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AUTHORIZATION INFORMATION

The Finale End User License Agreement allows the registered user to install Finale® on a
maximum of two operating systems for that user only (Site Licenses excluded).

To use Finale after installing it on a computer, you'll need to authorize each installation.

To authorize, you’ll need to use your license’s unique serial number. If you upgraded from an
earlier version of Finale, your serial number stays the same each time you upgrade.

You can find your serial number...
« On a yellow sticker inside the Finale DVD or CD case of the earliest version purchased.

- If you've authorized any version of Finale on a different computer, you can find your serial
number in the About Finale screen in the Help menu on that computer.

- If you've registered your serial number previously, you can find your serial number in your
online account at www.finalemusic.com.

Once you've installed Finale and have your serial number ready, simply follow the on-screen
instructions to authorize when you start the program. You must authorize within 30 days after
installation, or printing and saving will temporarily be disabled until you do so.
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A.

GETTING STARTED

To create a new document

Finale’s Document Setup Wizard is usually the fastest way to begin a new score. The pages in
this wizard allow you to quickly specify all the basic score elements.

Choose File > New > Document with Setup Wizard.

Choose the Ensemble and Document Style and click
Next.

Select your instruments and click Next.

Choose the desired score elements and click Finish.

Pages 3 and 4 allow you to specify the:

Title + Tempo indication

Credits and copyright + Pickup measure
Key signature + Number of measures

Time signature

See “Setup Wizard” in the User Manual for details.

Document Setup Wizard - Select an Ensemble and Dmnm

Select an Ensemble:

Select a Document Style:

==

Create New Ensemble Engraved Style Choral (Engraver Font)
e Handuwitten S
SATE-Fano Handuiten S “Tile, Subitle, Camposer, Aranger,
Brass Trio = Choral Lyricist, and Copyright text inserts
Brass Quintet Fe (o] “Wlider staff spacing for lyics
Brass Choir oy T * Dynamics placed above the staff
Jazz Band apnoral (Hazsirs) * Soprano/Alto and Tenor/Bass
Concstt Band (Full) eneral Staff Styles
Woodwind Tria Orchestrel
Woodwind Quintst
Woodwind Choir
String Quartet Aways Use This Document
Orchestra (String) Style with the Selected
Orchestra (Full) Ensemble
Score Page Size: [Letter (85x 11) -

@ Potrait () Landscape
Pat Page Size:  |Letter (8.5 11) =

@ Potrait () Landscape

Document Styles include fonts and markings designed
for particular types of documents—in this case, a choral

arrangement using the Engraver font.
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B. To open files

To open a Finale file, choose Open from the File menu. Finale 2014
can open all Finale Notation Files saved in Finale 2014 or earlier, as
well as those saved in other Finale-family notation products.

C. To share files

Finale’s native file format is the Finale Notation File (*.MUSX). These
files are cross-platform, which means the same file can be opened
on both Macintosh® and Windows® computers. Although Finale
2014 documents cannot be opened in any previous versions of
Finale, you can export the file in Finale 2012 format or MusicXML
format. All recent Finale versions can import Music XML files.

When you open a file created in Finale 2012 or earlier, your document is
converted to the Finale 2014 MUSX format. When you save the document,
you can choose to overwrite the original file or save it as a separate file.

D. To scan a document

Use Finale’s built-in SmartScore Lite technology to scan and
import a piece of sheet music or to import an existing scanned
TIFF graphic. Go to File > Import to find these options.

After scanning and importing a page of sheet music, use the Selection tool
to copy the music into a new blank document with the desired instruments
and Document Style.

Export 4 SmartScore Lite Scan...

Edit Utilities View Document MIDLAudi
Leunch Window... Ctrl+ Shift-N

New , ﬂ:lg

4 EPUB...
.
MIDI File...
Printer Page Setup... MusicXML...
Print... Ctrl+P PDF..
Compile PostScript Listing... SmarntMusic®. .
> &
“ -9
Finale 2012 Finale 2014
{ 7 i Finale 2012 0
\/‘/ or MusicXML
Finale 2014 Finale 2012

Load Library... TIFF file...

See “Scanning” in the User Manual for details.
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FINALE SCREEN VIEW

When you open a new score, the following menus, palettes, and controls appear. These
elements form a framework for all of Finale’s features and functions.

\ [ Wbk fes Dew Dpcemest WDVAshe Tk Pieyms Srph e b i=i#in] K
Menu bar bt >EMIM S w LT RDO R Playback controls
These menus contain ara e o . S | Use these to start and
every Finale command T stop playback and set
and operation. i B NEa e Nt a tempo.
ure Un This Shimng Night
j k Lo o e for SATB chorus “";'.?23';;-"'\'5?-'7 ffe k
4 P s S e e e A £
Main tool palette : * —| Document window
This contains all of : Your document
Finale’s main tools. : appears here.
o
. 1 (
Simple Entry palette 7 Page controls
Use this palette for » —| Use these buttons and
durations, accidentals, counter to navigate the
etc. in Simple Entry. document’s pages.
J \_
Layer selection | Status bar
Use these buttons This bar identifies
to select a layer. W the selected tool.
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NAVIGATING YOUR MUSIC

Getting the best view of your score is crucial to working with Finale efficiently.

