save Activity Details.
|
[AL]
Member ID Lastname Firstname Middiehame Nickname Area Service RFID

Select the Activity from the drop-
down list.

2. Click Remove from List button.
3. Click OK to remove the selected activity from the List.

) View Activity List p— p—— S =8 %
Activities: | [ASSEMBLY] TEST (TEST) [2015-7-2] to [2015-7-2] - Total Attendees: 0
Name: TEST (V] Show Member Photo
Venue: TEST [/] Allow Unidentified MemberID
Type: ASSEMBLY v | [¥] Alow Multiple Attendance
StartDate: |Thursday, July 2, 2015
Click Remove from EndDate:  |Thursday, My 2, 2015
List Button. —> Save Actvity Detals | [ Start Capturing Attendance >> |
And click OK
= -

RFID

4. Click the dropdown list again to verify if the selected activity is removed.

[ View Activity List [E=RE=l)

Click the Dropdown

list. | actiites g, hobew Acvity 2] [ createten | Total Attendees: 0
Name: [¥] Show Member Photo
Venue: ] Allow Unidentified MemberID
Type: | ASSEMBLY v, [] Allow Multiple Attendance
StartDate: | Thursday, uly 9, 2015
EndDate: | Thursday, July 9, 2015

Save Activity Details

[AL] Expo

Member ID Lastname Firstname Middlename Nickname Area Service RFID

1S |ATTENDANCE CAPTURE SOFTWARE MANUAL
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Two Ways to Record Attendance

1. Scan via RFID Reader

(0]

(0]

Connect the RFID reader to your computer.

Scan the RFID and the member attendance will automatically be saved.

2. Manual Search

o

(0]

Lastname

[SMM-2009-002584 LM

Search by MEMBER
ID NUMBER

Enter any of the following:
=  Member ID Number
=  First Name

=  Last Name

Double click the details of the member you would like to add in the list of attendees.

1D Number Lastname
SMM-2009-010105 Catapang

CATAPANG |

SMM-2009-006975 | Catapang Cindy

Chen

EastA

SMM-2009-014266 | Catapang Cyrus Dan

Cyrus

East A3a

MARLON LIM

East A (SH)
SMM-2009-002584 2015/01/07 15:54:57

ATTENDANCE
CAPTURE SCREEN

16| ATTENDANCE CAPTURE SOFTWARE MANUAL

Search by MEMBER
NAME (FIRST or LAST)
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View Attendees

o  Once the event has ended, click the button to close the screen.

o  Thelist of attendees can be viewed in the View Activity List window.

- - —
| %) View Activity List = ol ==

Activities: Pv| [ createnew | | TotalAttendees: 13

Name: 21st SFC INTERNATIONAL CONFERENCE

Venue: CAGAYAN DE ORO CITY View total number of

Type: | CONFERENCE v eliiznetaes,

Start Date: | Tuesday, February 11, 2014

End Date: _ Sunday, February 16, 2014 @

Click the drop-down Save Activity Details | [ _Start Capturing Attendance >> |
list to view by
ministry.
Attendance w |
> .
i 1 Click to export
SFC onl! Export Attendance

w%l‘_ attendance (in csv).

Member ID Lastname Firstname Middlename Nickname Area Service RFID
|lsMMm-2009-002584 LM MARLON ABRIGO MARLON EastA sH 850651614 -
|sMM-2009-006975 Catapang Cindy Lacerna Chen EastA SH 1054135870
|lsMMm-2009-002146 Junio John Mark Oredina ™ East A4 CLH 3563502066
|sMM-2009-006 160 GARNICA UNAIZA MARTINETE AIZA East A4 CLH 851470766 =
|lsMMm-2009-008840 BALDONADI CESAR CACHO IAN East Adb MEMBER 504486266
|sMMm-2009-008856 ABELARDO CATHLEEN DUTERTE cAT East Adb HH 2014710734
|lsMMm-2013-063218 Muyot Precious A Prei East Ada MEMBER 3600819298
|lsMM-2010-024841 BORNILLA RICARDO JR. CARDINO JUNIOR East Adb MEMBER 3088210387 L
|lsMM-2010-022654 AGAMATA ABBEY ABBEY East Adc UH 3
|[SMM-2009~0 10948 Fernandez Lawrence Andrew Laureta Lance East A3a CH 1402343374
|lsMM-2013-070574 Salavarria Unica Kate Fernandez Unique EastA3a MEMBER
llsMMm-2012-046197 CACHO ELAINE RAPER LENG-LENG East Adb HH 1221737437
|lsMm-2010-024507 NAVARRO AIZA PEDRASA ICE East Adb cH 3361512411
ILS_MM-2009~005377 AZARCON |SHIELA SHIE EastAl CLH 850630718 Y

o  Click the drop-down list to view attendance by ministry for events attended by multiple
ministries.

