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QUICK REFERENCE GUIDE FOR MACINTOSH®

Thank you for purchasing Finale 2011.
Wed like to take this opportunity to welcome
you to the world’s most widely used family

of music notation software, and offer our

assistance in getting started. This guide is
intended to visually demonstrate how to
accomplish common tasks quickly and easily,

and point you to additional helpful resources
should you need them. Thanks again for your
support and best wishes with your music!

finale’ —Your friends at MakeMusic
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Getting Started Finale Screen View

A. Using the Document Setup Wizard 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.
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.

/
Menu bar Simple Entry palette Playback controls
These menus include standard Use this palette to choose note Use these to start
Pocument Styles operations and editing commands. durations, accidentals, etc. and stop playback.
© From the File menu, choose Documentsetup Wi - et xsemble s Docums include fonts and - while entering with Simple Entry.
New > Document with setup 2:11?;::::;. kmz::y::;:::‘m: Choral (Handwritten) marki ng' S deSIgn ed ~ ~
” . g adwrinn syl T, Compser, Amanger, for particular types Document window |
Wizard. g:;i;::a,;‘;'zg;;;d:;‘;‘[ v C""’g':m: . LV;::‘(:;:::‘:";"";Z of documents, in this & Finale2011 File' Edit _Uiliies View Document /MDI/Audio Tools Window Y. Simple Help Tf?:l;cgve docu;ent
g::::::: g&?.l?'éa','cnfl’&"a:’; g:::: :Cﬂax??len) S e case ac h ora / / azz O@ Main Tnob L0 Simple Entry Pale ) th ) d
aritan small Concers Ban oral Covel Page amics setto e sa , ‘ appears in this window.
© Choose the Ensemble and B | [ 890 008899 | LIRS T PP )
. SATS: Piane L arrangement. @e@ @9@@@ L
Document Style and click Next. B e : POD ano ——
. BIUESEs @ @ @ EIGHTH NOTE: Click the staff to place an eighth note. —
e Select your instruments and Score Page iz (Letter 8.5 x 11) el do L w6 |
. @ Portrait / @ e ) 2 Bue Sues I
click Next. O Landscape @ @ 6 SCORE BLuE SKIES ,frr::
e ity 44 woogeRr -
e On pages 3 and 4, choose the il @O® %‘?szag‘?dba’.f. - ;
- is bar identifies
desired score elements, and @ | the selected tool |
click Finish. /
= |
||
Pages 3 and 4 allow you i
. ) Main tool palette |
to specify the: This palette contains I
all of Finale’s tools. I
o Title |
||
e (Credits and copyright Keyboards prano e s ‘EEEE:
pyng Chorus to ‘ TR
L4 Key Signatu re Woodwinds enor e~ 'EEE?A‘
] Brass Baritone ‘
* Tempo indication ___ Vertical scroll
p Page scroll *F=———Use this scroll bar to position
e Pickup measure Tide: [Blue Skies I Use these buttons the document vertically.
Subtitle: .
» Number of measures to navigate pages. -
Composar m Select a Time Signature: g |¢’ i E i Iclg \g Ig \EI%I
T
., r e T I
F Major <
& Specify Initial Tempo Marking Page counter Horizontal scroll
5 This counter identifies Use this scroll bar to position
e mE ) the current page. the document horizontally

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

Navigating Your Music

Getting the best view of your score in progress is crucial to working with Finale efficiently.
command + . command
Press + & to zoom in Press + a to zoom out
3 Si deve suonare tuttq

. . : g 3 3
A. Choosing a view T——r e
! [ A

The two main views in Finale are Page s D(.>cument MIDI/Aud ' d— p; wm;,e

View and Scroll View. From the View menu, scroll |ew =7 :
v Page View 38E r 4

choose Scroll View or Page View. Page View Style

To zoom in and out using your mouse cursor:

. . command q
Page View Scroll View + + click to zoom-in to the position clicked.
displays your music exactly as it will appear displays your music in one continuous + + + click to zoom-out.
on the printed page. Use this view for system horizontal system, free from page constraints.

and page Iayo ut. For more, search “Zoom” in the User Manual.

vess Julie Guicciardi

Sonata, Op. 27, No. 2
= = | e S RS C. To Drag the Visible Score Region £
ﬁ el e E e EseE s eRsEast s Use Finale’'s Hand Grabber tool to reposition your view of the score.
- o SHICo ° Z Press 3 + + click and drag to move the score.
PETE i ; = 2
= = = E Search for “Hand Grabber” in the User Manual for more information.

D. To Switch Pages

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

command
Press +°t0 switch between between pages. Or, use the keystrokes listed here:
Page View and Scroll View

Layer 1 » Page:

command + Page . command + Page
Press @3 * 3 to move to previous page.  Press @3 + &) to move to next page.

Search “Views” in the User Manual for more details. Search for “Page View” in the User Manual for more information.
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Entering the Music: Simple Entry *

o Click the Simple Entry tool .

e Observe the Simple menu (a) at the top
of your screen. You will use this menu to
change settings and refer to keyboard
shortcuts.

e Observe the Simple Entry palette (b), which
you will use to specify note durations and
other note properties.