A. To choose a view

. . . . . . - View | Document MIDI/Audio  Plug-in:
The two main views in Finale are Page View and Scroll View. From the View menu, = ' :

Scroll View Ctrl+E
choose Scroll View or Page View. v
Page View Style 4
Page View Scroll View
displays your music exactly as it will appear on displays your music in a single continuous
the printed page. Use this view for system and horizontal system, free from the constraints
page layout. of the layout of the page.
To a Wild Rose
S A TP Edward MacDowel] (1860-1908)
PreSS With simple temd erness ./;:
oape A G TH N & o a, )
@D O 015ty
switch between » — | ' p
. ( ST = £ e 2E - L L8
Page View and \ZEEEEE ======C==

Scroll View
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B. To zoom in and zoom out

You can find zoom commands under the View menu, but to save time, use keyboard shortcuts.

With simple tenderness (
— N BER ,
Press + . 3 T

L 3

+
Press +

to zoom in S to zoom out b

n—F

C. To drag the visible score region

Use Finale’s Hand Grabber tool @ to move your view of the score, or with any tool selected,
right-click and drag to move the score.
D. To switch pages

In Page View, use the arrow buttons in the lower left corner of your screen to navigate
between pages.

. Page Page
Page: M) 4 1 E]E]_ Or, press + or + & to view the previous or next page.

See “Views” in the User Manual for more details..
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ENTERING MUSIC: SIMPLE ENTRY

Use the Simple menu (a) at the top your screen to A, TTeor Simpls Wi
) —'T

change settings and refer to keyboard shortcuts.

Use the Simple Entry palette (b) to specify note b.

durations and other note properties.

Search for “Palettes” in the
—» User Manual to learn how to
resize and relocate palettes.

/

To enter notes with your mouse . Zerpke iy Pt o

7§ m o) b & XA
Choose the Simple Entry tool | \LMMJ

ey

Double-click one of these tools to cancel all other tools in
the Simple Entry palette.

Lo o B ]

Click the note duration in the Simple Entry palette, as
well as the accidental, tie, tuplet, or grace note.

-

Position your mouse cursor where you would like to h

enter the note. ﬁ 1
Click to enter the note. Finale flips the stem direction h I)
when appropriate. Q) ¥ 2

© 0 00"~
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B. To enter notes with your mouse and computer keyboard

Use your numeric keypad (c) to choose note durations before you c.
click them in. Use the image to the right as a guide. To remove
extra items, double-press rapidly as shown below.

To change the selected duration: To remove the dot and flat:
5 5
(press once) (press twice)

Notebook users, use the “Laptop Shortcut Table” to improve the efficiency of your smaller
keyboard. Choose Simple > Simple Entry Options and click Edit Keyboard Shortcuts. Under
Keyboard Shortcut Set, click the Name menu and choose Laptop Shortcut Table.

L]
b'e k\
I &
9, & Change the ?
Press 9 L& d duration of the |
after entering a 3 note you just 3
note to create =* 7 ' enteredby | \
= A ;
a triplet. \ pressing Alt+[1-8]. —&

el
1

) FUSEE
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o

To type notes into the score with your computer keyboard
Using your computer keyboard to enter notes is faster than clicking. After typing the duration:

| o) |

1

Press Enter to activate the Simple Entry Caret, which is
Finale’s entry cursor.

pt:s

3
M

€

Use the up and down arrows to choose the pitch.

é

Press Enter to enter the note. Q ym— -

Or, type the letter of the desired pitch or 0 (zero) for a D] ] === i
rest. Use left and right arrows to move the selection. A|B 0O C
Press Shift + down arrow to move down an octave (and press Enter).

Common ways to modify a selected note:

(press
twice)

Type a number on the number row to add an interval. | . | | L
I I

r—
Press Ctrl + down arrow to select a lower note in a chord. :#tz':qﬂ:':'d":'mi

] 1 kY T T
_— 7 7
See “Simple Entry” in the User Manual for more information. Ba nm

Sharp Flat Natural ~ Add tie Flip stem  Flip Break/join beam
enharmonic

D. To play notes into the score with a MIDI keyboard

q A Window Help Debu
You can use your MIDI keyboard (or other MIDI device) to quickly enter notes. Z‘mp.amgpt.m:, ’

With the caret active, simply play a note or chord to add it to the score. v [Tl e

Check Simple > Use MIDI Device for Input to use a MIDI keyboard for note entry.

See “Speedy Entry” and “HyperScribe” in the User Manual for other ways to enter music using a MIDI keyboard.
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MULTIPLE VOICES: LAYERS

When a second voice with a different rhythm is e

required within a measure, like the quarter notes Soprano :&% ——ttagreard ~

shown at right, enter the notes in a new layer. Each Alto o —a— & e T

layer is a rhythmically mdepen.dent voice. Simply =

choose the new layer and begin entering notes.