o  Thelist of attendees can also be exported using the Export Attendance (in CSV format).
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6.4. SUBMIT ATTENDANCE

6.4.1. Click Submit Attendance from the Main Menu.

6.4.2.Select the Ministry Database from the drop-down list.

6.4.3. Enter the Username and Password to log in.

6.4.4. Select the Area to which you would like to upload the attendance.

6.4.5. Choose the Activity you would like to upload or update.
Note: If an activity is already uploaded in the database (multiple setup as in MC
Gatherings and Assemblies), please choose from the list in the ONLINE ACTIVITY
field to avoid multiple entries.

Database:

Username:

6.4.6. Click Upload Activity Attendance.
http://www.cfcglobaldata.com/
NUP: //WWW, CTCIODAITaTE, com/
‘~ ’ 1. Update Members Details _
o (1,356 Members)

6.4.7. Click Logout and close the window once done.
@ Attericdance E]\Eﬁ |£| Submit Attendance @M‘
elp
http: /fwww.sfcinfosystem.com/
Password: http: /fwww.holdinfosystem.com/
b 4

“ Select Area:

Online Activity: | -- New Activity -

My Activity:

Upload Activity Attendance

2a. Create New Activity ogging in...
a =re X
Bbase: v.cfcglobaldata.com/
Username: mist_encoder 1
Password: ssesssssase )
2b. View Activity List
Select Area: - L -
Online Activity: |—New Activity — v
| My Activity: | - ‘
@ ‘ [ Upload Activity Attendance ]

3. Submit Attendance izgg’l‘nzuz;;;ful- ONLINE ACTIVITY: upload
new activity attendance
| £/ Submit Attendance (auto-create new activity) or
. in the case of activities
Database: http: /fwww.cfcglobaldata. com/ which are already uploaded
Username: mm_easta in the database, CHOOSE
@ e . from the drop-down list to
it Attendance =0 = | avoid multiple entries.
Database: http: infosystem.com/ - ——
Username: mm_easta Select Area:
Password: sessss Online Activity: | - New Activity —

Login [ Logout | My Activity:

SelectArea:  |MM | |Metro Manila > East > EastA - y "
: ot = Upload Activity Attendance
Online Activity: -- select one or ignore (auto-create) — -
] Generating attendance file...

My Activity: :let SFC INTERNATIONAL CONFERENCE at CAGAYAN DE ORO CITY (02/11/2014-02/1... v

Upload Activity Attendance I Uploading attendance...

SUCCESS! CATAPANG, CINDY successfully imported.
SUCCESS! JUNIC, JOHN MARK successfully imported.
SUCCESS! GARNICA, UNAIZA successfully imported.
SUCCESS! BALDONADI, CESAR successfully imported.
SUCCESS! ABELARDO, CATHLEEN successfully imported.
SUCCESS! MUYOT, PRECIOUS successfully imported.

SUCCESS! BORNILLA, RICARDO JR. successfully imported. ‘
SUCCESS! AGAMATA, ABBEY successfully imported.

SUCCESS! FERNANDEZ, LAWRENCE ANDREW successfully imported.
SUCCESS! SALAVARRIA, UNICA KATE successfully imported.
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7. VIEW ATTENDANCE IN THE DATABASE

7.1.
7.2.
7.3.
7.4.

ACTIVITIES

Log on to the database using your encoder username and password.

Click Activities tab.

You will see the list of activities in your area.

Click an activity on the list to view the details or click Attendance link opposite an
activity to view list of attendees.

