
 

 

 

SESSION 1 
ABOUT MICROSOFT EXCEL 
In this session, students are introduced to Microsoft Excel and spreadsheet 

terminology. To learn about the program, students play Excel Bingo. This game 

has students identify cell references, navigate in a worksheet, enter data, fill 

cells with color, and select multiple cells. It is a fun way to learn essential 

spreadsheet skills. 

 Assignment 1: Microsoft Excel Window 

Assignment 2: Introduction to Microsoft Excel 

Assignment 3: Play Excel Bingo 

Assignment 4: Create a Virtual Office 

 

Session 1 Review: About Microsoft Excel 

Session 1 Skill Review: Guess the Picture 

Session 1 Extension Activity: Secret Messages 

  

Each TechnoKids project 
contains 6 sessions. Although 
teaching time may vary, each 
assignment takes about 20 
minutes to complete. 

SAMPLE

TechnoKids Inc.
Typewritten Text
Learn more about TechnoBiz
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Session 1: About Microsoft Excel 

Getting Started 
 

Overview 

In this session, students are introduced to Microsoft Excel and spreadsheet terminology. To learn 

about the program, students play Excel Bingo. This game has students identify cell references, 

navigate in a worksheet, enter data, fill cells with color, and select multiple cells. It is a fun way to 

learn essential spreadsheet skills. 

 

 

Materials 

 Microsoft Excel 

 Microsoft Excel Flashcards: Home tab (Optional) 

 Excel Bingo Score Sheet and Bingo tags 

 Container for Bingo tags 

 Session 1 Review: About Microsoft Excel (Optional) 

 Session 1 Skill Review: Guess the Picture (Optional) 

o Guess the Picture sample file 

 

 

Teacher Preparation 

 (Optional) Prepare flashcards as outlined in the Preparing to Teach section of this guide.  

 Print the Excel Bingo Score Sheet. 

 Print and cut out the Bingo tags, which is part of the Excel Bingo teacher resource. Place 

the tags into a container. 

 
 

Teaching Strategy 

 

In this session, students are introduced to Microsoft Excel and spreadsheet terminology. Explain 

the scenario to students: 
 

Throughout this project, you are going to use Microsoft Excel to help you run a candy 

factory. Before you can do this you need to know about Microsoft Excel. One fun way to 

learn about the program and spreadsheet terminology is to play Excel Bingo. Have a 

great time learning about cells, rows, columns, and worksheets while you try to be the first 

person to get four colored cells in a row. Are you going to be the winner? 

 
 

  

This section for teachers 
explains each assignment 
and gives helpful tips. 

SAMPLE
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Assignment 1 Microsoft Excel Window 

 

In this assignment, students are introduced to the spreadsheet program Microsoft Excel. They 

open the program and label the parts of the window. Prior to beginning, discuss the following: 

 

What is a spreadsheet program? 

 A spreadsheet program is used to organize, graph, calculate, and analyze information.  

 A spreadsheet is a workbook that has worksheets that are made up of cells.  

 Each cell holds information. 

 

What does a spreadsheet program do? 

 

A spreadsheet program lets a person: 

 Enter information into cells. 

 Easily change what is written in the cells. 

 Calculate numbers easily. 

 Make a chart of the information in the cells. 

 

Assignment 2 Introduction to Excel 

 

In this assignment, students learn spreadsheet basics. They learn how to identify and select 

columns, rows, and cells. They practice using multiple methods to enter text as well as how to fill 

a cell with color. The goal of this assignment is to familiarize students with spreadsheet 

terminology and the program environment. 