Layers are chosen from the View menu or via the layer buttons at the el Secument MifHudle Puae

bottom of the screen (BEER). v Bege View CulE
Page View Style »

. o Studio View Ctrl+Shift+E

Layers are identified by note color: - ;

Layer 1 €~ Layer 2 €©)- Layer 3 ©) Layer 4 ©- ?::tt";:;:sa :

Always use layers 1 and 2 first when notating multiple voices. Use layer 1 M7 et

for the higher voice. If there are three or four voices in a single staff, v ;| Leyer2 ShittoAlted
Qut of Range Notes y|  Layerd Shift-Alted

then use layers 3 and 4 as needed.

e e P
Soprano 'é-a:!.‘].‘_'i;é ,J
SN =

Al

Tenor
Bass ==

To work with a single layer independently,
choose Document > Show Active Layer Only.

v BT This allows you to edit or clear individual

Ewey_——wa — layers without affecting the hidden layers.

Be sure to deselect Show Active Layer Only
before printing your document.

See “Multiple Voices” in the User Manual for more details..

FINALEMUSIC.COM/SUPPORT

WINDOWS [13]



PLAYING IN MUSIC: HYPERSCRIBE

With HyperScribe®, you can record directly from your MIDI keyboard or device into the score. To

configure your MIDI keyboard (or other external MIDI device) for use with Finale, see “Setting
up your MIDI system” in the Getting Started section of the User Manual.

A. To set the smallest note value

Since a live performance is never perfect, Finale approximates note durations based on
settings you choose. For example, if your piece does not include any notes shorter than an
eighth note, you can specify the eighth note as the shortest duration for the transcription by
choosing MIDI/Audio > Quantization Settings.

Smallest Note Value: Smallest Note Value:

wl o] JJ] 0] S & ol o] J| 55
ol o | L L e [R] = T EANRN
Play This: To Get This: —— . Play This: To Get This: ..
BB ononks PR R LR L B L @uonres PRI A S ._'
EESateh LSRR

Lir Lr LEF g © Mix rhythms i 4 - LSLr g Lir Lr o T . r7

B. Torecorda perforrnance

o Choose the HyperScribe tooI o After two measures, begin to play. s E if -
I

© Click a measure to start a countoff. @ Click the score to stop recording. O}

[14] winDOWS
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See “HyperScribe” in the User Manual for more on configuring transcription sessions.

To change the recording tempo and countoff

If you are transcribing a complex passage, you may want to record at a slower tempo for
greater accuracy. You can also change the metronome sound and specify a start signal.

Choose the HyperScribe tool .

From the HyperScribe menu, choose Beat Source >
Playback and/or Click.

Select Use This Tempo, and enter the desired recording
tempo in the adjacent text box. Be sure the correct beat
duration is selected below.

Click Click and Countoff.

After Measures, enter the desired number of countoff
measures.

Click OK twice to return to the score.

Window _Help

Beat Source
Record Mode

» [BA Playback and/or Click...
External MIDI Sync

HyperScribe Qptions...
|v Record Continuous Data...

Playback and/or Click

MIDI Input Tempo: () Use Playback Tempo
(Audio recording will always use this option)

Qe 5
JA S

el o[ | L[ 2

S

Beat Equals: 1024 EDUs

o
bl
bid

Start Signal for
Recording:

[none Record y -

Play staves while recording

[ ok ][ cancel | [ clickandCountoff... | [ rHelp |

Click and Countoff

Countoff: |While Recording ~| Measures: 2 l,\\)
Click:  |While Recording -

Metronome Sound

Finale Click -

Velodity

[

Source:

Down Beats: 127

Other Beats: 100

[ ok ][ concel |[ nHep

FINALEMUSIC.COM/SUPPORT
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SELECTING MUSIC

The Selection tool is Finale’s universal editing tool. It can be used to select, move, delete,
copy, paste, or otherwise edit any region of measures and any individual item in the score.

A. To select a portion of music

To select one full measure, click To select a measure region (either  To select a measure stack (a
once on the staff lines (without partial or whole measures), click region of full measures in all
clicking on a note). outside and above the staff and  staves), double-click a measure.

drag diagonally across the region. Copying measure-specific items
or deleting full measures requires
a stack selection.

| |;| |-:

-|IJIIEI|:' [ 51£1'lb-| = RS TR

- e a = -
T i T—1 im| = _i_ 1 | 17} =i = i
| ; | I | | s il:'li_‘ ij_._l_‘_ I | | I | | s
o - & @ - @ - -
Measure stacks are indicated by
highlighting that extends from the
top to the bottom staff, including
See “Selecting Music” in the User Manual for more details. the area between staves.
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B. To expand the selection

selected region on a single staff...

0 I = n
Use keyboard shortcuts to expand or contract the SR IN P e
. L ] ¥ = =4
. 9 1 + ——t— o s I r
Tonextbeat () +6) SFr—rrbo—dr
. U I ¥ - =
et e
To end of measure + + B e e e e e e o e et e e e
. L ] ¥ = * =4
) e — == e—
To end of score +
. L ] ¥ = ¥ =4
) | e .
To beginning of score + e oo
D L = - T =

...or on multiple staves. + + l gfv’v’,iseﬁ

— | T  E— | i s 1 T

%_"H_"_",. o e % § = = 5
f (— = — = T 7

e e T— g e P—— e — T
o= =roEIc % 3 == =roDEs

% - - % = ‘.!i = - ¢

— ety =~ e - = — e — =

W&F:?-‘Zr:‘# W#ir:‘# % A ]

[ i T e S e I S e S T R T e S ey

g SE=S=ii== EE B i R
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COPYING, PASTING, AND INSERTING

Finale offers a great deal of control over copying, inserting, and pasting (replacing).