A. To enter notes with
your mouse

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

e Position your mouse cursor where you
would like to enter the note.

e Click to enter the note. Finale flips the stem
direction when appropriate.

ENTERING THE MUSIC: SIMPLE ENTRY

&  Simple Help|
0POCLRDP PP
LISy 1)

Tip: Double-click

Simple Eniry By one of these tools

{é\ (k;} {u;‘ @ f J\ to de-select all other

tools in the Simple

e @ %{é} ‘3 Entry palette.

A b;.

)

oty

MACINTOSH

B. To enter notes with your mouse and computer keyboard

m

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

U

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 Select popup
menu and choose Laptop Shortcut Table.

be-- > - bl To change the selected duration.

(press once)

5
bﬁ-- > > J To select only the duration and remove the dot and flat.

(press twice)

9,
Enter a note and then press 9 to create a triplet. [ )

)

e \

MACINTOSH

o - = @0 ===

3 I

Notes are purple when you enter them,
indicating they can be edited with a keystroke...

Change the duration of the note you just
entered by pressing Option+# (1-8).

All Simple Entry keyboard shortcuts are listed under the Simple menu.

ENTERING THE MUSIC: SIMPLE ENTRY




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

computer keyboard You can use your MIDI keyboard (or other MIDI device) to quickly enter notes.

Using your computer keyboard to type notes into the score With the caret active, simply play the desired note or chord to add it to the score.
is faster than clicking. When you have typed the duration:
Check Simple > Use MIDI Device for Input, | Simple IR
o Press Enter to activate the Simple Entry to use a MIDI keyboard for note entry. Simple Entry Options...

oo , 1l v Use MIDI Device for Input .
Caret, which is Finale’s entry cursor. 0 L
Q) ! See “Speedy Entry” and “HyperScribe” in the User Manual for other ways to enter music using a MIDI keyboard.
% [y
e Use the up and down arrows @ -
to choose the pitch.

I & ! .
I £ " Multiple Voices: Layers
e Press Enter to enter the note. J w
When a second voice with a different rhythm is required within a measure, like the eighth notes

shown in red below, enter the notes in a new /ayer. Each layer is a rhythmically independent

e Or, simply type the letter of the 1 voice. Simply choose the new layer and enter as you would normally.
. . T @ 3 o —
desired pitch, 0 (zero) for a rest. P )
Layers can be chosen from the View menu, o }
A"p ¥, o®D or the layer popup at the bottom of the screen. == P ——
= |
© Fress shift-d e c el el
ress Shift-down arrow to move Scroll View prr
the caret down an octave. v Page View %E ‘ o
Page View Style > - Layers can be identified by note color.
Studio View 0 %E
Layer1 €© Llayer2 €© Llayer3 €© Llayerd ©-
«— —_ command Zoom >
o 36 i .LT Bookmarks >
Select Staff Set > . .
Moves selection Select Tool Set > Always use layers 1 and 2 first when notating
+ left/right. Moves selection up/down. Select Layer A e TRt multiple voices. Use layerT for the higher
Redraw Screen %D Layer2 voice. If there are three or four voices in a
Grid/Guide X t:z::i ot single staff, then use layers 3 and 4 as needed.
~Show =
///\m
Soprano 54 | —
From the Document menu, choose Show Active Layer e feape s L= e
Only to work with a single layer independently. J —
f— Tenor
|| AR - . Bass = —r—r
® FH’ |

Half step  Half step

increase  decrease

{numpad) (numpad) e = e Show Active Layer Only allows you to edit or clear individual
7 ly‘ & 3 PNELY EATH v » 1 { 8 [7) . . . .
'\3} e s e s B _i H i layers without affecting the hidden layers. (Compare to figure
Sharp  Flat Add tie Fipstem Flip  Addinterval  Break/oin beam Ah above). Be sure to uncheck Show Active Layer Only before printing.
enharmonic - third (number e ——
row) ) » P = Py 73 =
reEE s e = e e e
ANIY4 - 3 L ! Il L
o Ah
See “Simple Entry” in the User Manual for more information. See “Multiple Voices” in the User Manual for more information.
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To record into two staves

C
: - HyperScribe Q&Y
HyperScribe® allows you to record directly from your MIDI keyboard into the score. 0 Click the HyperScribe tool e. Beat Source > 1
To configure your MIDI keyboard (or other external MIDI device) for use with Finale, e From the HyperScribe menu, choose Record R

Playing-in Music: HyperScribe €

Record into One Staff
v Split into Two Staves..
Multitrack Record

see “Setting up your MIDI system” in the Tutorials section of the Finale User Manual. Mode > Split Into Two Staves. i it
Enter the split point (middle C = 60)

and click OK.

To record a performance 08
Click the HyperScribe tool @ oJ B

Split at MIDI Note:
Record your performance. ®

Click a measure.