 

Spreadsheet terminology: 

 worksheet: A worksheet is a page made up of columns and rows. 

 column: A column is a group of cells stacked vertically, one on top of each other in a 

worksheet. 

 column heading: A column heading is the name of the column. It is a letter. 

 row: A row is a group cells that are placed horizontally, beside each other in a 

worksheet. 

 row heading: A row heading is the name of the row. It is a number. 

 cell: A cell is a box where information is put. A worksheet has many cells. 

 cell name: A cell name is the location of the box. It has the name of where the column 

and row meet. For example a box in column A - row 2, would be called cell A2. 

 name box: The name box tells the name of the selected cell. 

 formula bar: A bar below the ribbon that holds the name box, insert function, and a box 

that displays the data or formula stored in the active cell. Data in a cell can be entered 

or edited using the Formula Bar. 

 sheet tab: A tab at the bottom corner of the window that changes the active worksheet. 

 

  

SAMPLE
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Assignment 3 Play Excel Bingo 

 

In this assignment, students apply their spreadsheet skills to play Excel Bingo. This simple game 

has students locate cells within a worksheet and fill them with color. This is a great way to 

introduce cell references to students. 

 

What is Excel Bingo? 

  

Excel Bingo is a game where the object is to be the first person to fill four horizontal, vertical or 

diagonal cells with color.  

 

Getting Ready to Play 

 

Print the Excel Bingo Score Sheet and the Bingo tags, which are part of the Excel Bingo teacher 

resources. Cut out the tags and place them into a container. 

 

How to Play 

 

1. Excel Bingo is played with a digital game card.  
(Instructions for making the game card are in Assignment 3)  

On the game card, are the numbers 1, 2, or 3.  

  

 Once students make their game card, have them move their keyboards out of the way so 

they cannot be tempted to change the numbers in the cells. 

   

2. A caller picks out a Bingo tag. On the tag is a cell name with a number.  

The caller reads what is on the tag.   

   

3. The teacher then marks off the cell reference on the Excel Bingo Score sheet with a 

pencil or highlighter marker. 

 

 
   

4. If students have the number that is called they can fill 

that cell with color using Fill Color.  

 
 

   

5. The first person to have four cells in a row filled with color should shout out EXCEL. 

 

   

Diagonal Vertical Horizontal 

 

6. The student will then call back the 'winning' cell names and numbers to the caller who 

uses the Excel Bingo Score sheet to confirm the win. When a winner has been declared, 

students should select all of the cells and remove any fill color that has been applied. 

 

 

All files needed to teach the 
assignments are found in the 
TechnoBiz Resources folder. 

SAMPLE
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Assignment 4 Create a Virtual Office 

 

In this assignment, students create folders to organize their files. All work done during the 

TechnoBiz project should be placed within this folder. 

 

 

 

Lesson Plan 

 

Assignment 1 - Microsoft Excel Window 

 Open Microsoft Excel. 

 Label the parts of the Microsoft Excel window. 

 

Assignment 2 - Introduction to Microsoft Excel 

 Open Microsoft Excel. 

 Use the mouse pointer, SHIFT key, and CTRL key to select columns. Note the differences 

between each method. 

 Use the mouse pointer, SHIFT key, and CTRL key to select rows. Note the differences 

between each method. 

 Select a specific cell and note the cell name. 

 Enter text into a cell by either typing it directly into the box or into the formula bar. 

 Use the mouse pointer, ENTER key, TAB key, and name box to select a cell. 

 Fill a cell with color using Fill Color. 

 Select multiple cells and remove the fill color. 

 Close Microsoft Excel.  

 

 

Assignment 3 - Play Excel Bingo 

 Make a Bingo card by adding the number 1, 2, or 3 to the cells A1:D4. 

 Play Excel Bingo. 

 

 

Assignment 4 - Create a Virtual Office 

 Create a folder called TechnoBiz. 

 Inside the TechnoBiz folder, make a folder called Survey. 

 

The Lesson Plan lists 
individual steps in each 
assignment. 

SAMPLE
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Learning Objectives 

Below is a list of the learning objectives for this session. Students should be able to complete each 

task independently. 