A. Todrag-copy

If the source and target regions are both visible on your = =} |

screen, quickly copy music by dragging the selected region. = ' - D E

Select the measure region you want to copy.

Click and drag the selection to the target measure(s). . | ! I f . e

B. To copy using the clipboard

If the source and target regions are not both visible on your — ™ |
screen, you can copy music to the clipboard and then paste | ' e - 1
to the target region. Existing music is replaced. ' '

Q Select what you want to copy and press + : l
© sclect the target measure(s) and press + : iﬁ%

See “Copying Music” in the User Manual for more details.
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C. To insert music

When you copy and paste, Finale overwrites the content in the target region. However, when you insert, all
subsequent music is pushed toward the end of the score, usually increasing the total number of measures.

Select the measure region you want to copy.

While pressing [=li 1, click and drag the selection to the target measure(s).

A red insertion bar 3
indicates that the

inserted music will

nudge existing music
toward the end of the
score. Music in other
staves is not affected.

\

oL
SRR
[, B
JER

L 55!3
F=N
T
[, AN
e
L 55!3
F=N
T
[, AN
T
~Te
 HA
-
st ]
[ N
b |

L AR
JER

& HH‘I:;
Py
11
& HH‘I:;
Py
1

1

L 55!3
E=N
T

A green insertion

bar appears when
inserting measure
stacks. It indicates
that inserted music
will nudge subsequent
measures toward the
end of the score in all
staves.

(IS

-,
»
(BN

miiy

<y
CHi
b

-

b

L Al

i
ol

JER

& HH‘I:;
Wy
1

.y
L ERE

BN

i
s
"l

3

T
Tk
T
T
Al
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|

3
e
=2

#]
P
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iy
ot 1
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oL ]
™
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D. To copy specific items

q Utilities  View Document MIDVAudio | [z meo ]
You can copy particular score Ul Mo et ]
elements using the Edit Filter gt andrests Emorpam
5 Undo/Rede Lists... Ctrl+Shift+Z Tuplet definitions [T continuous data
dlalog box. " " Cross-staffnotes [ performance data
elect Al e - [ Tempo changes
Select Regign... £
o From the Edit menu. choose 7] Articylations [ Graphics (assigned to measures)
S 2 Cut Corl+X [ Chords & Fretboards [~ Measure number positioning & endosures
C CirieC -
Edit Filter. Copy i orcssons:Dyrankcs, Exrese T, PR S ——
[] Expressions: Tempo Marks, Tempo Alterations & [ staff styles
- . Rehearsal Marks (Stack Selecton Only)
Me Setti Stack Selection Onl
e In the Edit Filter dialog box, [El Smrt Shpes (assigned o beats) Dmﬁai"ﬁiw@is( =
: Use Fifter AltsCtrlF
check the items you want to — e D“"S“a"“ =] Dlewa space
. Te
= Ke i
copy. (Click None to clear all). L . Clgregmins

[ Measure widths

[] Text blocks (assigned to measures) [ENote positioning

: [T] special Alterations [l Page breaks
o Click OK. ["|Beam extensions [FlRepeats
[7] Dot alterations [ Spiit points
e Copy the music as you would normally. [ hotehesd, accidentsl and [Clsystembrecs
tablature string alterations B
[ Secondary beam breaks i me signatures
- [F] Stem and beam alterations T EEES Ly
—d """*-'I' [ Tie alterations =0T
= _F (©) When Clef Changes
=5 I 1 i i ok | [ cancel ][ mone [ al ][ hHen
et — i = =
T i Com ) ) )
il °) f | Y1 Finale uses the filter while
| e e} /’ copying whenever Use
D o » Filter is checked under
i A e ; > ; the Edit menu.
I 0 i
Co | B . S .
7 p q i F T i Paste Multiple... Alt+Ctrl+V
v

fl Edit Filter... Shift+Alt+ Ctrl+F
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TRANSPOSING

To transpose
With the Selection tool , select a region of music.

From the Utilities menu, choose Transpose.

Select the interval from the Interval dropdown menu.

0000~

Click OK.

To transpose using your keyboard
Choose the Selection tool .

Select a region of music.

000"

Press...

This method transposes the music diatonically within the
key signature. To change the key, use the Selection tool
context menu or the Key Signature tool. To configure a
transposing staff, use the ScoreManager.