Wait for two countoff measures

O 0060°”

and begin playing. il D. To change the recording tempo and countoff
SEIRIFIRIE. R i .

When you're done, click the score wil o J LI DN X If you are transcribing a busy passage, you may want to record at a slower tempo for greater

to stop recording. PlayThis  And Get This accuracy. You can do this, and make additional adjustments to aspects of your recording session
EEL LS © Mo Tuples in the Playback and/or Click and Click and Countoff dialog boxes.

B. To set the smallest Lirg Lirg g @ Click the HyperScribe tool €. Hyperscribe Uty

nOte va | ue . Beat Source > "/ Playback and/or Click.. a.
LEr Lr () Space Notes Evenly in Beat e From the HyperScrlbe menu, choose Record Mf’“ . » %:T.nal MIDI Sync

Since a live performance is never perfect, Beat Source > Playback and/or Click (a). Hyperseribe Opians. .

Finale rounds-off your performance to the @ ("More settings... ) (Cancel ) oK) ‘

: i .~ PaybackandjorClick

note value you choose. For example, if your © Select Use This Tempo, and enter the

piece does not include any notes shorter desired recording tempo in the adjacent e

than an eighth note, tell Finale this by Choose MIDI/Audio > Quantization Settings to open text box (b). Be sure the correct main b.—— [ @ usemhisTempe: 60 ] (isten )

! this dialog box. o [
specifying eighth as the smallest note value J beat duration is selected below. ¢ Equals: 1024 | EDUs
to ensure there will r'10t beIS|xt.eenth .notes |r.1 e Click Click and Countoff. e
the transcription. This setting is configured in T
the Quantization Settings dialog box. e After Measures, enter the desired ©) (Ciick and Countoff.. ) ((Cancel) (@HORID)

number of countoff measures (c).

— @ Click OK twice to return to the score.
7% <— Results of HvberScribe —> Q:HW o B ———emm_
—o o |0 |E ) e o e o | esu ts 0 your yper cribe bRt } [ | i } ; Countoff: | While Recording B F C.
recordlng depend on the Click: aneke(ordlng
T Smallest Note Value T Smallest Note Value
LTI . Smallest Note V_alug select.ed i@@m@a@.w —— S
sl LTI DN N and other quantization settings. SSNNneE sound
Play This o Crmn e Channel Note Velocity  Duration (% of the beat)
5 T : = Down Beats: |10 37 127 50 %
3 EE]' o : EEF i e Other Beats: |10 37 100 25 | % (CLsten )
EEERE—CLLL s g g™ St (@) Cox)
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Selecting Music ® B. To expand selection

The Selection tool is Finale's universal editing tool. It can be used to select, move, delete, copy, Use keyboard shortcuts to expand or contract the selected region on a single staff...
paste, or otherwise edit any region of measures and virtually any individual item in the score.

Tip: See “Selecting Music” in the User Manual for more details. 9 i - !
B EEEE=rrrie s teEEre s
— P m——
A. To select s
Click on the staff lines (without = | | im ﬁ e e ] b
clicking on a note) to select a full - | d | | @ To next beat * S — et
measure. (Click only once.) —E=- '—Q -
[} p—— [ |
. . 1 i i /] T |
== | T To end ofmeasure"“" S
@ @ @ @
o} p—— [ |
- hlf[ nd | o o | I
. . ( click }eereen To end of score + & W e
Click outside and above the staff and I C'c_“ ) - . 5 m— : o g —
drag diagonally across any measure ' >
region (partial or whole measures) to S B : ]
select a measure region. . E : ] =
F\\ To beginning of score (A + %ﬂﬁd = Essi=s=siEr
EESEER
5**1—4:‘ - @ |

...or on multiple staves. + "'(again)

Double-click a full measure to = | | ]
1 I 1 ||
selecta measgr_e §tack. Copylng — e _ e . e . e
measure-specific items or deleting full == o o s
measures requires a stack selection. h J T J gt o i
— : . o o] o] o]
- | | - : [ — | E [ — ! N — |
yij_.ﬁj_.ff{ ‘ ‘l o ‘EL = ‘EL =
o o . -
| | |
B . . . DE= =—= DE= === = ===
A selected region including full measures in every staff is called a measure stack and is indicated =it —— ) =t S ) = - — -

by highlighting that extends from the top to the bottom staff, including the area between staves.
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Copying, Pasting, and Inserting % C. To insert music

When you copy and paste, Finale overwrites the content in the target region. When you insert,

Finale offers a great deal of control over copying, inserting and pasting (replacing). aLI subsequent music is pushed towards the end of the score, usually increasing the total number
of measures.

A. To drag-copy

H command
Ifthe source and target reglons are bOth_ + I click and drag to insert instead of paste.
visible on your screen, quickly copy music |
by dragging the selected region. ] e =
2 Click and hold
© ciickand hold o o _ o ,
A red insertion bar indicates the inserted music will nudge music towards
e Drag the end of the score. Full measures will notbe inserted.
Release = ] — #%: \
e — I Drag / ——ﬂ.‘ii'_'ﬁ--._
] T - Tts-l
7] o o ﬁ
i i : — o
Tip: See “Copying Music” in the f; H — s
User Manual for more details. | I _il | | /.r ________
[ ] ] |===| ® | “ F_

Release _ ",
.