 

Content Knowledge: 

 recognize the purpose of a spreadsheet program 

 

Technical Skills: 

Operating Environment 

 open and close a program 

 make a folder 

 

Spreadsheets 

 define spreadsheet terminology 

 label the parts of the Microsoft Excel Window 

 view a worksheet in a workbook by clicking on the sheet tab 

 select adjacent and non-adjacent rows, columns, and cells 

 identify a specific cell by the cell reference 

 enter data by typing into the cell or formula bar 

 move from one cell to another the mouse pointer, ENTER key, TAB key, and name box 

 fill a cell with color 

 

Applied Technology 

 play Excel Bingo 

 

 

 

 

 

 

 

 

 

 

TEACHING IDEAS AND MICROSOFT EXCEL 

 

There are a number of online resources for ideas in using spreadsheets with primary and junior 

students. Here are some examples: 

 

The ABC List of Things to Graph 

http://www.forsythcountyschools.org/its/kadkins/graphing_abc.htm  

 

Dr. Christie's Using Spreadsheets in K-12 Classrooms 

http://www.alicechristie.org/edtech/ss/index.html 

 

Primary Resources: Spreadsheets and Databases 

http://www.primaryresources.co.uk/ict/ict2.htm 

 

 

Each session includes a list 
of Learning Objectives.  
A checklist of all objectives 
in the project is provided in 
Session 7. 

Helpful websites provide additional resources for 
teaching spreadsheet skills to junior students. 

SAMPLE
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Assignment 1: Microsoft Excel Window 
 

 

Open Microsoft Excel 

 Open  Microsoft Excel.  

 Click Blank workbook.  

 

Label the Parts of the Microsoft Excel Window 

 
 Scroll Bars  File tab  Ribbon 

 Quick Access Toolbar  Worksheet  Sheet Tab 

 Formula Bar  Zoom Slider  Group 
 

1. Scroll Bars 4. Formula Bar 7. Quick Access Toolbar 

2. Zoom Slider 5. Sheet Tab 8. Ribbon 

3. Worksheet 6. Group 9. File Tab 

  

You are going to learn how to use Microsoft Excel. Microsoft Excel 

is a spreadsheet program. People use spreadsheets to organize, 

calculate, and graph information.  

 

Open Microsoft Excel and use the descriptions on the next page 

to label the parts of the Microsoft Excel window.  

 

 

 

 

  3 
 

  9 
  

 

 

 

 1 
 

  2 
 

  5 
 

  7 
 

  6 
 

  4 
 

 8 
 

Students begin with an 
introduction to the Excel window.  

SAMPLE
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Parts of the Microsoft Excel Window 

 

PART DESCRIPTION 

Ribbon A band along the top of the window that holds the quick access toolbar, 

title bar, tabs, commands, window controls, and other tools. 

Group A collection of commands on a tab that do similar actions. For example, 

the Alignment group contains commands that change the placement of 

text in a cell, such as Left, Center, or Right. 

File Tab  Located at the left of the tabs on the ribbon, the File tab opens 

Backstage view. Backstage View houses commands that affect the 

document as a whole, or the application itself. Commands found here 

include; saving, opening and closing a document, as well as creating a 

new one, also printing, and changing Excel options. To return to the 

workbook, click the Back button or press escape. 

Quick Access 

Toolbar 

A toolbar above the ribbon that holds set of commands that are used 

often, such as Save and Undo. You can add commands to the Quick 

Access Toolbar to customize it for your own use. 

Worksheet The grid in the middle of the window that is made of cells. 

Scroll Bars  Bars used to change the part of the worksheet shown in the window. The 

worksheet can be moved up or down using the vertical scroll bar, or to 

the left and right using the horizontal scroll bar. 

Sheet Tab A tab at the bottom corner of the window that changes the active 

worksheet. 

Formula Bar A bar below the ribbon that holds the name box, insert function, and a 

box that displays the data or formula stored in the active cell. 

Zoom Slider A sliding bar at the bottom of the window that controls the magnification 

of the worksheet. To change the zoom level, drag the slider to the left or 

right. 