%ﬂm ==
Transpose: @Up (@ Digtonically

(@) Down

romatically

Plus: 0 Octaves 3

[ Preserve griginal notes

a to transpose down a step. ﬁ

ok ][ cancel | [ hep ]@
I

to transpose up a step. ﬁ

n to transpose down an octave. ﬁ
=

e to transpose up an octave. ﬁ

FINALEMUSIC.COM/SUPPORT
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To add and delete measures

WORKING WITH MEASURES

Edit | Utilities View Document MIDL/Audio

A.
. Undo HyperScribe Session Ctl-Z
© rrom the Edit menu, choose Add Measures. Cor'eRedo cul+v
Undo/Redo Lists... Ctrl+Shift+Z
© Type the number of measures you would like to add. E= &
SclectRegion.- | e =]
o Click OK. The measures appear at the end of the score. ;f,y ey [
i . et o J[ome | [ree )
© With the Selection tool , select a measure stack and press |[C2EE] . e Mt
Use Filter Alt+Ctrl+F
Edit Filter... Shift+Alt+ Ctrl+F
Moye/Copy Layers...
B. To insert empty measures in the score Gl ke Backapace
lear Selected Items...
o With the Selection tool E , select a measure (empty iz;’;fi”"ha"“;:”j '
measures will be inserted before the selected measure.) T
Insert Measure Stack... k
© From the Edit menu, choose Insert Measure Stack.
e Type the number of measures you would like to insert.
O Click OK. ﬁg 3 e ﬁg = = =—]
F— S =" [ insert Mesaures == S v i '
ﬂ - ; — How many measures? 1 % ,",’ - ; e
% 4 E=SSoss=us [Cok [ caneel || Hep | % = === T =
FINALE
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(- g

e From the Utilities
menu, choose
Fit Measures.

e Type the number
of measures per
system.

O Click oK.

To fit a certain number of measures per system

With the Selection tool , select the
measures that you want to fit.

[Utiities| View Document MIDI/Audio Plug-ins Tools

Fit Measures... Ctrl=M

Fit Measures [

@ Lock layout with: ﬁ measure(s) per system.
[ Treat Multimeasure R

() Lock selected measures into one system

ts as one measure

(©) Remove system locks

Fit Music On
Current Partor Score | | select...

(©) all measures

@ Measure: 1 through: 8

ok | [ cancd | [ hep

D. To adjust the measure layout manually

You can move individual measures from one system R — S=rSS=s=ro===
to the next, or to the previous.

Q With the Selection tool,select the measure(s) é' = e

you want to move between systems.

© Use the down or up arrow to move to the next or
previous system, respectively.

FINALEMUSIC.COM/SUPPORT
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WORKING WITH STAVES AND INSTRUMENTS

Use the ScoreManager to insert, delete, or change instrument staves.

00>

Finale adds the staff
in the selected Score
Order, grouped by
instrument type.

In ScoreManager,
click the X on an
instrument line.

Finale removes the
staff and repositions
adjacent staves.

To add instruments to the score
Choose Window > ScoreManager.

Click and select the
instrument you would like to insert.

ScoreManager
Mixer

Movie Window

Ctrl+K
Ctrl+Shift+M

= Cymoals + | cymbals 101 64 Garitan instruments for
= Snare Drum +|» Snare Drum 101 B4 Garritan Instruments for
R . : -
Cymbals [IED [ Addinsument... | Scoms Order: | Marching Band )
= al Blank Staff Snare Drum
Common Keyboards Bass Drum [single line]
Orchestral Woodwinds Drum Set
Wind Ensemble Brass Tenor Drum
SnareDrum  Hi g Choral Plucked Strings Quad Toms
World Pitched Percussion Quint Toms
Marching Band Drums Roto Toms
Jazz Percussion Tenarine
Antique Snareline
Education Bss Drums [5 i

To delete instruments from the score

Garritan Instruments for Finale
Garritan Instruments for Finale

= Bass Drums [5ling] | » Bass Drums.

= Cymbals - | » cymbals
= Snare Drum +| » Snare Drum
Garritan Instruments for Finale

]

Basic Orch. Perc. | 1 =
Basic Orch. Perc - 1 }
VDLite Bassline -1

Staff Settings for Selected Instrument

Full Name Motation Siyle: | Percussion Setfings..
Color Noteheads Settings...
Abbr. Name... Transposition: | Nene

Hide key signature & show all accidentals

Cymbals

Snare Dum. i

Bass Drums | fF

iy

.‘

Cymbals

Bass Drums  HE

i
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C. To move staves Combet? [

e

To move a staff in one system only, choose the Staff Tool )

click a staff handle and drag it vertically. To move a staff in all ~ *<™= i o
systems, double-click and drag the handle. Cymbals (R ' ] ]
See “To move staves” in the User Manual for more details. Bass Drums {4 : : :
D. To hide an empty staff in a system
@ sclect a region that includes
the empty staff or staves. N === = === == |
© From the Staff menu, choose ...l gE— P e
Hide Empty Staves. A dashed & it Staff Attributes...
line appears where the staves e F BespaceSoves.
have been hidden. _ e St i
i T 1 Apply Staff Style To »
© To show hidden staves, e Sy sfe g
. Use Selected Staff Style for Score and Parts
contrpl-cllck the handle of - E——— ‘ — [ Show Staff Styles
the hidden staff or staves e L= E==a= st ==t == === Show Staff Style Names
and choose Show All or o SEeEee— T eEe——— Group and Bracket ,
Show [staff name]. : : —— e e Mame Positons ;
Show Default Staff Names
L E e i - ey Show Default Group Names
bl Scs = —— e [+ Show Staff Spacing While Dragging
Trombose ::;—4"\’ P ===== Show Empty Staves
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ADDING MARKINGS

Most markings are added with the Expression tool, Articulation tool, or Smart Shape tool.

