
Second Grade Technology Course 

Lesson A-2-4 (Optional) 

Using Excel 

Classroom Introduction 

1. Remind students that they have used software including Word, Type to Learn, and Paint.  Now 

they’re going to learn a new software called Excel which is used to make spreadsheets. 

2. Show students the document titled Information in a Table that’s located in the Second Grade 

Resources section on the Technology Course Resources page of the Mayfield website. Ask them 

what they think the information at the top represents.  Show them the table at the bottom of 

the document and ask them again what they think the information represents.  Explain that 

using a table helps define and explain information. 

3. Show the students the Excel spreadsheet titled Information in a Spreadsheet, also located in the 

Second Grade Resources section on the Technology Course Resources page of the Mayfield 

website.  This is the same information that was in the table.  Explain that spreadsheets are a lot 

like tables.  They have rows and columns.  In Excel, there are over a million rows and over 

16,000 columns.  Like tables, Excel spreadsheets are a good way to show information in the 

form of numbers.  The numbers can be added, subtracted, multiplied, and so forth. The 

information can be easily moved around in an Excel spreadsheet and sorted in all different ways. 

Additionally, a chart or graph can be added to the spreadsheet. 

4.  Explore the spreadsheet. 

 Point out and define cell, row, column, cell address, formula bar, and label. 

 Show how data can be sorted. 

 Show how numbers can be totaled. 

 Insert another chart. 

 

Computer/Mobile Lab 

Part 1 

1. Direct students to log into computers. 

2. Show students the Excel icon and direct them to open it by double-clicking. 

3. Direct students to locate specific columns. 

4. Direct students to locate specific rows. 

5. Direct students to locate and click on specific cells using the cell address.  Make sure they see 

cell address in upper left-hand corner. 

6. Direct students to type data (letters or numbers) in specific cells and to look at the formula bar.  

Any data can be used or use the Sample Data document located in the Second Grade Resources 

section on the Technology Course Resources page of the Mayfield website. 

7. Optional:  Save the spreadsheet. 

8. Direct students to logout. 



Part 2 

1. Direct students to open Excel.  Review locating cells using cell address.  

2. Direct students in drawing activity using the Fill Color (bucket) to color specific cells. 

 Show the Penguin Drawing located in the Second Grade Resources section on the 

Technology Course Resources page of the Mayfield website. 

 Demonstrate using the fill bucket. 

 Use the following directions to create the drawing. 

o Select E1.  Fill with black. 

Note:  For next 20 steps, fill color remains black. 

o Select F1.  Fill. 

o Select G1. Fill. 

o Select D2 through H2.  Fill. 

o Select C3 through I3.  Fill 

o Select C4 and D4.  Fill. 

o Select H4 and I4.  Fill. 

o Select C5 through C21.  Fill. 

o Select I5 through I21.  Fill. 

o Select D21 through H21. Fill. 

o Select D22 through H22. Fill. 

o Select D23 through H23. Fill. 

o Select D11 through H11.  Fill. 

o Select D12.  Fill. 

o Select H12.  Fill 

o Select A10, B10, A11, and B11. Fill. 

o Select J10, K10, J11, and K11.  Fill. 

o Select A12.  Fill 

o Select K12.  Fill. 

o Select E6.    Fill. 

o Select G6.  Fill. 

o Select E8 through G8.  Fill with orange. 

Note:  For next 3 steps, fill color remains orange. 

o Select F9.  Fill. 

o Select E24, E25.  Fill. 

o Select G24, G25.  Fill. 

o Select E12 through G12. Fill with yellow. 

3.  Direct students to save spreadsheet to their H: drives. 

 

 

 



Part 3 

1. Direct students in creating a spreadsheet using numerical data.  Show them data to type in 

spreadsheet.   

2013/14 Pilot:  Cost for a Birthday Party 

Show the students a list of items needed for a birthday party for 12 and their associated costs.  

Use the Birthday Party Supply List and Birthday Party Spreadsheet located in the Second Grade 

Resources section on the Technology Course Resources page of the Mayfield website. 

2. Direct students to open Excel.  Create spreadsheet with data. 

 Label columns. 

 Add data.   

Note:  If type in $ sign, amounts will have decimal points. 

 Type in word “Total” after last item. Total Cost column by selecting all the numbers and 

clicking on the AutoSum symbol in the Editing menu on the right. 

 Sort items alphabetically or by cost using Sort feature in the Editing menu on the right. 

 Insert Bar Chart by going to Insert Tab, clicking on Column in the Chart menu, and 

choosing 2-D Column in Chart menu.  

 Show students how to change chart.  Give them time to explore different chart types. 

 Save spreadsheet to H: drive. 

 Discuss spreadsheet.   

o What costs the most? 

o What costs the least? 

o What if you only have a certain amount of money?  What can you take off your 

list? 

 

Classroom Station(s) 

Part 1 

1. Demonstrate how to open Excel. 

2. Demonstrate how to locate columns, rows, and cells. 

3. Click on cells and point out cell address. 

4. Type data in cells and point out how it appears in the formula bar. 

5.   Provide data for students to practice typing in an Excel spreadsheet.  Can use the Sample Data    

  document located in the Second Grade Resources section on the Technology Course Resources 

  page of the Mayfield website.   

6.   Direct the students to rotate through computer station(s), adding the data to a spreadsheet.   

  Students can use generic logins or their own if they want to save spreadsheet. 

 

 



Part 2 

This activity would be better suited for a computer/mobile lab setting.  It’s intent is to familiarize the 

students with cell addresses. 

Part 3 

1. Demonstrate creating a spreadsheet with specific data.  Show how to label columns and rows,  

type in numerical data, auto-sum column, re-sort data, and insert a chart. A Birthday Party 

Supply List and Birthday Party Spreadsheet are available in the Second Grade Files section on 

the Student Technology Courses page of the Mayfield website. 

Note:  May want to split this into two or more activities, demonstrating only a portion each 

time.  The students could type the labels and data as the first activity.  They could auto-sum, re-

sort data, and insert the chart as the second activity. 

2. Provide students with the Birthday Party Supply List. 

3. Direct students to rotate through the computer(s), creating the spreadsheet.  Students should 

login with their own usernames and passwords.  They should save to their H: drives, so they 

can continue to work on this project. 