 

 

Close Microsoft Excel 

 Click the Close button. 

SAMPLE
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Assignment 2: Introduction to Microsoft Excel 
 

 

Open Microsoft Excel 

 Open Microsoft Excel. 

 Click Blank workbook. 

 

Working with Columns 
 

 

 Click on column heading A. 

 Click on column heading C.  

 Click on column heading E. 

 

1. What happens when you click on the column headings?  

 The individual column is selected when the column heading is clicked. 

 
 

 Now, click on column heading A, hold down the SHIFT key, and then click the column 

heading D. 

 

2. What happens when you click on the column headings? 

 Columns A, B, C, and D become selected. 

 
 

 Click on column heading A, hold down the CTRL (Control) key, and then click the column 

C and column E headings. 

 

3. What happens when you click on the column headings? 

 Columns A, C, and E are selected only. 

 

Follow the instructions to learn how to: 
 

 select columns, rows, and cells 

 enter text 

 move from one cell to another 

 fill a cell with color 

column  

column heading 

For the paperless classroom, 
students can answer questions in 
a digital copy of the assignment. 

SAMPLE
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Working with Rows 

 

 Click the row heading 5. 

 Click the row heading 10.  

 Click the row heading 15. 

 

4. What happens when you click on the row headings? 

 

The individual row is selected when the row heading is clicked. 

 

 

 Now, click the row heading 5, hold down the SHIFT key and then click the row heading 10. 

5. What happens when you click on the row headings? 

 

Rows 5, 6, 7, 8, 9 and 10 become selected. 

 

 

 Click the row heading 1, then hold down the CTRL key and click row headings 5 and 10 to 

select only rows 1, 5, and 10. 

 

6. What happens when you click on the row headings? 

 

Rows 1, 5, and 10 are selected only. 

 

 

Working with Cells 

 With the mouse pointer, click on cell A1 to 

select it.  

 Move the mouse pointer to column D, then 

count down 2 cells, and click to select the cell. 

 

7. Look in the name box. What is the cell name? 

 

D2 

  

row 

row heading 

name box 

Questions ensure active student 
involvement and understanding. 
Teacher Guides include answers. 

SAMPLE
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How to Enter Text 

 With cell A1 selected, type hello. 

- Your worksheet should look like this picture: 

 

 Click the mouse at the end of hello in the formula bar. 

 Press the SPACEBAR once and type the word there. 

 

Move from Cell to Cell 

 Press the ENTER key to move from cell A1 to cell A2. 

 Press the TAB key to move from cell A2 to cell B2. 

 Use the mouse pointer to move to cell C3.  

 Highlight C3 in the Name Box. Type B4, and then press ENTER to select cell B4. 

 

 

Fill a Cell with Color 

 On the Home tab, find the Font group. Click the Fill Color arrow. 

 Pick the color yellow from the color squares to fill cell B4 with color. 

 

 Select cell D1 and fill it with the same color. 

 Select cell A6 and fill it with a different color. 

 

You can add text by 

typing in the cell or in 

the formula bar. 

You can select a cell by 

using the ENTER key, TAB 

key, mouse pointer, or the 

name box. 

 

Pictures and tool icons always 
accompany step-by-step instructions. 

SAMPLE



ABOUT MICROSOFT EXCEL 

 

1-12 TECHNOKIDS INC. 

Select Multiple Cells 

 Click the mouse in cell A1 to select it.  

 Press the SHIFT key and select cell D6. 

 

 Click the Fill Color arrow.  

 Choose No Fill. 

 
 

 

 

Close Microsoft Excel 

 Click the Close button. 

 When asked if you want to save your changes, click Don't Save. 

 

SAMPLE
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Assignment 3: Play Excel Bingo 

 

You are going to play Excel Bingo.  

 

What is Excel Bingo? 

Excel Bingo is a game where the object is to be the first person to fill four horizontal, vertical, or 

diagonal cells with color.  

