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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 

 CPU: 1GHz 

 Memory: 1GB 

 HDD: 100MB free 
Recommended System Requirements 

 CPU: 2GHz 

 Memory: 2GB 

 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 
 

 

 
 

RFID Reader 
Serial Number 
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2. INSTALLING ATTENDANCE CAPTURE SOFTWARE 
 

 In 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. 

 
 
 
 
 
 
 
 
 
 
 
 

 
2.2. Once logged in, click the Activities tab. 
2.3. On the 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).  

 

 
 
 

  
 
 
 

 

2.4 Some browsers may flash a warning message that “cfcac_setup.zip is  
 not commonly downloaded and could be dangerous” or an equivalent  
 message, please click Keep to continue saving the file. 
 
 
 
 
 
 
 

1 

2 

3 

STEP 2.1: 
Enter encoder 
username and 
password to 

log in. 

STEP 2.2: 
From the 

Dashboard, 
click RFID. 

STEP 2.3: 
Click Download 

Attendance 
Capture Software. 

STEP 2.4: 
 Click Keep. 

4 

http://www.cfcglobaldata.com/
http://www.holdinfosystem.com/
http://www.sfcinfosystem.com/
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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. 
 If 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. 
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Note: Java Runtime Environment 

(JRE) is required to run the 

Attendance Capture Software. 

 

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 
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. 

 
 

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 
INTERNET CONNECTION. 

 

 
 

 
 
 

 

 

 

 

 

 

 

1 STEP 3.1: 
Click Next to 

see list. 

2 STEP 3.2: 
Click Next to access 

download page. 

http://www.java.com/en/download/manual.jsp
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STEP 3.8: 
Click Run to begin 

installation. 
 

3.3. Click Free Java Download. 
3.4. Click Agree and Start Free Download. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3.5. Save the file and locate the downloaded file.  
 
 
 
 
 
 
 
 
 
 
  

  
3.6. If you are using Internet Explorer, 

Mozilla Firefox, or Google Chrome, you 
may also press CTRL+J to view the list 
of downloaded files or you may also 
use Windows Explorer to locate the 
file. 

3.7. Click and run jxpiinstall.exe.  
3.8. Click Run to begin installation. 

5 
STEP 3.5: 

Click Save File. 
 

STEP 3.6: 
Locate the file. 

STEP 3.7: 
Click to run the 

program. 

7 

6 

8 

4 

STEP 3.4: 
Click Agree to 

start 
download. 

3 

STEP 3.3: 
Click Free Java 

Download. 
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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  

 
 

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. 
 

 
 

 

 

 

 

 

 

 
 

 

STEP 1: 
Click the Free 

Java Download 
button. 

10
0 

STEP 3.9: 
Click Install to begin 

installation. 
 

9 

STEP 3.10: 
This process will appear  
Wait to finish progress bar 

12
0 

STEP 3.12: 
Click Close to exit. 
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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 
computer.  

4.2. Click Next. 

 

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. 

4.5. Click Install to begin software installation. 
4.6. Once set up is complete, click Finish to exit. 

2 

3 

1 

4 

7 6 
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DESKTOP 

START MENU 

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.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
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 
database file. 

1 

2 
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6.  ATTENDANCE CAPTURE SOFTWARE MODULES 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Important Notes: 
 

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. 
 

Get the latest members’ 
list from the selected 

database. 

 

Create new activity for 
attendance capture. 

 

View/edit previously 
saved activities. 

 

Upload attendance to the 
ministry database. 
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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. 

 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select the Ministry Database from 
the drop-down list. 

 

1 2 

3 

Click this to download and update 
data. 

 

Enter Username and Password. 
 

Close the window once download 
is completed. 
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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. 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1 
2 

Enter activity name and venue. 
 

Use the calendar tool to select 
dates. 

 

4 

5 

 
Click Save Activity Details. 

 

From the drop-down list, select 
activity type. 