A. To add expressions

Six types of markings are added as expressions, organized into the following categories:

+ Dynamics ( ff subito o) + Expressive Text (dim., legato)
+ Tempo Marks (Allegro, J=108) + Technique Text (pizz., Mute)
+ Tempo Alterations (rit., a tempo) + Rehearsal Marks ([Al, D)
To add a single expression: To add an expression to multiple staves:
© cChoose the - : -y © Choose the g _
Expression tool . Lt Expression tool . =i= ===
G == s e
© Double-click a | E © Drag-select a .
EY . .
note or measure. region in more -
than one staff. g
© Choose an ) .
expression | ©® choose an # ‘
category. o) (o) ot ) ) expression
. G | [t ) [ category.
© Double-click an WNivace LB,
expression. /5. . O Double-click an -
6= 2= =

expression.
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B. To add articulations C. To add slurs and hairpins

Articulations are markings attached to a single Markings such as lines and curves are created
note with the Articulation tool , including: using the Smart Shape tool , including:
+ Accent (>) + Tenuto (-) * Slurs (~—) « Trills (#&~~)
+ Staccato (*) + Ornament (s, ) + Hairpins (——) + Ottava (§%- )
To add an articulation to a note: To add a Smart Shape:
+ Artculation Select on =) = - _
© choose the - © cChoose the Smart Shape tool . “:"g
Articulation tool i o
© cChoose the desired tool from the =
© Click the note. Smart Shape palette. e
©® Double-click an M B R ©® Double-click and drag to add the .
articulation. e ) ) ) Smart Shape. = ==
o 7
To add an articulation to multiple notes: @ Click and drag the diamond-shaped A 4
. . handles to adjust shape contours. ®
© cChoose the Articulation tool. ! P
e Drag-select a region of notes. —_t
[} @ ————
© Click select. ¥_ 3 = 60 ]
' N
© Double-click an articulation. ¢
See “Expressions”, “Articulations”, and “Smart Shapes” in the User Manual for
o Click OK. information on creating custom expressions, articulations, and Smart Shapes.
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ADDING TEXT

Use the Text tool to add titles, subtitles, composer, arranger, lyricist, and other text that does

not need to reposition with the music.

To set or edit a document’s title page text:

From the Window menu, choose ScoreManager and click
the File Info tab.

Enter the page text information.

Click OK.
You can also edit much of this information directly in the score.
Choose the Text tool and click on an existing text box in your
document. You can directly edit any text with a gray background.

To add other text on a page:

With the Text tool , double-click to create a text box.

Type the desired text, or, choose an insert from the Text
menu.

Inserts are placeholders for standard text such as accidentals,

titles, composer, page number, filename, current date, and symbols.

Score Manager

Fie Ifo | Instrument List

Tte Brassicas L}

Subtle:
Composer:  Makellusic nc.
Aranger

Lyrcist

Copright:  ® 2011 Al ights reserved.

Descipton

Engraved Stye (Maesi Fort)

* Finsle's all pupose document style

Created
iz

Appic

Last Modfied
Intil:

Appic

Date: 9/6/2011
Finale 2011b.12for Windows

Date: 4/26/2013
Finale 2014for Windows

Font.

CtleT
CtrleShift+S.
Ctrl Shift+F
CtrlsShift-N

Ct Shift-P.
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KEY/TIME SIGNATURES AND CLEFS

To set a key signature
Choose the Key Signature tool ;

Double-click a measure.

000"~

Use the slider and dropdown — Lp. -

menu next to the key signature "¢ sruwa :b
preview to specify the key.

Click OK.

To set a time signature

Choose the Time Signature tool ;

Double-click a measure.

000"

Gomposte...

Use the sliders to set e

the beats per measure : e 3
and beat duration.

Click OK.

C.
(1]
2]
©

OO0 "

To set a clef change
Choose the Clef tool :

Double-click a measure.

Double-click the o %%&%%%&
desired clef. I iﬁ“ Fﬁ%
ﬁﬂ%ﬂ%ﬁi =

To set a mid-measure clef change
Choose the Clef tool :

Select a partial measure by clicking outside
and above the staff and dragging diagonally
across the measure.

Double-click the selected partial measure.

Double-click the desired clef.

FINALEMUSIC.COM/SUPPORT
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LYRICS, CHORDS, AND REPEATS

A. To type in lyrics
After the notes are entered, choose the Lyrics tool . S

Lyrics Window... Ctrl+L
Lyric Window Options

From the Lyrics menu, check Type Into Score. Adjust Sylables

Click Assignment

Clone Lyric

Click a note to display a blinking cursor beneath the staff. Edit Word Extensions

Shift Lyrics..
Type a syllable and then press the spacebar to advance. Use - (dash) to add =
hyphens between syllables.

Lyrics @
| X Edit  Test
e —— e fm <) 1 = BN L#{=]a] (1
_E?—'&_.'_'_"_J_J_H ) ) Font: Tines New Rloman lzlnlaﬂ
The Lyrics window Should auld ac-quaint-ance]

allows you to easily I
edit syllables, paste
text from external
programs, and to

9 ' ) . click-assign lyrics.
1 T 1 1Y 1 T
e 4 ! 1 1 13 H > i

Should auld ac-quaint-ance &

Type “Should [spacebar] auld
[spacebar] ac [-] quaint [-] ance”

See “Lyrics window” in the User Manual for more details.
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To type in chord symbols
Choose the Chord tool : AT

Window  Help
From the Chord menu, choose Manual Input. B venuelinput ; ;

Click above a staff to display the cursor.

