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DEPARTMENT OF INFORMATION TECHNOLOGY  

 

Report on “A Six Day Administrative Training Program for Non-Teaching 

Staff on Microsoft Power BI and Canva” 

 

Type of Event: Training 
 

Date/ Duration: 04-05-2026 to 09-05-2026 / 6 Days 

Resource Person(s): Mrs. M. Hemalatha, Sr. Assistant Professor, Dept. of IT, LBRCE 

 Mr. M. Rajesh Reddy, Sr. Assistant Professor, Dept. of IT, LBRCE 
 

 

Name of the Coordinator(s): Mrs. M. Hemalatha, Sr. Assistant Professor, Dept. of IT, LBRCE 

  Mr. M. Rajesh Reddy, Sr. Assistant Professor, Dept. of IT, LBRCE 

   
 

Target Audience: All Non-Teaching Staff of LBRCE. 
 

Total no of Participants:     36 

 

Objectives of the event: 

 

 To develop skills in data visualization, dashboard creation, and report publishing using Power 

BI. 

 To develop creativity in designing presentations, posters, social media posts, certificates, and 

marketing materials using Canva. 

 

Outcomes of the event: 

 

At the end of the program, participants are able to: 

 Understand of Power BI interface and tools 

 Learn Data Analysis, publishing Reports and Monitoring Dashboards  

 Learn Applications of Power BI 

 Design using Templates in Canva 

 Learn Tools and Applications of Canva 
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Brochure 
 

 
 

 



 

Description of the Training Program 
 

The Training Program was inaugurated on 04th May, 2026, by the Principal Dr. K. Appa Rao, LBRCE, 
and HOD Dr. D. Ratna Kishore, Department of IT. All the IT department faculty members, resource 

persons, and participants attended. The day started with the welcome speech given by Principal Sir & 
HOD Sir, followed by the Training Session. 

 

Day-1-04-05-2026 (Monday)-Power BI 

• Introduction to Power BI 

• Power BI Desktop Interface 

• Data Loading Tools 

• Power Query Interface 

 

Day-2-05-05-2026 (Tuesday)-Power BI 

• Introduction to Data Analysis in Power BI 

• Preparing Data for Analysis 

• Creating Analytical Visualizations 

• Interactive Analysis Features 

• Dashboard Creation 

• Publishing Reports to Power BI Service 

 

Day-3-06-05-2026 (Wednesday)-Power BI 

Applications of Power BI 

• Education Sector Applications 

• Financial Analysis 

• Human Resource Analytics 

 

Day-4-07-05-2026 (Thursday)-Canva 

• Overview of Canva 

• Understanding the Canva Dashboard 

• Canva Workspace Interface 

• Templates in Canva 

 

Day-5-08-05-2026 (Friday)-Canva  

• Image & Video Editing Tools 

• Design Element Tools 

• Color & Branding Tools etc. 

 

Day-6-09-05-2026 (Saturday)-Canva  

Applications of Canva in 

• Education 

• Business 

• Digital Marketing 

• Personal Use 

 

In the last Session, an assessment was conducted on Power BI and Canva and winners were rewarded 

with a surprise gift. 

Collected feedback from participants, followed by the Valedictory and distribution of Participation 

Certificates. 

Vote of thanks presented by Mrs. M. Hemalatha, Sr. Assistant Professor, Department of IT, LBRCE. 

 

 



 

List of Participants 
 

 
S .no Name of the 

Participant 

Designation Employe

e Id 

Departmen

t 

Email id Mobile No 

(Whatsapp 

only) 