 

3 
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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. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

1 

Select the Activity from the drop-
down list. 

 

2 

View/edit details of the activity 
selected. 

 

3 

Click Save Activity Details if you 
have made changes. 

 

4 

Click to start attendance capture. 
 

5 
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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. 

 

 
 
Once you click Start Capturing Attendance, this window will appear:  
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 Remove Activity from List  
 

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

 

 

 

 

 

 

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

 

 

 

 

 
 

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

Click Remove from 
List Button. 

And click OK 

Select the Activity from the drop-
down list. 

 

Click the Dropdown 
list. 
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Two Ways to Record Attendance 

 
1. Scan via RFID Reader 

o Connect the RFID reader to your computer. 

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

  

2. Manual Search 

o Enter any of the following: 

 Member ID Number 

 First Name 

 Last Name 

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

 

Search by MEMBER 
ID NUMBER 

Search by MEMBER 
NAME (FIRST or LAST) 

ATTENDANCE 
CAPTURE SCREEN 
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View Attendees 
 

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

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

 

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

o The list of attendees can also be exported using the Export Attendance (in CSV format). 

 
 
 
 
 
 
 
 
 
 
 

View total number of 
attendees. 

Click the drop-down 
list to view by 

ministry. 

Click to export 
attendance (in csv).  
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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. 

6.4.6. Click Upload Activity Attendance. 
6.4.7. Click Logout and close the window once done.  

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

1 

ONLINE ACTIVITY: upload 
new activity attendance 

(auto-create new activity) or 
in the case of activities 

which are already uploaded 
in the database, CHOOSE 

from the drop-down list to 
avoid multiple entries. 

 

 

2 

3 

4 

5 

6 

7 



 ATTENDANCE CAPTURE SOFTWARE 

END-USER MANUAL 

19 | A T T E N D A N C E  C A P T U R E  S O F T W A R E  M A N U A L  v 2 . 1  

7. VIEW ATTENDANCE IN THE DATABASE 
 

7.1. Log on to the database using your encoder username and password. 
7.2. Click Activities tab. 

7.3. You will see the list of activities in your area. 
7.4. Click an activity on the list to view the details or click Attendance link opposite an 

activity to view list of attendees. 
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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 
 
 
 

mailto: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. 

 

RFID Reader 
Serial Number 

1 2 3 

4 
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START MENU 

B. UNINSTALL SOFTWARE 

 
1. Go to your Desktop or click the Start Menu and look for the CFC Attendance Capture folder. 
2. Click Uninstall icon. 
3. Click Yes to begin uninstalling the software. 
4. Wait for the process to finish. Uninstallation windows will close automatically upon 

completion. 

1 2 

3 4 
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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. 

 

 
 
 
 
 
 
 

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

 
 
 
 
 
 
 

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

 
  

1 

2 1 

3 
2 

1 

2 
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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.  

 
 

2. Click Item Ordering from the list of modules in the dashboard.  

 
 

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

 

http://www.cfchomeoffice.com/
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4. Choose from the drop-down list the desired quantity. Click Next to continue. 
 

 
 

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. 
 

 
 
 
 
 



 ATTENDANCE CAPTURE SOFTWARE 

END-USER MANUAL 

26 | A T T E N D A N C E  C A P T U R E  S O F T W A R E  M A N U A L  v 2 . 1  

6. Enter the contact details of your area head (chapter/cluster/sector/province), review your 
order summary, and click Next to proceed.  

 
 

7. Review the payment guidelines and the Terms and Conditions, check the box if you agree, 
and click Pay Now to complete the process.  
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8. Click Close, settle the payment (if not paid via credit card), and wait for the confirmation 
email.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 ATTENDANCE CAPTURE SOFTWARE 

END-USER MANUAL 

28 | A T T E N D A N C E  C A P T U R E  S O F T W A R E  M A N U A L  v 2 . 1  

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 (3rd 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. 
 
 

mailto:acs@couplesforchristglobal.org