. Window Help
Type the chord root and suffix. For example, “Am7”. B e

Allow MIDI Input

When typing chord symbols, use “b” for flat and “#” for sharp. f”e'z‘::’f‘;“‘l”“‘
Two-Staff Analysis

All-Staff Analysis

© 000060°
'
'

Press the spacebar. Finale converts your text to a chord symbol. Chord Style

Left-Align Chords
For guitar fretboards, from the Chord menu, choose Show Fretboards. [ Kalicize Capo Chorcs

Show Fretboards

To create repeats with 1st and 2nd endings

Choose the Repeat tooI@. ¢ e ::’
== e 1
~ T g Ld - L
. . e —— S
Select the measures for the first ending. for _auld__ lang syne. And Baud _ tang  syne.

) Window  Help
From the Repeat menu, choose Create First and Second ‘ Create Simple Repeat '

00 000°

Endings.
. g 1 T 2
Select the first measure of the repeated section. e — - e : il
L e e ] e e e q
1 1 I el | | 1 L1 ib |
Lt L L
From the Repeat menu, choose Create Forward Repeat Bar. ;, . i@ gue And wld low  syne |
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PLAYBACK

A. Playback Controls

The Playback Controls give you standard buttons for controlling the playback of your score.

- Click _® to start playback. Playback Control

B
(11110000 - Repeat |1 - | Tme: 00:00:00.000 (¢ J -T:_]

+ Click to open the Playback Settings
dialog box. Choose Leftmost Measure to
begin playback at the leftmost visible measure.

+ Press + spacebar + click and drag to spot-check.

+ Press + + spacebar + click to spot-check a single staff.

To change the playback tempo

In the Playback Controls, click the Tempo drop-down menu
and choose the desired note duration.

oY

© Enter the number of beats per minute in the text box 12 3.

Tempo markings in the score (created with the Expression tool) always
override the tempo indicated in the Playback Controls.

Ul««l kﬁll ® » o[l

Playback Settings =

Seroling playback
Human Playback Style: [Standard -] [reerefeences... |
Swing: 0 Swing alues |
Base ey Velocity: 64 |5

Playback Region

Always Start At: Stop At:

() Messure: 1] 1]0000 4| @ End of piece

Repeat: 1 v () Measure: 8] 1]0000 $

{%Lefh’nost measure Repeat: 1 ~
(“5Current counter setting

[] Observe Playback Region when saving to MIDI or audio file

Display Time As: @) Hours:Minutes:Seconds. Millseconds
(©) Frames

Click and Countoff | | Playback/Record Optiors... |

ok [ caneel |[ el |

See “ScoreManager” in the User Manual to control instrument sounds.
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C. Human Playback®

The proper performance of any piece of music depends on the genre and style. For example,
you wouldn’t expect a jazz piece to be performed the same way as a classical sonata. You
can tell Finale how you want your piece performed using Human Playback. Human Playback
performs the music in the style specified, and also interprets the markings you’'ve added.
To choose a Human Playback style, from the MIDI/Audio menu, choose Human Playback,

and then select the desired style.

To enable or disable Human Playback:

From the MIDI/Audio menu, choose Human Playback and
then select the desired style.

To turn off Human Playback, from the MIDI/Audio menu,
choose Human Playback > None.

To enable the Swing option in the Playback Settings dialog box,
choose either Jazz or None in the Human Playback submenu.

See “Human Playback” in the User Manual for custom style configurations.

MIDI/Audio | Plug-ins Tools Repeat Window

(v Play Finale through VST
Play Finale through MIDI

VST Banks & Effects...
Audio Track

Ctrl+Alt+1

3

Sound Map Priority...

Human Playback G
Reassign Playback Sounds ‘
Device Setup 3

Start Playback
Stop Playback
All Notes Off

MIDI File Options.
MIDI Clipboard

Send MIDI Value...
Reload MIDI Driver

Reset Panning

Retranscribe

Click and Countoff...
Quantization Settings...

None
v Standard
Baroque
Classical
Romantic
215t Century

Viennese Waltz
Light Waltz
Funk

laz

Latin

Pop

Reggae

Rock

Samba

Custom...

Human Playback Preferences...
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PAGE LAYOUT

Adjusting the position of systems and page margins should be the final step before printing
your score. Use these techniques with the Page Layout tool to finalize the page layout:

To a Wild Rose )
Click and drag these handles Click and drag a system
to adjust the position of the Edward MacDorwell (1860-1908), to adjust the position of the
top and left page margins system, which also adjusts
for this page only. T = all subsequent systems.
===
p— _lp /
%
i i ~N
Click and drag these handles + click and drag
to adjust the top margin of : — ™ /™ to move a system
each system. : ——— ‘./ independently.
£
To adjust the vertical == . These icons appear when
position of staves within == =5 measure layout is locked in
systems, choose the Staff I ;} a system (see Tutorial 7 in
tool and drag staff handles. the User Manual for details).
FINALE
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SHARING YOUR MUSIC

A. To print your score C. To share your music online
To print, press + G and click OK. You can share your music with anyone

over the Internet, even if they don’t
own a Finale-family product. With
Finale NotePad®, anyone can open,

To create a PDF, choose File > Export > PDF.