1. B SYAM 

PRASAD 

LAB 

TECHNICIAN 

NT063 FED syamhandsome11@gmail.com 9705400306 

2. BEZAWADA 

SUDEESHN

A  

Jr.Programmer NT328 CSE sudeebezawada@gmail.com 9951342145 

3. Sreedhar 

Rangu  

H/W Engineer  NT125 CSE rangu.sreedhar@gmail.com 9908505353 

4. Karem 

Samyuktha 

Programmer NT326 CSE karemsamyuktha536@gmail.com 7993983597 

5. k.chinna babu programmer NT309 IT chinababu1515@gmail.com 9494110281 

6. V.V.Rajeswar

a rao 

Lab.Asst NT164 FED vvrajesh59@gmail.com 9640828859 

7. Mrs. L. 

SANDHYA 

RANI 

Lab. Asst. NT - 215 FED sandhyag961@gmail.com 7989739428 

8. P.Anusha Lab.Asst NT307 FED pasupuletianusha77@gmail.com 9951706090 

9. AVULURI 

JYOTHSNA  

Programmer  NT-350 IT jyothsnaseelam86@gmail.com 7670869676 

10. S.V.Ramana Junior Assistant NT043 ECE ramanasreenu78@gmail.com 9553099147 

11. Polukonda 

Naga 

Srinivasa 

Vittal  

Foreman  NT020 ECE nsvittalpolukonda@gmail.com 8985347398 

12. NIMMANAP

UDI 

RAJESWARI  

LAB 

ASSISTANT  

NT 245 ECE rajeswarinimmanapudi@gmail.com 7893872254 

13. B. Bhargavi  Lab. Technician  NT174 ECE Bhargavidjh@gmail.com 7799429912 

14. M.Anjireddy TECHNICIAN  NT212 ECE nishalchandana@gmail.com 9666206201 

15. Naresh 

Dondapati  

Technician  NT186 ECE naresh0475@gmail.com 0949465149

1 

16. Meka Ravi Technician NT 167 ECE ravilbrce@gmail.com 7981415581 

17. KOTAGIRI 

RAMESH 

JUNIOR 

ASSISTANT 

NT112 ASE kotagiriramesh19@gmail.com 9848359521 

18. DEVARAKO

ND ASHOK 

KUMAR 

TECHNICIAN NT135 ASE ashok.d7011@gmail.com 9490367011 

19. Kudumula 

srinivasa 

Reddy  

Technician  NT049 ECE Kudumula.lasya@gmail.com 9948819199 

20. Y srinivas 

Reddy  

Lab technician  NT 181 ECE yennamsrinivasreddy116@gmail.com 7799030011 

21. ch uma devi programmer 301 AI & DS challaumadevi9912@gmail.com 6281910262 

22. Prattipati 

vajraiah 

Technician NT199 EEE vajram1234@gmail.com 9908023896 

23. S.Lokesh 

Kumar  

Record 

Assistant  

NT362 CSE lokeshlokesh1048@gmail.com 8374970998 

24. Janga Pradeep 

Kumar Reddy  

Programmer  NT254 CSE Pradeepkumarreddy387@gmail.com 8185936192 

25. CHERUKUR

I MOUNIKA  

Jr.programmer NT368 IT cherukurimounika23@gmail.com 6303174759 

26. D Siva 

Suneetha  

Jr.Programmer NT363 CSE 

(AI&ML) 

sunithamym1@gmail.com 9948390191 

27. Kolahalam 

Sai Babu  

Assistant 

Professor  

T822 MECH kolahalamsaibabu332@gmail.com 7207793995 



S .no Name of the 

Participant 

Designation Employe

e Id 

Departmen

t 

Email id Mobile No 

(Whatsapp 

only) 

28. Karnati 

Jayasri  

Lab Technician  NT266 CIVIL a.jayasri8@gmail.com 8186940905 

29. RAMESH 

KOTAGIRI 

JUNIOR 

ASSISTANT 

NT112 ASE kotagiriramesh19@gmail.com 9848359521 

30. Kota. Samba 

siva 

Jamalareddy  

Technician  NT305 MECH jamalareddy71@gmail.com 8317683150 

31. NAGI 

REDDY 

NAREDLA 

Sr. Technician  NT 092 EEE nagireddynaredla@gmail.com 9491958697 

32. MECHARAP

U PAVAN 

KALYAN 

PROGRAMME

R 

NT349 AI & DS PAVANKALYAN0810@GMAIL.CO

M 

7569902529 

33. Yarramstti 

Suresh  

Helper  NT083 ASE suresh.yarram09@gmail.com 9493376506 

34. Devarapalli 

seeta rami 

reddy  

Lab technician  NT226 ASE raga9755@gmail.com 9603532651 

 

 

Participant’s Attendance Sheets 

 

 

 

 

 

 

 



 

 

 

 



 

Participant’s Feedback 
 

The feedback survey (completed through Google Sheets) was completed by participants. Below are the 

findings on outcomes, satisfaction, overall feedback, and suggestions for improvement 

 

 
 

 

 

 

 



 

 

 

 

 

 

 

 

 

Suggestions from the Participants 

 

• Please conduct more workshops in Power Bi 

• Every year conduct advance tool program 

• Very good opportunity for improve our skills. Thanks to all coordinators for giving this 

opportunity for us. 