B. To copy using

. E . \ .......
. | ] | | A green insertion bar appears when copying o i e T
the clipboard - o o, o, o and inserting stacks. It indicates Finale will v\“:g Flrrresee “'- = -
If the source and target regions are not N ef insert the full measure(s), pushing subsequent B P—
both visible on your screen, copy music measures towards the end of the score. A
to the clipboard, then paste the contents g o L"
of the clipboard to the target region. J | - g a1 & '—‘]—
Existing music is replaced. - Seloctthe target B — L
o @0 =

a Select the target , ' I |
© @0 S
&®-0
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D. Flltel‘lng i@ Utilities View Document MIDI/Aud Transposing @

Undo Channel Change #Z
Can't Redo aY
You can copy specific score elements Undo/Redo Lists... %2
using the Edit Filter dialog box. Select Al %A To transpose:
Select Region... l
@ From the Edit menu, choose Edit Filter. cut 5 © Ciick the Selection tool sl ansposiion —
0
Ins':l{t % ] ) =] oo Direction: ® Up
e In the Edit Filter dialog box, check the items Paste el 9 Select a region of music. ~— O Down
H Paste MUltipl o notes and rests ) MiDI Data
you want to copy. (Click None to uncheck all). : il HAt i i
UseFlter  _Somiiin it © Fromthe Utilities menu, choose Transpose. 0
e Click OK. % e e R ) Third
s o | e s e B ) a Select the interval from the Interval Interv
(O Expressions: Tempo Marks, Tempo Alterations Measure Settings (Stac} lection Only) =
S LTS T [ e popup menu. Fifth
- T " . - E:mm Shapes (Assigned to Notes) g z‘v'; s:n:::m Sixth
== [T 0 copy measure settings, Biwa S e . M Presa Seventh
g =L = afull measure stack must e O @ Click OK.
L e = T
EE;E ™ Measure Settings (Stack Selection Only) et © When clef Changes 5| — ]
- & Barline Styles ® G (D) (o) 656 '
=P, @ extraspace To quickly transpose:
= i S Key Signatures
. ™ measure widths © Ciick the Selection tool
i g Note Positioning
s Pz Brunks Select a region of music T
— Il Repeats e g . ]
S Split Points - Ea
S System Breaks e Press... N e N
E Time Signatures |
|
T e e T
e =, e to transpose down a step. LS e i e A
i { =yt =
i
= -
. ] = = - ——————— f— T =
Q Copy the music as you would normally. ; = Sriip— fTee— i = I e
= rhE Sk T totransposeupastep. o e 19—
B I
=
e _h_
= J"j bﬁ., ¥ = = ~I'# —y | Jr— T =
I' I==g y - 3 1 } AI 1 1 f et
f n to transpose down an octave. T3 I 3 = '\,"_ ’
. L
N—
. ' ' =
Press+++°t0 open the Edit Filter dialog box. o == e
) I s s = e
to transpose up an octave o+ o1
Finale uses the filter while Paste Multiple... ~8BV
czp y Il? gdwh Zn ev;wr IZ_ZE Filteris K4 E Ht 0 36F This method transposes the music diatonically within the key signature. To change
checked under the Cait meny. the key, use the Selection tool context menu or the Key Signature tool. To configure

a transposing staff, use the Staff tool.
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R R T T

Working with Measures C. Tofit a certain number R e e e
of measures per system —_— :’ _ % v = :
© selecttn Id like to fit = = e
elect the measures you would like to fit.
A- TO add measures |8 Utilities View Docume y 2 it S — P —————Ty
To add measures at the end of the score: Lindo Mass Paste iz © From the Utilities menu, choose Fit Measures. E _ et el el | el el el ol | el ecfeel el el el eerees
. Undo/Redo Lists... 0%z ) g Em View Document MIDI/Audio Tools Windo
0 From the Edit menu, choose Add Measures. e Type the number of measures and click OK. s O = ot remssitone
Select All A Respell Notes
Select Region... - -
e Type the number of measures you would cut e Lock systems L
like to add. . ... FitMeasures ) . .
Cony #C Finale automatically adjusts
Insert %l Action: @ Lock Layout with D Measure(s) per System Y j
e C||ck OK Paste a8V ™ Treat Multimeasure Rests as One Measure the measure /aVOUt to flt
Paste Multiple... ~3V © Lock Selected Measures Into One System the specified number of
Us'e Filter _\‘. 36F O Remove System Locks measures throughout the
EdCRitar 0N Change: [Current Part or Score m ("Select... ) seleCted rEgion'
. Move/Copy Layers... @® All Measures
B. To insert measures Cloar Al tems o = |
TO Insert neW empty measures GrearSalerted Hamy... @ (“Cancel ) J;;‘u #I‘I.‘;i‘IJ#I‘U;}‘u d‘_‘ﬂ‘d?ﬁj
anywhere in the score: SmartFind and Paint > ‘
Text Search & Replace... DFrta > =i T
0 Select a measure. (Inserted measures Add Measures... § . : :
will appear before this one.) Insert Measure Stack..._g N E— e —
PR e i
e From the Edit menu, choose Insert —— : Ine!
Measure Stack = 3 g =
' How Many Measures?
e Type the number of measures you ©)
would like to Insert.
@ ciickok. D. To adjust the measure layout manually

You can move individual measures from one system to the next, or to the previous.

