Instructions for Importing Virginia Task Lists
into VTECS Connect 2.1
The task list files from the VTECS website are compressed Zip files. After you have downloaded a file, locate the file on your computer and double-click on the filename to extract the task list file. 
Import procedure:
1. Start the VTECS Connect 2.1 program.

2. Select <Tools> on the left side of the screen.
3. Select <Database Maintenance>.

4. Select <Import>.
5. Select <Connect 2.0>.
6. Click on the magnifying glass to the right of the blank “File” box. The “Import From” dialog box will appear.
 [image: image1.png]' VTECS Connect 2.1 BE
Fie Edt Vew Reports Toos Hep
| scwerem [0 = | Brew | xem
Views = = a
T Databa a a
Custom Repots | Import Expor Records | Purge Records |
Tooks
Procedure
Fie &
’ “ Import Entty | (3elect one Table for Import from Connect 2.1] =
taiing Agr © Export prestiiony
TETTERE o © VTECS DIRECT & Comect20

-Recard Restiction

 AlRecords  ( Speciic Records

72

& PintRests

 Begin Transfer

Flease Note, some impots cantake as long as 10 to 20 mintes depending on the size of data imported

 VTECS Connect 21 © O records) |03/20/2004

o S united- .| B ipat e | Binporvsr. ORI | SR HES@ON 3ssmm





7. Select the task list file to be imported then click <Ok> (the file will have the extension .mdb) 
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8. Select “Training Plan” from the <Entity> drop-down menu. The task lists available for import will be listed in the lower portion of the screen. Optional: Select “Specific Records” under “Record/Restriction” to choose specific task lists to import (the default is “All Records”).
9. Click <Begin Transfer>.[image: image3.png]
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