
 
TIPS/VTA INSTRUCTIONS 

For Advancing the Fundamental Sciences Conference October 18 – 22, 2002 
 
Nominee:  Please register thru TIPS by using the following procedure: 
The following instructions will allow you to access the TIPS Course Training System to register for 
courses. 
 
1. Access the Internet Explorer.  Navigate to http://fsweb.r4.fs.fed.us and click GO. 
2. Once the Region 4 Web Page is displayed, click the following menu choices to enter TIPS:   
 RO Staffs > Human Resources > Training > Tips  (See 2a – 2d below for detailed directions) 
 

2a) RO Staffs 
   
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2b) Human Resources  
  
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

2c) Training  
 
      
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2d) TIPS  

 
 
 
 
3. Enter at TIPS Home Page by clicking Proceed to Logon 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
To enter, type in your Username and Password (If you’ve never logged in before,  
Username = SSN; Password = first four characters of your last name.) 

 
  
4. At the TIPS Menu, click Registration > Register for FS Courses (This step takes you to a 

different data base called VTA – Virtual Training Assistant.  See 4a – 4b below for details) 
 4a) Registration 

 
 
 4b) Register for FS Courses (If you get a run time error click no; click yes to leave secure site) 

Note:  if this is your first time in TIPS, complete 
the Profile section.  (Completing the Assessment 
Needs and Development Plan sections is optional)  



 
 
 
 
 
 
 
 
 
 
 
 

5. You will now be at the VTA Site. Click Schedule on the VTA screen (See 5a-5c below for 
details) 

 
 

 
 
  

 
5a) At the Host Site pull down menu, select R4  
 
5b) At the Course Area pull down menu, select Technical; at the View Schedule pull down 
menu, select 6 months.  
 
5c) Select gray Refresh Schedule button to show list. 

 
 



 
 

5a) 5b) 
 5c)  gray Refresh Schedule button 
below Host Site box once selected



6. Scroll down the list until you reach Advancing Fundamental Sciences and select it. 

 
 
7. Click the gray colored Logon button to register for the course.   

 
 

To Logon, enter the User ID and Password, which should be your SSN and the first four 
letters of your last name.  (Click forgot your password if this doesn’t work to request a new 
one.) 

 
Click the gray Logon button.  The Sign Up Screen will open.   



 
8. Click the gray Sign-Up Button at the top of the Class description. (If you are already registered and 

want to cancel, enter the same way as above and click the gray cancellation button.) 
 

 
 
 
9. The next screen should indicate that you have been enrolled into the course. 
 

 
Click the Continue button. The Schedule list screen will re-open. Click the Logoff button to 
the right of the word Search.  The system will state Goodbye to you and that you have been 
logged out of the VTA Learner.  Click the X in top right-hand corner of the Goodbye 
window, and you are done. 
 

 
 

Congratulations!!! You made it through TIPS! 
 
 
For any additional instructions or questions, please contact a member of your unit’s training 
staff, or call Sherry Hazelhurst 801/625-5755. 