0 Select the measure(s).

Itiow Moy Measures sy
s
%ﬁﬁ [ | How Many Measures? (4| T | |
m decresc.
e = t Tip: To add a pickup measure, from the
gt tg = 7 7 .
== = - x Document menu, choose Pickup Measure.

olo

N
!
L)
Ik,
L)
Ik,
A
8
L)
8

N command command
=ty -8 — ————— e Press +t0 move to the next system, or +t0 move to the previous.
L Pt O O I

]

[T®

610K

¥ |
%ﬂa‘w"é’ Rk A = = ===
el tl Hidlel]
m decresc

¢ &

Tip: See “Measure Layout” in the User Manual for more details
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Working with Staves & D. To hide an empty staff in a system

o Select a region including the empty staves.
Use the Staff toolto easily insert, delete, or edit staves. When you click the Staff tool, the Staff menu

. . . From the Staff menu, choose Hide Empty Staves.
appears at the top of your screen. The following instructions assume the Staff tool is selected. e Py

e To show hidden staves, control-click this handle and choose Show All.

A. To insert staves Snare Drunt [GEE
o Select a measure region in a staff. The e
inserted staff will appear above this one. s i \F_ Snare Druns [ s e
W= — e
e From the Staff menu, choose New Staves swby |2
(with Setup Wizard). Help = s
New Staves... —— s S =
New Staves (with Setup Wizard)... Col? D Help
k L New Staves... . .
New Staves (with Setup Wizard)... This dashed line
¢ % ‘of! E Delete St inAli ;
B TO de I ete Sta VeS Cymbals L E lSn‘I:/G) D:I::: S::::Z and Reposition ®@ ST lndlcates hldden
; St % Edit Staff Attributes... £ » P, s o . empty staves
R > Respace Staves... T
o Click the Staff Handle for the staff you would I l
: Y
I|ke to delete. v % Staff Usage... y e = e e
% J Define Staff Styles... w.h — = e = I S — —
Apply Staff Style T t
e Press + BB Finale removes Bass Drums ] — % e e o ==
ot ] . — ) Use Selected Staff Style fc - AT 7 = s
the staff and repositions adjacent staves Snare Drunt IR A/ternz;t/vle_l;;,( o s e T=cS==—c—c=— = =
accordingly. control-click a i E Groups and Brackets e ee 2 S
a staff handle and Set Default Name Positiol 2 E" e P ey e * ig e
ChOOSE Delete z Position Names
o % Ch: i
Sabes o= = Staves and % Show Detaul Group Nam V<7 [ — — E =
Reposition. ide Empty Stav ;
C. To apply staff styles P o ooy e B
o’ |BEE—= x z : :
Staff Styles can be used to apply a notation s ' =
style, such as the following, to a portion
of a staff.
i Select Style To Apply To Selected Region: E . TO m Ove Stave S | i | |
o Select the measure region. 0L, Slash Notation ) 0 ] e
02. Rhythmic Notation (R) . T =
03. Blank Notation: Layer 1 (B) CIICk a Staff handle and drag :_LJ :_LJ # ] :_LJ E-'J E-
e From the Staff menu, choose Apply Staff 04. Blank Notation: Layer 4 (K) . ically f S o P e |
Style To > Score and Parts 05. Blank Notation: All Layers (A) . to move It vertica y Tor one ——
. 06. Normal Notation (M) 4 ; e } } ¢
07, One-Bar Repeat ©) ; system only. (Double-click ety SR
© Choose the desired Staff Style and click OK. ® % the handle and drag to position S —

the staff in all systems.) ﬁ '! : '! &

1 and 2-bar repeats X noteheads Change transposition ﬂ ] T L
Fgg—ﬂ—% 8 # '

o

| T

i 7% | B A= i —= :
[ 1 s X 1 L 1 z = d g:
Rhythmic notation Slash notation Force hide staff (cutaway)
[ 1 [ ]
= EZEE = =
|\ f ¢ ¢ 1
. 1 1 1 1 L 1

[ LI

See “To move staves”in the User Manual for more details.
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Markings and Text B. Adding articulations @