B. To export an audio file play, and print your masterpiece.
From the File  [Z=sner ; L) Instruct your recipient to download and install
Cesnm your recip _
menu, choose b o the free Finale NotePad available here:
Export > f}; m
Audio File. @ finalemusic.com/products/finale-notepad/
© cChoose a © Email your file to the recipient as an
location and attachment.
file name.
— ©® nstruct your recipient to save the file from
© Clickthe your email and open it with Finale NotePad.
Save as Type
dropdown menu and select WAV or MP3 It’s also easy in Finale to open documents that
’ were created in Sibelius and other notation
MP3 format is only available when Finale is set to programs. e “ML.IS’CXML” in the DS QR
play through MIDI. for more information.
O Click save.

FINALEMUSIC.COM/SUPPORT WINDOWS‘SS‘



0006~

000060~ ©

KEYBOARD SHORTCUTS

Finale provides keyboard shortcuts called Metatools that you can use to quickly add markings
to your score. You can also customize metatools by assigning one to a particular marking.

Articulations and expressions

Choose the Articulation or Expression tool .

Hold down the metatool key. ;

Click a single note or measure.

|
O
S
Nl
1y

Use the same method to quickly enter key signatures, time signatures, E-

Yl
1y

and clefs (with their respective tool chosen). e

7
< v

Or, hold the key and click and drag to add the marking to multiple notes.

Smart Shapes
Choose the Smart Shape tool :

1y
@
T
a—l___
1y

Hold down the metatool key. £
For note-attached markings like slurs and tab slides, double-click a note.

For beat-attached markings like hairpins and trills, double-click a note,
hold the second click, and drag to the destination note.

=9

|36
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C. Common metatools

1 1 1 1 1 1 1
| | | | | | |
Articulation and expression

B n B metatools are listed in blue in
the Articulation Selection and
A Expression Selection dialog
boxes. Look to the upper right
of each item for the metatool
currently assigned to that
marking.

ﬁ e , agm._ L e S i S — — n
< | :

D. More keyboard shortcuts

The Finale User Manual contains a complete
listing of every preset keyboard shortcut in
the “What does this do” section. The User
Manual also lists all metatools for each main
tool, and contains information on how to
program custom metatools.

B
-

G | (o) L
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USING CONTEXTUAL MENUS

You can right-click on many score elements to display menus which allow you to quickly...

Toa Wild Rose

Edrd Maclhemet) {1$60-1506)

Edit or delete text,
and adjust text
frame alignment
and positioning

Transpose, insert
measures, add

repeats, and make
other changes

Change the key
signature

Change the time
signature

By right-clicking a region, the contextual menus allow you to perform many additional tasks:

+ Edit measure attributes + Add, insert, or delete measures
+ Change the barline style + Change the key, meter, or clef
+ Create or break multimeasure rests + Apply alternate notation

+ Cut, copy, or paste + Add repeats

+ Transpose « Apply staff attributes
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DIDNT FIND WHAT YOU WERE LOOKING FOR?

[=]1ell-1-]
From the Help menu, choose User Manual, or click any help button } o
7

f |
é . X . \ Howdol... Wheredol find... Show me how to... é . \
Quickly find the musical element w5 ek o : : Watch demonstrations to learn
that you need in the Visual Index gkl i i essential tips and techniques
and click on it to read steps for I with this suite of instructional
placing it in your score. ko nklyiot sl Sl [ inatcers duisde Sy |[AGAL SRR ¢ Quickstart Videos.
\_ . ’r‘::leﬂm . pielehalie St rhe 2014 N y.
I'm having trouble... Contactus... Connectme with... r
K \ Basz st il Fanute biog, foname mm; .~ \
Use the interactive Finale Visit the Finale Community to
Tutorials to be guided through connect online with users across
a sample project from start to . the globe through the Finale
finish with accompanying videos. SR U I R AU forums and Finale blog.
N / N .
Finale User Manual Home + L ™
B B e 1 e
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GETTING SUPPORT

Tutorial Support

For more learning resources and additional solutions to common Finale questions, visit our
Support Portal at finalemusic.com/support. There, you can also contact our support team
directly through email/web-based support cases.

Technical Support

Troubleshooting for technical problems is available online at finalemusic.com/support
or by phone at (952) 937-9703 between 8:30 AM and 5:00 PM CST, Monday through Friday.

Phone support is free of charge (although MakeMusic does not reimburse long-distance charges). Please have your serial
number ready. Note that in order for MakeMusic to continue offering free, efficient phone support, we limit phone contacts
to technical problems only. To learn how to use Finale, please consult one of Finale’s many ‘how-to’ resources, including this
Quick Reference Guide, the Finale Tutorials, the QuickStart Videos, and the comprehensive, searchable User Manual.

Other Inquiries

For authorization or sales questions, contact us at (800) 843-2066, or (952) 937-9611 outside
the US. MakeMusic can also be reached by fax at (952) 937-9760, or by mail at 7615 Golden
Triangle Drive, Suite M, Eden Prairie, MN 55344-3848. Visit us online at finalemusic.com.
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