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The AIU-AI-AADC (Association of Indian Universities – Avinashilingam Institute – Academic & Administrative Development Centre) successfully organized its first Short-Term Capacity Building Program for the year 2025 on "Streamlining Administrative Processes with Technology" from 27th February to 1st March 2025.
In today’s fast-evolving digital landscape, higher education institutions are expected to manage complex operations efficiently. Non-teaching staff members play a pivotal role in ensuring smooth functioning through data handling, communication, coordination, and compliance. However, traditional methods involving manual processes and paper-based systems often result in inefficiencies and increased workload. The three-day event saw an overwhelming response, with 265 registrations from across India, underscoring the growing demand for digital skill development.
This program was designed to equip non-teaching staff with practical, hands-on training in leveraging digital tools for administrative excellence. Participants were introduced to cloud-based platforms, automation software, and data visualization systems that streamline workflows, reduce redundancy, and improve accuracy. The sessions emphasized real-world application, fostering confidence and adaptability among participants. By promoting the adoption of technology, the program aligns with the broader goal of digital transformation in higher education and empowers administrative personnel to contribute meaningfully to their institutions' growth and modernization.
The first day featured two insightful sessions designed to enhance participants' digital proficiency in administrative and academic tasks through practical technology applications.


Session I: Advanced Data Management and Analysis in Excel
Resource Person: Ms. Anitha, Corporate Trainer, My Skills Academy, Coimbatore
The day commenced with a hands-on session led by Ms. Anitha, who brought her six years of expertise in business analytics and productivity tools. She delivered a highly engaging session on Excel, emphasizing its critical role in a data-centric environment. Foundational functions such as SUM, AVERAGE, MEDIAN, COUNT, COUNTA, COUNTBLANK, COUNTIF, and SUMIF were introduced using real-life examples.
Participants actively engaged in demonstrations, including Conditional Formatting to detect trends, highlight duplicates, and apply customized visual cues. Ms. Anitha also shared a practical method to create dynamic serial numbers that adapt even when rows are deleted—an invaluable tip for maintaining data accuracy.
The session further covered data cleaning strategies using the CLEAN function and keyboard shortcuts to eliminate unnecessary characters and blank spaces. Additional tools like REPT, TRANSPOSE, and the newly introduced VSTACK function helped participants explore efficient data presentation techniques. The session concluded with an in-depth explanation of VLOOKUP, demonstrating how to extract specific data from large tables—an essential skill in administrative data reporting.
The interactive nature of the session allowed participants to clarify doubts and apply techniques in real time, significantly boosting their confidence in using Excel for daily operations.
Session II: Document Management, Routine Process Automation & Cloud-Based Tools
Resource Person: Ms. Nandhini Swaminathan, Cloud Trainer & Admin, My Skills Academy, Coimbatore
In the afternoon, Ms. Nandhini delivered a dynamic session focused on optimizing productivity through Google Workspace. She provided a comprehensive introduction to tools such as Gmail, Calendar, Drive, Docs, Sheets, Slides, Meet, Chat, and the AI assistant Google Gemini.
Participants were shown how to manage calendar events within Gmail, schedule meetings, and use Google Chat and Spaces for team collaboration. She also shared productivity tips for managing browser tabs, creating shortcuts, and using Chrome keyboard commands.