Ornaments
Articulations are markings attached to a single note, including: A 5 \* EEE
Most markings and text are added with © ﬂ:g?g e
; . . Saulmerts D
one of three tools; the Expression tool, Artculation Tool "5 N _smart Shape Tool - - " 5. ==
Articulation tool, or Smart Shape tool. In e \ S S Accents Staccato  Tenuto
this section, you will learn how to easily A - i T S P A
add these figures, and which tool to use. , , . -1° . r T. -
e / ,I,,f <I B Ko e v ° If you don't see the expression or
- ~ ! ) 5 articulation you need, click Create
: . Y QVE ion Tool D )’ @ to define a new custom marking.
A. Adding expressions & ) ExpressionTon 9 g
Six different types of figures are added with
expressions, each with its own category: ) . . ' ) )
To add an articulation to a single note: To add an articulation to multiple notes:
mf— G — —— & To add an expression: © Click the Articulation tool &, © Click the Articulation tool 3.
Terln;:gl::arks i Jr VA S _l . -
10 @ < 40 LS ferions| | © i i i ’ Click the Expression tool . . i
Adagmjy;;;:g;«;;;,}:;;, | v | ow | » | w 0 P - e Click the note. e Drag-select a region of notes.
accel. [~ T i T © Double-click the score
con brio v s e ' © Double-click the articulation. © Click Select.
Choose the category. . . .
O e sory a Double-click the articulation.
. e Double-click the expression. .
(MEdiL.. ) (Duplicate ) (__ Delete ) (Move To 18] (Reset to Category %) e CIICk OK
® Cone) G @ | . .
: To add multiple expressions:
Note: Expressions and articulations affect playback. o Click the Expression tool /. C. Adding slurs and hairpins fj Tils  Glissandi  Ottavas (8va/Bub)
. o
9 Drag-select a region of notes. Lines, curves, and other shapes are added with the \ S 2
Smart Shape tool. ———
© Choose the category. P f e
O sma.. . = /
@ Double-click the expression. 2 To add a Smart Shape: P ———

@ Click the Smart Shape tool V.

e Choose the desired tool from the
Smart Shape palette.

Drag the diamond
handles to adjust
the slur contour.

e Double-click and drag to add the
Smart Shape.

l BORPDIORRV®D
PLPEODOPOD®®
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D. Adding text A

Titles, subtitles, composer, arranger, lyricist,

and other text that does not need to adjust THles — Sonata, Op. 27, No.2  Composer
with the music is added with the Text tool. Subtitles —— Sonata quasi una Fantasia

Adagio sostenuto 1802
si

dedicated to Countess Julie Guicciardi

Ludwig van Beethoven

tutto questo pezzo i e senza sordino
3 3 3

SRR R

e
SEN== S :
s = 2 3
To set or edit a document’s title page text: _————
0 From the File Menu, choose File Info. m e
e Enter the page text information in the File e
Info dialog box. Comr:
© ciickok.
® ' ' (o)

To enter Lyrics, use the Lyrics tool @ .

To add other text on a page:

0 Double-click to display the text frame.

e Type the desired text, or, choose an insert.

Font >
ggle 4 Inserts are placeholders for standard text
e . .
Baseline Shift... like titles, page number, or current date.
Tracking...
Superscript...
Character Settings... X #T
Sharp oss
Hyperlink... Flat 0 %F
Edit Page Offset Natural T %N
v Standard Frame... %®M g::t:: g::m
Custom Frame... %M
- 3 Page Number 8P
Justification > Total Pages
Alignment >
) Title
Frame Attributes... 8T :

To add a text insert, choose Text > Insert.

MARKINGS AND TEXT

MACINTOSH

Key Signatures, Time Signatures, and Clefs

To change the key, time, or clef:
@ cChoose the Selection tool .

e Control-click a measure.

e Choose the Key Signature, Time Signature or
Clef command and choose the desired option.

To define a key signature e
Click the Key Signature tool & .

Double-click a measure.

Use the slider next to the key signature
preview to specify the key.

Click OK. N B
g:%ﬂ”“’ L |

© 0060~

C. To define a clef change @
© Clickthe Cleftool @
(2

Double-click a measure.

e Double-click the desired clef.

To create a mid-measure clef change, selecta
partial measure before you double-click.

B.
o
2]
©
©
(5]

{i\ Time Signatures

u\.'IPF |

{ 178 = r 2
T o e

\u

w®

Add Measures...
Insert Measure Stack...
Delet e Stack

Key Signatures {?) Clef Changes

Dele

G Major
D Major
Time Signature > AMajor
Clef... E Major

) ) ) @
To define a time signature 4
Click the Time Signature tool 4.
Double-click a measure.

Use the Number of Beats slider to specify the
number of beats per measure.

Use the Beat Duration slider to specify the
duration of each beat (e.g. eighth, quarter, etc.).