 

How to play 

 

Excel Bingo is played with an electronic game card. On the game card, are the numbers 1, 2,  

or 3.  

 

 

A caller picks out a Bingo tag. On the tag is a cell name with a number. The caller reads what is 

on the tag.  

 

 

If you have the number that is called you can fill that cell with color using Fill Color.  

 

 

If you are the first person to have four cells in a row filled with color you are the winner. 

 

   

Diagonal Vertical Horizontal 

 

  

In cell B2, the number 1. 

Students play a fun game to 
practice newly learned spreadsheet 
skills and terminology. 

SAMPLE
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Make a Bingo Card 

 

 Open Microsoft Excel. Click Blank workbook. 

 

 Click the mouse in cell A1. Type the number 1, 2, or 3. 

 Press TAB to move to cell B1. Type the number 1, 2, or 3. 

 Press TAB to move to cell C1. Type the number 1, 2, or 3. 

 Press TAB to move to cell D1. Type the number 1, 2, or 3. 

 

 Press ENTER to move to cell A2. Repeat the above steps until all of the cells from A1 to D4 

have been filled with the number 1, 2, or 3. 

 

- Your Bingo Card should look something like this:  

 

 

Play Excel Bingo 

 

You need to get ready to play. 

Follow the instructions to make 

your own bingo card. 

You are now going to play the game. Your teacher is 

the caller. When he or she calls out a cell name and 

number look at your bingo card. Do you have the 

right number in the cell?  

 

If you do fill it in with color using Fill Color.  

When you have four colored cells in a row say "Bingo".  

You just may be the winner. 

 

All the resources that teachers need 
to play Excel Bingo are included: 
 Rules of Play 
 Teacher Score Sheet 
 Bingo Tags 

SAMPLE
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Assignment 4: Create a Virtual Office 

 

 

Make a Folder Called TechnoBiz 

 Go to the location where you will save your work.  

(Ask your teacher how to do this.) 

 Right click the mouse. Point to New. 

 Click Folder. 

 

 

 Type TechnoBiz. 

 Press ENTER. 

 Open the TechnoBiz folder by double clicking it. 

 

Make a Folder Called Survey 

 Right click anywhere inside the TechnoBiz folder, point to New and click Folder. 

 Type Survey. 

 Press ENTER. 

  

It is a good idea to organize your files using folders. This 

will help you to find your work FAST! 

 

Follow the instructions to make folders. 

SAMPLE
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Close the Window 

 Click the Close button (X). 

 

 

(Optional) Questions About Folders 

 

1. Why was the Survey folder placed inside the TechnoBiz folder? 

 The Survey folder is one of the files in the TechnoBiz project. 

  

 

2. When you create new files for the TechnoBiz project, where will you save them? 

 All the files made in the TechnoBiz project will be saved inside the TechnoBiz folder. 

  

 

3. Why is it a good idea to place folders inside other folders? 

 You can organize specific files in general folders so that there will not be a large 

number of files to search through. You can easily look for files if they are organized. 

Files that belong together will be placed inside folders. 

  

 

4. If you made a folder on your computer called My Homework, what folders would you 

create to place inside it? 

 Social Studies, Language Arts, Art, Science, or any subject areas in which you create 

computer files. 

  

 

 

 At the end of Assignment 4, 
students are given the opportunity 
to reflect on their learning. SAMPLE



TECHNOBIZ SESSION 1 

 

TECHNOKIDS INC. 1-17 

Session 1 Review: About Microsoft Excel 
 

1. Label the parts of the window. 

  

  Sheet Tab  Name Box  Quick Access Toolbar  Zoom Slider 

 

 

 
 

2. Can you find the find the row, column, or cell? 

  

 a. Circle Column B. 

   

 b.  Color in Row 3. 

   

 c. Put a checkmark in cell C4. 

