Instructions for Importing VTECS Occupations into VTECS DIRECT 5

The task list files from the VTECS website are self-extracting 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. From the opening screen select Tools on the left side of the screen.
2. Select Database Maintenance.

3. On the Database Maintenance screen, select Import.

4. Under “Import From” select DIRECT 5.0. 
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To the right of the “File” box, click on the first icon, “Browse File”. The “Import From” dialog box will appear.
6. Select the VTECS DIRECT 5 file to be imported then click “Open” (the file will have the extension .mdb) 
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7. Select “Specialties” from the pull-down menu next to “Entity.”  The Occupations available for import will be listed in the lower portion of the screen. Optional: Select “Specific Records” under “Record/Restriction” to choose specific occupations to import.
8. Create or select a Folder, Cluster, and Pathway for the occupational information by using the drop-down menus. (New Folders, Clusters, and Pathways may be added by clicking on the “New folder” icon to the right of each blank.) 
9. Click Begin Transfer. The successful import message will appear when the process is complete.[image: image2.png]
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