SECURITY LOGIN

Username: Ir*r"'_eas*.s

Passwerd: I......

i Log-In |

Click here for Members portal

Current User: East A (mm_easta)

CFC SINGLES FOR CHRIST INFORMATION SYSTEM RO S

Metro Manila > East > East A 4] update Profile i1 Log-off

Today is Wednesday, February 12, 2014

Home | EastA | Members Database Formations Evangelization | Tithes Monitoring | Reports |  RFID Attandance. | Halp
Adé DOWNLOAD ATTENDANCE CAPTURE SOFTWARE
AM TIVITY TYPE AREA 9%"{‘ DATE END VENUE “";' 0 | OPERATIONS
ASSEMBLY S5t 5122/2014 2/22/201 & Holy Trinity Parish © membars
&3b Artangan
CONFERENCE SastA  2/11/2014 2/16/2014CAGAYAN DE ORO CITY 13 members
Attgncanc
/ CHAPTER FEL, FELLOWSHIP SO 2/9/2014 2/9/2014 REGINARIICA, TANAY & members
Adr Amtengan
# CHAPTER ASSEMBLY ASSEMBLY E‘,? 2/5/2014 2/9/2014 KARANGALAN DRIVE 23 mambars 9O
Attendan
/ SECTOR SERVICE MEETING SERVICEMEETING EastA 2/8/2014 2/8/2014 DUMLAO RESIDENCE 19 membars|
Artancanca
WORK WITH THE Sast 7
E RV, / 1 /8/201 /
P SERVE POOR Sap  2/8/2014 2/8/2014 Bronce Strest Village East 8 membars |
# earants Racollaction OTHERS S35t 2/8/2014 2/8/2014 Lorenzo Ruiz de Manila School, Cainta, Rizal 10 members
A3a Artencance
East &
' Slores Band Practics OTHERS A3 2/8/2014 2/8/2014 Gigmaker Band Studis, Cainta, Rizal 10 members, 9O
3 Attencan
c é
P Chaptar Assambly ASSEMBLY Sast  2/8/2014 2/8/2014 Holy Family Chapal 29 membars
A1b Attencance
j‘boxpnm- for MC Paz FELLOWSHIP EanE 2/8/2014 2/8/2014 Papalohn's, Tomas Merate 11 membars
&35 Astangancy
# Music Miaistry Practics OTHERS i‘;‘ 2/7/2014 2/7/2014 Manalaysay Residence, Vista Verde 14 members 2
a arrandanra
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TECHNICAL SUPPORT

For inquiries regarding the
Attendance Capture Software
and RFID Reader, contact:

Mission Information Systems
and Technology (MIST)

+63 2 709-4868 loc. 37

+63 2 709-4841

Or email:
acs@couplesforchristglobal.org
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APPENDIX

A. ATTENDANCE CAPTURING KIT

The Attendance Capturing Kit (ACK) is a set of materials to capture attendance of activities in the area.
The kit is available for borrowing from the CFC Global Mission Center.

The kit consists of the following:
1. ACS End-User Manual — Step by Step Manual
2. ACK Borrower’s Form — details of the borrower and the borrowing agreement
3. Pouch Bag — container for the ACK
4. RFID Card Reader — used to scan RFID (radio frequency identification) cards
Note 1: A refundable deposit fee of £1,000 (one thousand pesos) is required.

Note 2: Due to the limited supply, kits can be borrowed on a first-come, first- served basis.

o

COUPLES FOR CHIST

f3 (CURES FORCHAIST

ATTEADANGE CAYTURS
AT RS 0K

ATTENDANCT
CAPTURE SOFTWARE
ENDUSENR MANUAL

RFID Reader
Serial Number
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B. UNINSTALL SOFTWARE

Go to your Desktop or click the Start Menu and look for the CFC Attendance Capture folder.
Click Uninstall icon.

Click Yes to begin uninstalling the software.

Wait for the process to finish. Uninstallation windows will close automatically upon
completion.

~J Notepad » ‘ﬂt XPS Viewer -

bl

Accessories

@ Microsoft Word 2010 R . Acoustica MP3 Audio Mixer
. Adobe
= . Adobe LiveCycle ES2
@ MicrasoftExcel 2010, £ | Adobe Masteyr Collection CS5.5
- . Aurora 3D Text & Logo Maker
6’“ il ' . CFC Attendance Capture .
= ¢} CFC Attendance Capture
G Pt : P — ]
B command Prompt CutePDF
. Dropbox
b , EPSON =
(‘5} CFC Attendance Capture | Epson Software

£ .. eScan for Windows
@A Internet Explorer » | Foxit Reader
Foxit Reader 5.0
Games
Google Chrome

. Google Drive -

» Al Programs 14  Back

TDNY

START MENU

,

Windows Installer — C Attendance Capture
'd [d] Please wait while Windows configures CFC Attendance Capture
(a3
Are you sure you want to uninstall this product? I"
I’ Yes ] [ No Cl | Cancel
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C. How to Uncompress Files Using WinZip or WinRAR

= For system without WinRAR Or WinZIP installed, right-click the ZIP file and select
Extract ALL... Select a destination folder to extract the files. Click Extract.

