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Midwest Power Skills Green Job Education and Training Resources Web Site 
http://www.midwestpowerskills.net 

College Instructions 
 

 
To begin entering your energy programs and courses, either click on the link above or enter the web site address 
into you web browser’s address bar as shown in Figure 1 below. 
 

Figure 1 
 

 
Once you navigate to the Midwest Power Skills web site, a page similar to Figure 2 should appear.  At the 
bottom left of the page, you will see a ‘College Login’ link like the one circled in red.  Click on this link to log 
into the system or create a new user account. 

Figure 2 

 
Once you have clicked ‘College Login’, you will be taken to a page similar to the following.  If you have 
already created a user account, enter your username and password to gain access to your college’s information. 

If this is the first time accessing this site, you will need to create a user account.  Each college may have as 
many user accounts as they need to make sure that all areas and departments of the college can enter and 
maintain their energy related offerings.  To create a new account, click on the ‘Create New Account’ link as 
shown in Figure 3 below. 
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Figure 3 

 
 
To create a new account, you must enter your college’s password to both authenticate you as a user on the 
system, and link your user account to your institution.  Your college’s password was sent to your CEO.  Once 
you have your institution’s password, enter it as shown in Figure 4 and click the ‘Submit’ button. 

Figure 4 

 
After entering your institution’s password, a screen similar to the one in Figure 5 will appear.  Enter your 
contact information and click ‘Submit’. 

Figure 5 
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Once you have created your account you will see the message as seen in Figure 6 below directing you to check 
the email account given on the form above for your login information. 

Figure 6 
 

You should receive an email similar to Figure 7 below.  In this email you will have the username and a 
temporary password. 

Figure 7 

 

Return to www.midwestpowerskills.net and again click on the ‘College Login’ link and enter your username 
and temporary password from the email and click ‘Login’ as shown in Figure 8 

Figure 8 

. 
The first time you log into the system, you will be prompted to again enter the temporary password emailed to 
you.  Enter a new password twice as shown in Figure 9 below.  Once you have this information entered, click 
‘Submit’. 

Figure 9 
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Now that you have created and verified your account on the website, you will be shown the main college screen 
similar to Figure 10 below.  Once an account is established, logging in will bring you directly to this screen. 

In addition to the three options, be aware that once logged in you may return to this screen from any page on the 
website by clicking on the ‘Maintain’ link in the upper right-hand corner as shown below with the arrow in 
Figure 10. 

Figure 10 

 
To enter new offerings, or edit offerings already on the site, click the ‘Maintain Programs/Courses’ link from 
the list above.  This link will bring up a screen similar to Figure 11 below.  If you have not entered any 
information into the system yet, the only option you will have is ‘Add new program/course’ identified as letter 
“C” in Figure 11. 

If you have information already entered for your institution, a list of offerings will appear as shown below.  The 
buttons as shown in group “A” below allow you to edit, delete or hide offerings in the system.  To keep an 
existing offering in the system, but hide it to web site users, uncheck the ‘Published’ button.  To edit an 

offering, click the  icon.  Clicking the  icon will delete the offering from the system. 

Figure 11 

 

When you click ‘Add new program/course’ or the  icon, you will see a screen similar to Figure 12. 
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Figure 12 

. 
Please keep the following in mind when adding programs/courses to the system. 

• Please make this information as specific as possible to the course or program being added.  The goal is 
to get potential students the information they need as quickly and efficiently as possible. 

• By default the college’s address, city, state and zip are filled in, but please change these according to 
where the specific offering is located.  This will allow potential students to access programming closest 
to his or her home. 

• In the ‘Course Name’ field, please include in the title whether the offering is a course or program.  For 
example, enter ‘Wind Turbine Technology AAS Program’ or ‘Introduction to Wind Energy Course’.  
This will help potential students better understand what they are looking at. 

• Only enter courses and programs that new students can enroll in.  For example, I wouldn’t enter all 
of the courses in the Wind Energy Technician Program because students can only enroll in these once 
admitted to this program.  I would enter the Wind Energy Technician Program only.  I may enter in 
addition to the program, our ‘Introduction to Wind Energy’ course because it is part of the program, but 
also available to all students regardless of their status with the Wind Energy Technician Program.  It 
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would be very frustrating for students to inquire about a course that they can only take in the second 
year of the Wind Energy Technician program. 

• Pay special attention to the web address. Make it as specific to the program or course as possible so 
students have to do as little navigation as possible to find out about your offering.  Sending them to the 
general college website is not all that helpful. 

Once all of your information is added, click ‘Add’ to save this information.  You will return to the 
‘Courses/Programs List’ screen with your addition displayed in red similar to Figure 13 below. 

Figure 13 

 
To log out of the system, click on logout in the upper right hand corner as shown in Figure 14.  You will be 
returned to the main page. If your entries are the most recent to be added to the web site, they will appear on the 
front page.  Congratulations! 

Figure 14 

 
If you have any questions or need additional assistance, please contact Joe DeHart at jcdehart@dmacc.edu or 
(515) 964-6279. 