Ms. Nandhini demonstrated document formatting in Google Docs, writing proposals, and effective file sharing, highlighting how generative AI can streamline content creation. A major highlight was the live demo of Google Gemini, showcasing its capabilities in drafting emails, summarizing content, enhancing presentations in Slides, and organizing data in Sheets through prompt-based automation.
The session covered Gmail communication tips, Google Meet management strategies, and presentation techniques using Slides. She concluded with an overview of Google Workspace subscription management, including user roles, security settings, and organizing shared drives.
Both sessions on Day 1 laid a strong digital foundation, equipping participants with essential tools and techniques to manage data, automate tasks, and enhance productivity in administrative settings. The real-time demonstrations and interactive approach made Day 1 impactful and enriching.
Day 2: Enhancing Productivity and Automation
Session I: Automating Data with Excel Functions and Formulas & Boosting Productivity with Macros
Resource Person: Ms. Anitha A., Corporate Trainer, My Skills Academy, Coimbatore
This hands-on session focused on Excel automation and productivity tools. Ms. Anitha introduced Excel functions to improve efficiency and reduce manual workload. She began with conditional formatting using formulas like =$A2<>"" to highlight non-empty cells and showed how to create dynamic serial numbers using =ROW()-ROW($A$2).
She also shared data cleaning techniques using the SUBSTITUTE function, demonstrated row total calculation using SUM, and illustrated the use of TRANSPOSE and column comparison techniques. Participants learned to calculate total working hours using =B4+TIME(C4,0,0), useful in HR and attendance tracking.
Advanced functions like VSTACK and LOOKUP were introduced with practical examples. A significant portion focused on recording and using Macros to automate repetitive tasks. Time-saving tips such as deleting rows using IF conditions, using shortcuts like Ctrl + /, and formatting with =REPT("_",30) were also covered.

This session empowered participants with techniques to enhance accuracy and productivity using Excel.
Session II: Mastering Google Forms for Data Collection
Resource Person: Dr. K. Ramya, Nodal Officer, AIU-AI-AADC
This session introduced participants to Google Forms for efficient data collection in educational and administrative contexts. Dr. Ramya began with an overview of the tool and demonstrated how to build customized forms with various question types, sections, images, and videos.
She explained settings under General, Presentation, and Quizzes tabs, emphasizing features like email collection, response editing, auto-grading, and result visibility. Highlights included branching logic, CAPTCHA-style image questions, and collaborative editing.
Dr. Ramya demonstrated how to share forms via email, link, or website, and how to track responses, analyze data visually, and export results to Google Sheets for further analysis. The session was comprehensive and highly relevant to administrative use cases.
Day 3: Advanced Tools and Process Integration
The final day of the program began with a session on Data Visualization and Reporting, followed by training on Google Meet and a Valedictory Session.
Session I: Data Visualization and Reporting Techniques
Resource Person: Dr. Murugappan S., Director, School of Management Studies, Bannari Amman Institute of Technology, Erode
Dr. Murugappan conducted a session on visual analytics in administration. He explained key concepts like dimensions vs. measures, scales of measurement, and introduced different chart types (bar, combo, scatter, waterfall, and line charts) with contextual administrative examples.
Through hands-on demonstrations in Excel and Tableau Public, participants learned how to build pivot-based visualizations, combo charts, scatter plots, and dashboards. He demonstrated Tableau’s interface and guided the audience through creating various chart types, focusing on data storytelling and insightful reporting.

The session ended with a live demo using actual registration data, reinforcing the application of learned skills. The participants found the session highly informative and practical.
Session II: Google Meet for Collaborative Administration & Valedictory Session
Resource Person: Dr. K. Ramya, Nodal Officer, AIU-AI-AADC
In the concluding session, Dr. Ramya demonstrated effective use of Google Meet for academic and administrative collaboration. She covered meeting scheduling via direct link, Google Calendar, and “New Meeting” options. Detailed guidance was provided on host controls, co-host assignment, location tagging, email invites, and notification management.
She highlighted participation tools such as mute, captions, emoji reactions, raise-hand, screen sharing, and layout customization. The session emphasized how to conduct structured, professional virtual meetings with ease.
During the valedictory address, Ms. Shiraz Parveen summarized the three-day highlights. Dr. Ramya expressed gratitude to the participants and resource persons, stressing the importance of applying digital tools for efficiency and decision-making in administration.
Conclusion:
The final day offered actionable insights into data visualization, collaborative platforms, and digital communication techniques. Together with the earlier sessions, the program provided a holistic learning experience that encouraged technology adoption, continuous professional development, and improved productivity in higher education administration. The program concluded successfully, inspiring a culture of digital transformation across institutions.




image1.png




image2.jpeg