Open
Medialnfo

Exract All...

Scan for Viruses using escan

@ | Bdract Compressed (Z

2 Unlocker

Select a Destination and Extract Files

Open with
Restore previous versions

Send to

Files will be extracted to this folder:
D:\rudolf\Desktop\cfcac_setup

File Edit View Tools Help
EPSON Easy Photo Print v ) Photo Print

Organize v Includein library v Sharewith v New folder v [ @

rs

Cut

Copy
Paste

Create shortcut
Delete

Show extracted files when complete

R )

Rename W Favorites [ Name Size

Properties I Desktop E‘ O cfeac_setup.exe 74928
- % Downloads

» For systems using WinRAR, right-click the file and click Extract Here.

& » Computer » Local Disk(C) » Users B il43 | Sesreh D - . —
@\J 1 » Rudolf Clutario » Downloads »
Organce v+ B Open »  Sharewith » = 0O @ J - — —
st = Organize v (5 Open  Includein library +! Slideshow  E-mail  New folder
E Eororie Nome Date modified .
B Desktop B cheac_setup ) 7t Favorites B | hine Type pac Tags
8 Downloads T B Desktop |, cfcac_setup 5/14/20157:26 PM File folder |
& Recent Places Edract Here 8 Downloads cac_setup 14/20156:57 PM WInRAR ZIP archive TS e
Sy | Extract o cleac.setup\ 1 Recent Places
2 Documents. P O TCT TTUTes UG oo
& Music Open with » A Libraries =
e Pictures Share with » [ Documents
B videos Restore previous versions & Music
Sendto » [ Pictures
™ Computer B Videos
& Local Disk (C) Cut
Coy
. 8 Computer
@ Network Chaesiion &, Local Disk (C)
Delete
Rename
Properties € Network

= For systems using WinZIP, right-click the file, select WinZIP and click
Extract to Here.

& » Computer » Data (D) » rudolf » Downloads » |43 [l search Dowin.. o 16 » Computer » Data (D:) » rudolf » Downloads » ~ |43l search Down.. p
File Edit View Tools Help File Edit View Tools Help
EPSON Easy Photo Print v () Photo Print EPSON Easy Photo Print v () Photo Print

Organize v & Open with WinZip v Print  New folder =~ 0 @ Organize v Open New folder v 0 @
i s 4 Name . Date modified Type Size 9t Favorites 2 Name Date modified Type Size

B Desktop |3 cfear catinin R15621PM  WinZip File 6,665 KB| [ Desktop &5 cfeac_setup.exe 4/29/2015 150 PM_ Application 7,492 KB'

16 Downloads Open with WinZip 1 Downloads . cfcac_setup.zip 5/12/20156:21 PM  WinZip File 6,665 KB

% Google Drive Print % Google Drive

23 Dropbox £ Medialnfo 23 Dropbox £

£ Recent Places @ Scan for Viruses using eScan 1 Recent Places

Open with

9 Libraries l § w.nz.E 1. 9 _Ednctio.. 4 Libraries

o o

%] Documents s 3 Extractto here 1 % Documents

& Music Extract to folder D:\rudolf\Downloads\cfcac_setup & Music

(=) Pictures e oS pe o= @ Extractto folder » [&=] Pictures

{8 videos Sendto »| @ E-Mail cfeac_setupazip B Videos

@ Encrypt

= Cut 8 Comput
I Compiites & 9 Create Self-Extractor (Exe) % Computer

&, system (C) Py @ Configure &, system (C)

ca Data (D) Create shortcut ca Data (D)

8 shared (\mist-pcd) (X)) Delete &3 shared (\mist-pcd) (X))

S g (\\cfegme-server) (Y:) Rename &% g (\\cfegme-server) (Y:)

S rfid (\mist-pcd\shared) (Z:) S rfid (\\mist-pcd\shared) ()

Properties.