 

 

Zoom Slider 

Name Box 

Sheet Tab 

Quick Access Toolbar 

Review lessons at the end of sessions 
provide activities to check, practice, and 
reinforce newly learned skills. 
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3. Match the terms to their meanings. 

 

A. worksheet 

 

The name of the column. This is a letter. D 

 

B. name box 

 

Grid made up of columns and rows. A 

 

C. cell 

 

A bar where you can add information into a cell. F 

 

D. column heading 

 

A box in the worksheet, such as A3. C 

 

E. row heading 

 

A box that displays the name of a cell. B 

 

F. formula bar 

 

The name of the row. This is a number. E 

 

 

 

 

 

 

4. List two ways that you or your teacher can use a spreadsheet. 
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Session 1 Skill Review: Guess the Picture 
 

Fill in cells with color to make a picture.  

Can you guess what it is before you finish filling in all the cells? 

 

1. Open Microsoft Excel. Click Blank workbook. 

2. Fill the following cells with color: 

 Fill all the cells from A9 to C14 with green. 

 Fills all the cells from B15 to B23 with brown. 

 Fill all the cells from E11 to K23 with grey. 

 Fill all the cells from F14 to F16 with blue. 

 Fill all the cells from J14 to J16 with red. 

 Fill all the cells from H19 to H23 with orange. 

 Fill all the cells from D10 to L10 with black. 

 Fill all the cells from E9 to K9 with black. 

 Fill all the cells from F8 to J8 with black. 

 Fill all the cells from G7 to I7 with black. 

 Fill cell H6 with black. 

 

3. What is the picture? 

 

4. Select a new sheet from the tab at the bottom and draw your own creative picture 

by filling cells with color. Now ask a friend to remake the picture on their own 

computer by telling them the cells to fill with color using your picture as a guide. Can 

they guess the picture before you have told them all the cells to fill? 

 

 
A sample of a completed skill review is available in the  

TechnoBiz Resources folder in the Session 1 Skill Review folder. 

  

Skill Reviews at the end of sessions provide 
a fun way to practice spreadsheet skills. 
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Session 1 Extension Activity: Secret Messages 
 

 

 

Getting Ready to Play 

 

1. Open Microsoft Excel. Click Blank workbook. 

  

2. On a worksheet the caller writes a secret message, by placing each letter into a 

different cell. 

 

For example: 

 

 

How to Play 

 

1. The caller looks at the secret message. He or she then calls out a letter and the cell 

name where it should go. For example: Put an "m" in cell C2. 

  

2. Players type the letter into the cell on their worksheet. 

  

3. The caller continues in a random fashion calling out letters.  

For example: Put an "f" in cell A6. 

  

4. At any point during the game players can guess the secret message. The winner is the 

first person to guess the secret message.  

 

 

  

In this game letters are placed into cells 

to spell a secret message.  

 

Can you guess it? 

Extension Activities are 
optional enrichment lessons. 
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Secret Message Suggestions 

 School Name 

 Spreadsheet terminology: worksheet, workbook, cell, row, column, name box 

 Computer terminology: monitor, keyboard, mouse, hard drive, flash drive 

 Favorite cartoon characters: Mickey Mouse, Donald Duck, Goofy, Buzz Lightyear 

 Sports: baseball, basketball, soccer, tennis, hockey, football 

 Fun Phrases: 

o I like Excel 

o School is great 

o I am smart 

 

Plan your Secret Message 

 Write your message into the space below.  

 Randomly call out the letters. Mark each letter called. 

 Can players guess the message? 

 

 A B C D E F G H I J K L M N 

1               

2               

3               

4               

5               

6               

7               

 

 

 A B C D E F G H I J K L M N 

1               

2               

3               

4               

5               

6               

7               

 

 

 A B C D E F G H I J K L M N 

1               

2               

3               

4               

5               

6               

7               

Reviews, Skill Reviews, and Extension 
Activities are provided as separate 
documents for quick and easy access. 
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