• We want more trainings like this 



Photographs of the Training Program 
 

Inauguration Session 
 
 

 

 

 

 

 
 

 

 

 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 



 

Photographs of the Training Program 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Valedictory Session 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 



 

Press Note 

 

లݟࡓړ ి ి ݟࡓ࡯ࠈ ఇంߗ܊రంۃ కࢡࡿల, ࠳లవరం – ఇߔఫ ేࡔ షڒా݃ ߤ ల࢑࠙ ܋గం , ఐږూ ఏࣅ 

సహڒరంߤߕ ޜ-ܾచంࠇࣄ ۃబ ం࠳“ ړ޴ऴోࠆࣃ ్ పవ࡛ BI మరాߕڒ ࠾ ” అంࢡల߯ ఆ܌ࡗ ࡏల 

రూڒ ణࣾࢢ ऴకࠪాߖ రాߖ ڴ࢑జయవంతం ڕవర 2026 ,09 ࠲ ݟనం 04 ࠲  హంచం޴. 

ఈ ڒరూ ऴకమంࡹ పవ࡛ BI ా޳  ޜలࢡవంܽ అం ۃషేంࠉర࡛߱ ్ప ,ࡎ࠻తి ࡛ࠓࣁݞ ,షేణࢩ࢑ ܼݦ ࡌ

ాߕڒ ܿߦ ా޳  ే ߔܒݟ ࠻ݟࠬ ࡽష࣎ ,ేܿڙ్߸సర ,ࡏऴపజం݄షనే, ߱స్ే ࡌ త߯ࡎ࠻ ऴڵࡆߦక 

 ࡏంۧ޴ణ అంࣾࢢ

ఈ ڒరూ ऴకࠪړߖ ఐܽ ࢑࠙గం ߖࣅయ࡛ అ࣊ࣄం్݋ ऴొ߾సేࡏ,  ీ మమి ఎం. ࣜమలత మర࠾  ీ మ  ఎం. 

ాߔసమ ࠾మర ڴࡱڕࣾࢢి ݟࡓ ࣁܑࡌ యకర తڴࡱ వూ వహరంۧࡏ. 

ఈ ࣾࢢణ ా޳ బࠇࣄ ۃచంܾ-ߤߕ ࡌ ం޴ ఆߖ߇క ܊ݟటࣃ ࡽధߕల ࡆߖ࢑గం߯ అవڴహߔ 

పంొం޴ం۪ߖڕ, తమ పరߦలߕ పࡏޓߖన మరంత సమరథవంతంߖ ڴరా హంచగలరߖ 

ࡌాߖ హࡏߦ࡯ޘ ࡱڕ. ఈ సందరభ ంࣾࢢ ڴణాߔࡸొߦ ࡹ బࠇࣄ  ంړ޴ ధృవపऴాࡱ అందܑࡏࢡ. 

ఈ ࠭ڵంڒ ߩరూ ऴకమంࡹ కࢡࡿల ऴిిߖ ాߦఅ .ڙ .ݞ  ࡽߦ ిߖऴి ࣒࢙ ,࢓ࡌ  ి,ݟࡓ ࣁ࠲ర .ࠉ  .ݞ ࡽߦ

అకడࠫిڡ ీ  .ఎం .ݞ ߤݠ  మߖసస ࢓ࡌ, ఐܾ ߅ڴ࢑࠙పి ݟ .ݞ. రతా ూږఐ ,࡛ࢽړ ఏࣅ ోఆరిߝట࡛ ݞ. 

ాߕࡸొߦ ߂ࣃऴప .ࡽఆ࡛.ఎ.ڙ  .ࡏ

 

Sample Participation Certificates 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Dt: 16-05-2026             

      HOD-IT 