Extract all files in the archive to this folder 1 item selected 8 Computer
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D. RFID Reader Ordering Guidelines

RFID Readers can be ordered online via www.cfchomeoffice.com.

1. Log on to CFC Home Office Online using your Member ID Number and password.

Member ID: [SMM-2009-006160 |

Password: I"ounoouul |
 logn

Forgot your password?

Mo account yet? Sign-up here

HOME OFFICE ONLINE

Welcome to CFC Home Office Online! @ Aza Gamica | Edt Profi | Log-Out

Click on the module links below to start using the system.

é Tithes D Events Registration

Remit your tithes online Register/join events, confarences, seminars

Donations H Downloads
Online donations, PFO Materials, User Manuals and Other Guidelines for
fundraising Download
@?‘ CLP Registration Item Ordering
. EEE;:? CLP Kits and L Order Trems (by Area) from the Global Mission Center

3. Click Order on the Action column for the item desired (RFID Reader).

HOME OFFICE ONLINE

Item OI‘dEI‘iI‘Ig 2 Aiza Garnica | Edit Profile | Log-Out

e
@@
List of availzble items for order View Order History | Return to Home

T T S NN
RFID READER Php 1,000.00 CORDER
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4. Choose from the drop-down list the desired quantity. Click Next to continue.

END-USER MANUAL

HOME OFFICE ONLINE

Item Ordering & Aiza Garnica | Edit Profile | Log-Out

SELECT ITEM 2. CHOOSE PAYMENT OPTIONS 3. CHECKOUT 4. PROCESS PAYMENT 5. CONFIRMATION

mem nave: RFID READER
DESCRIPTION: Device for Attendance Capture

ITEM COST: Php 1,000.00

QUANTITY:

5. Choose your desired mode of payment. You can either pay through cash, credit card, bank,

or bills payment (SM or BDO). Make sure to read the payment guidelines before you

proceed. Click Next once you have chosen and have read the guidelines for your payment

method.

HOME OFFICE ONLINE

Select Payment Option

PAYMENT OPTION GUIDELINES

1. Take note of the TRANSACTION ID and the AMOUNT.

2. Go to the CFC Global Mission Center (#156 20th Avenue, Cubae, Quezon City), accomplish
the PAYMENT SLIP and give to the CASHIER along with your payment.

Note: The CFC Global Mission Center is open from 9am-5pm, Monday to Friday, except

s |CASH holidays. Make sure to pay the transaction within five (5) calendar days. Transactions not paid
after 5 calendar days will automatically expire.

3. The Cashier will issue an OFFICIAL RECETPT and will confirm your transaction.

4. Once transaction is confirmed, a CONFIRMATION notice will be automatically sent to the
email address used to create the transaction and to the designated contact person.

1. During checkout, additional charge (3.5% of the amout due) is automatically computed. Click
Mext to proceed. (Additional charge is shouldered by the member for EVENTS REGISTRATION
and [TEM ORDERING while CFC shoulders the charge for TITHES & DONATIONS.)
Notes:
@. CFC Home Office Online provides a secure server that handles confidential information such
as credit card or payment information. This is encrypted using the latest Secure Sockets Layer
($5L) technology. SSL is the industry standard teol that encrypts information and keeps the
data private and confidential between your machine and CFC. This technology makes it safe to
transmit your credit card number over the Internet.

2. Read the TERMS & CONDITIONS (http://cfchomeoffice.com/toc.aspx) and check the box if
CREDITCARD you agree. Then click Pay Now to continue with the payment.
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6. Enter the contact details of your area head (chapter/cluster/sector/province), review your

order summary, and click Next to proceed.

<
Item Ordering 3 Az Gamica | Edit Profile | Log-Out

1. seiectrrem 2. CHOOSE PAYMENT OPTIONS 3, CHECKOUT [ SR cep Rty S e S et e et

TYPE CONTACT INFORMATION (e.g. AREA HEAD)
AREA: Metro Maniz > East > East A > East A4

HAME: [CHAPTER HEAD | CELL: psi7izsass? |

EMAIL: [chapterhead@amail.com| PHONE: (1224567 |

Your Order Transaction Summary

QUANTITY PARTICULAR CosT AMOUNT
2 RFID READER 1,000.00 2,000.00

‘ TOTAL AMOUNT DUE| PHP Z,DI]D.IJI]|

7. Review the payment guidelines and the Terms and Conditions, check the box if you agree,

and click Pay Now to complete the process.