Click OK.
A (composite... ) ( More Choices ) N
%:, ; ; Numberof Beats: '@ ) 4>/
Beat Duration: ' @ )

See “Selecting Music” in the

User Manual for information on
how to select partial measures.
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Lyrics, Chords, and Repeats B. To type-in chord symbols &

© Click the Chord tool &7
A. To type-in |yrics @ N7 e Click to display a cursor above the staff. ”
AMI . AMIN

0 After the notes are entered, click €4 Chords & Frethoards ————— [FTH] e Type the chord root and suffix. Iype: )

the Lyrics tool ¢3. g For example,”Amin7". —> “Amin] [spacebar]" —

o]
e From the Lyrics menu, check Type Into Score. Voice A > I S o 9 Press spacebar. Finale converts your text —
%—‘_ to a chord symbol. To show guitar fretboards, from the —

e Click a note to display a blinking cursor e - e i Chord menu, choose Show Fretboards.

beneath the staff. + When typing chord symbols, use “b” for flat

T 1oni and “#” for sharp.

e Type a syllable and then press spacebar @ Lyrics Sl Repeats

to advance. Use - (dash) to add hyphens

between syllables.

To create repeats with 1st and 2nd endings &
Type: f I I | 0l .
—> “The [spacebar] fall [-] ing [spacebar] leaves” —> j‘ﬁﬁ:a Click the Repeat tool 5.
THE FALL - ING LEAVES Select the first ending measures.

and Second Endings.

The Lyrics window allows you to easily 0 L G Select the first measure of the repeated ¢
edit syllables, paste text from other Lyric: (Verse 1) 1 @ TAIX [a_d[2[m section. Help

programs, and click-assign lyrics. Font: Broadway Copyist Text 12 plain Create Smple Repeat :
ot o ] From the Repeat menu, choose Create Create First and Second Ending —
Format Repeat Bar.

}

C.
o
(2
© From the Repeat menu, choose Create First e
©
(5

0 IIJ: l'll !
:ﬁ CE L s

Search “Lyrics window” in the User Manual for more details.
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Playback

A. Playback Controls

The Playback Controls give 000 Playback Controls
you standard buttons for

controlling the playback | : a\

of your score. i «‘

Hold down and click a measure to start and pause playback.
Press + + [}, click and drag to spot-check.
Press + + + [% to spot-check a single staff.

Click the speaker icon in the Playback Controls and
choose Leftmost Measure to begin playback at the
leftmost visible measure.

B. To change the playback tempo
If you have not defined a tempo marking

ﬂ In the Playback Controls, click the expand triangle > , then click the Tempo popup menu and choose
the desired note duration.

9 Enter the number of beats per minute in the adjacent text box.

Tempa: Tempo marking expressions override the tempo indicated in the Playback Controls.
(I®-12 B see “Tempo Marks” in the Finale User Manual.

D]

PLAYBACK MACINTOSH

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. Tell
Finale how you want your piece performed using Human Playback. Human Playback performs
the music in the style specified, and even 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

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

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

LUIPPGIGE Tools Window @

Play Finale Through Audio Units
v Play Finale Through MIDI

Instrument Setup >
Audio Track >
Human Playback > None

: Standard
Device Setup >, Baroque
MIDI File Options »  Classical
MIDI Clipboard »  Romantic

21st Century
Send MIDI Value...

Choose MIDI/Audio menu > Human Playback > Jazz to activate
the Swing option in the expanded Playback Controls.

MACINTOSH PLAYBACK



Page Layout © Sharing Your Music

Adjusting the posmor! of syster_ns and page margins should be the final step before printing your A. To print your score (@PDFwD) (Preview ) (Supplies... )
score. Use the following techniques to finalize the page layout: n Save as PDF
. + .
To print, press k3 and click OK. Save PDF as PostScript... k.
Fax PDF...

Click and drag these handles Click and drag these handles Click and drag a system to adjust . .. .

to adjust the position of the page to adjust the system’s top margin. the position of the system, which To create a PDF, instead of clicking Print,

margins for this page. also adjusts all subsequent systems click PDF and choose Save as PDF.

vertically.

See “Printing "in the User Manual for details.

B. To export an audio file

0 From the File menu, choose Export

i . Format: R\l UTe [ 3113 )
to Audio File. k
@ Append File Exte _WAV File -

e Choose a location and filename. p—

Sinfonia No. 3

T-Th Qalach: Rach
Johann Scbastian bach

(1685-1750)

e Click the Format popup menu and select
the desired file format.

@ Click Save.

Anyone can open, view, play and print your Finale files by downloading
the free Finale Reader™ at www.finalemusic.com/reader.

Click the Staff tool ® to show

staff handles, which allow you + click and drag to move

to adjust the vertical position of a system independently.

staves Wlthmusysmms- See ”TQ These icons represent systems
move staves” on page 20 of this whose measure layout has
guide for details. been locked. Finale’s automatic

music spacing features will not
adjust the measure layout of
locked systems.

See “Page Layout” in the User Manual for more details on laying out your pages.
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More Finale Help Resources

To open the Finale User Manual:

From the Help menu, choose User Manual, or click a help button (7\

Click here to learn how to get the
most of the Finale User Manual.

/

s ¥
[#Welcome to Finale 2011 You are here: Welcome to Fingle 2011
[H/What's New
[#Visual Index
[@Finale Tutorials
[@Encyclopedia
[@Reference [ i
[@ Troubleshooting f
I l l a eo
user manual
Search for help on:
[ search |
How to use the Finale 2011 User Manual
Other resources
Visit http:/finalemusic_com/support.aspx to view the Knowledge Base and access additional help.
Visit http://forum makemusic.com to interact with the Finale community on our user forums.
[ Table of Contents Visit http//www finalemusic com/blog tofind more Finale tips from a variety of authors.
[ Index /
e JA e Click here to visit the Finale F
ick here to visit the Finale Forums
Browse Sequences / . .
» Vi to connect with a global online
community of Finale users.

Click here to visit the online
Knowledge Base to browse common
troubleshooting solutions.

\ AN
Click here to visit the Finale blog
for more tips.

From the Help menu, choose QuickStart Videos to watch helpful demos about how to use Finale.
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EFFICIENCY TIPS

Using Contextual Menus %

+ click to open contextual menus, which allow you to quickly...

Transpose, add repeats, insert
measures, and make other
seectoy — changes to measure regions...

Edit or delete text...

with Finale's Garritan Personal Orchestra sounds vis

Sinfonia No. 3

Change the key...

Edit Frame Attributes...
Edit Text
v Show N O%H

Help

Unlink In All Parts X (38U

felp Relink In All Parts X%l

C Major

Edit Measure Attributes...

G Major Delete
ﬁ D Major Barline >

A Major i Rests >

E Major Cut 38X

F Major E Copy *C

Bb Major Insert *®l

Eb Major Paste ®V ‘! ‘! |

Ab Major Paste Multiple... ~xv @ = EE

Use Filter
A minor Edit Filter...

E minor Move/Copy Layers...
Yt tnior
Y= F# minor Clear All Items

e C# minor Clear Selected Items...

D minor Transpose...
G minor
C minor

F minor

Add Measures...
Insert Measure Stack...
Delete Measure Stack

Key Signature
Time Signature
Clef...

Staff Style
Repeats

Edit Beat Chart

Edit Split Point

or, choose from one of the many other options. By context-clicking a region you can perform
a multitude of additional tasks:

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

e Cut, copy, or paste e Add repeats

¢ Transpose

MACINTOSH EFFICIENCY TIPS: USING CONTEXTUAL MENUS



EFFICIENCY TIPS

Metatools B. Using Smart Shape metatools O

Use metatools for slurs, hairpins, lines, and other shapes as a convenient substitute for clicking
Metatools are programmable keyboard shortcuts you can use to quickly add markings to your score. icons on the Smart Shape palette and using the Custom Smart Shape tool.

A. Using Articulation and Expression metatools @ @/ °+(:°:';'e-;"§k ) k)\Fl
To add a slur using a metatool: cronaeenet —
. ) ] re——1—¢ i t
To add an articulation or expression ( °+c,ick ) © Ciick the Smart Shape tool . - j > & &
using a metatool: , ) = I
< i © Hold down the S key. [ Roloese s
© Click the Articulation ) or Expression tool @/ . 1 o e - X
Double-click a note, holding on the second ! i _t
e Hold down the metatool key and click. click, and drag to the destination note. = @ ot S T &
- —— g TR 3
Use the same method to quickly enter key signatures, time ! 1 1 e Release the mouse button
signatures, and clefs (with their respective tool chosen). 2 ' [ Drag h
Simply hold down the metatool key and
double-click to add note-attached Smart
Shapes, like tab slides. “S” s the default Smart Shape metatool
“S” is the default Articulation metatool key for slur markings.
key for a staccato marking.
C. Common metatools -
i - x =
To add the marking to multiple notes: HRE .
=3 . : . :
0 Hold down the metatool key. — - -
il 2 s o &
© Click and drag to surround notes in a box. °+click T e T TR
§o3 peer . SP e S
e Release the mouse button. ™ @ A

—————— (Cedi Categories.. ) Oymamies:
(o Greson )

® Came) Gaom) @
J

D>
e
%
>3}
5
KB

; \n SR Articulation and expression metatools
are listed in the Articulation Selection

] and Expression Selection dialog boxes.

7 BRSO R NG RSN Look to the upper right of each listing.

See section “C” for more metatool keys and to find a listing of all articulation and expression metatools. Search for “metatools” in the User Manual for more information, including how to program custom metatool keystrokes.
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D. Using metatools with Simple Entry P

Articulations and Expressions, as well as key, clef, and time signature changes can be added
using metatool keys while entering notes in Simple Entry.

Choose the Simple Entry tool D

®©0

Select a note and press °to add an articulation—Ilaptop users press o

Or, nto add an expression f'
+ + efor a clefchange )
+ + n for a key signature change hhhb
+ + for a key signature change Z

Press the metatool key, in this case,a.

Or, if you dont know the key, press Enter.

000

Highlight the option from the list and press Enter.

> ° or n then metatool key

\/

Waiting for Input... 0 r

— Caaneel) Eolea)

Type a metatool key to enter an articulation or click the Select l
. .

utton (or the Return key) to select an articulation.
™ 57 . X AT > 1‘0
. . > >
enter > C. Ve o, a7 . w

® Come) Cone) oo
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