HOME OFFICE ONLINE

Item Ordering 2 Aiza Garnica | Edit Profile | Log-Cut

1. saecrmem 2. cvoosepavmentopTions 3. cueckoutr 4. process pavment S JRRSEEISTETRtY

Your Order Transaction is now ready for payment.

TOTAL AMOUNT DUE: PHP 2,000.00
PAYMENT OPTION: CASH

1. Take note of the TRANSACTION ID and the AMOUNT, -
2. Goto the CFC Global Mission Center (156 20th Avenus, Cubsc,
Quezon Ciy), accomplish the PAYMENT SLIP and give to the
CASHIER zlong with your payment,

Wote: The CFC Global Mission Center s open from Sem-Spm, Monday |

-

I [#1By checking this box you agree to the above Guidelines and the Terms and Conditions I

Cance
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8. Click Close, settle the payment (if not paid via credit card), and wait for the confirmation
email.

\qh Bt Do ~
@‘ Item Ordering @ Aara Garmica | B Profie | Log-Out

1. seecrmen 2. cuoosepmvmentoeions 3. checkour 4. erocesseavMENT D). CONFIRMATION

Success! Your transaction has been received.
Your Item Ordering Transaction ID:

Keep this Transaction ID for your reference, A copy of this
transaction has slso besn sant to your emall scdness,
For PEMDING status, pleass settle the payment in 3.5
days,

PAYMENT GUIDELINES

1. Tk ot of the TRANSACTION ID and the AMOUNT.

2. o to the CFC Gaobal Mizsion Canter (#155 20th Avenus, Cubeg,
(Qu=zon City), sccomgiian the PAYMENT SLIP and give o the CASHIER
alang with your payment.

Note: The CFC Giobsl Mission Cartler i op=n from Sem-3pm, Mondsy
o Friday, mozact Miohdeys. Maks sure Uo say Dhe Dransaction within fros
(5) csbender deyz. Trammactions mot ouid #fter 5 colmnder deys o
mutomatically sgine,

3. The Castimr will ixsus = OFFICIAL RECEIT and will confiom your
tramsaction.

4, Once tranesclion i confirmed, 8 CONFIRMATION notics will be
adtomatically zent to the ema: address uzed to creste the transaction
and o the designated contact parson.

TOTAL AMOUNT DUE:PHP 2,000.00
PAYMENT OPTION: CASH
STATUS:PENDING
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E. How to pick up RFID Reader

STEP 1: CFC MIST will send an email notification to the member once the RFID Reader(s) is/are
available for pick-up.

STEP 2: Member must present a copy of the CONFIRMED TRANSACTION upon claiming the RFID
Reader(s).
Note: If the Transaction is not under your name, an Authorization Letter is required.

STEP 3: Go to MIST (3" floor, CFC Global Mission Center) to claim the RFID Reader(s).
Note: Check the item(s) for damaged or missing piece/s.

F. WARRANTY CLAIM PROCEDURE

The one (1) year limited product warranty shall commence upon claiming the item. If the item is not
claimed immediately, the warranty will start exactly 1 month after the requestor received the
notification from MIST that the item is ready for pick-up.

Note that this warranty shall in no manner cover components that has been damaged or rendered
unserviceable due to negligence, misuse, acts of vandalism, or tampering.

STEP 1: Kindly double check if the item really needs to be replaced. Upon confirmation, kindly
send an email to Attendance Capture Software Helpdesk
<acs@couplesforchristglobal.org> and don’t forget to mention your name, area, and
include any of the following details:

o Transaction ID Number (TID) of the online transaction.
o Serial Number of the RFID Reader (SN XXXXXXXX) and date of acquisition.

STEP 2: CFC MIST will respond to your email notification within 48 hours and the schedule on
when you may visit CFC GMC to claim the replacement item.

Note: If the RFID Reader is not under your name, an Authorization Letter is required.
STEP 3: Go to MIST and don’t forget to bring the defective item. MIST will double-check if the
item really needs replacement and if the item is acceptable for warranty. If the item is

acceptable for warranty, MIST will issue a replacement unit.

Note: Kindly check the item for damage or missing parts and it should be 100% working
before you leave CFC GMC.
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