
Contents
Preface .....................................................................6

Acknowledgments ...................................................6

about the author .....................................7

IntroductIon ...................................................9

chaPter 1—GettInG Started:  
fInale baSIcS .............................................11

document SetuP WIzard ................14
Document Setup Wizard, Select  

Instrument(s) .................................................17
Document Setup Wizard, “Score  

Information” ..................................................19
Document Setup Wizard, “Score Settings” ......20
How to Create a Pickup Measure .....................22

default document ................................24
Building Finale Navigational Skills ......................24
Opening an Existing Document .........................25
Finale Power Tools and Shortcuts......................25
The Message Bar/Status Bar ...............................27
Help and the Built-in Manual ..............................28
A Look at the Main Tool Palette  .......................28
Reconfiguring the Main Tool Palette .................30
Selecting Tools from the Palette .........................30
Measure Control ...................................................30

VIeWInG the Score..................................32
Page View .................................................................32
Scroll View ...............................................................34
Redrawing the Screen ..........................................34
Scaling the View .....................................................35
View Techniques.....................................................36
Viewing Multiple Windows ..................................36
Cascade Windows .................................................37
Tile Windows .........................................................38
Closing All Windows .............................................38
Saving Your Work  .................................................38
Saving to Your Disk and to Other Locations ..39
Auto Save ................................................................40
Saving as an Audio File ..........................................42
Closing, Opening, and Quitting Files .................43
Open as Template ..................................................44

chaPter 1 Summary ..............................47

chaPter 1 ProjectS ...............................48
Project 1-1  .............................................................48
Project 1-2  .............................................................49
Project 1-3  .............................................................49
Project 1-4  .............................................................50

chaPter 2—the fInale toolbox 
and ScoremanaGer ...........................51

the Staff tool ............................................51

menu-actIVated Staff  
commandS .................................................52

StaVeS ....................................................................54
Adding Staves .........................................................54
Editing Staves ..........................................................54
Selecting Multiple Staves ......................................54

edIt Staff attrIbuteS ........................57
Behaviors and Items to Display Options .........58
Independent Elements ..........................................59

ScoremanaGer ............................................60
Instrument List Dialog Box .................................61
Instrument List Dialog Box .................................62

WorkInG WIth Staff SettInGS  
In the ScoremanaGer ..................63

tranSPoSInG InStrumentS  
and fInale ................................................67

Transposing Instruments ......................................67

chooSInG the number of  
Staff lIneS ................................................68

the GrouPS and bracketS  
command ....................................................71

Group and Staff Names .......................................72
Grouping Staves with the Staff Tool ..................73
Editing Brackets .....................................................76
Nested Brackets ....................................................77
Removing and Deleting Brackets .......................78
Edit Group Attributes ..........................................79
Hiding Empty Staves .............................................79
Creating and Selecting Staff Sets ........................80

ProGrammInG Staff SetS ................81
Selecting Staff Sets .................................................82

the key SIGnature tool ..................82

metatoolS ........................................................84

the tIme SIGnature tool ................85
Setting the Time Signature...................................85
Changing the Time Signature ..............................86
Working with Complex and Composite  

Time Signatures ............................................87
Programming a Time Signature Metatool .........89
Using a Time Signature Metatool .......................89

the meaSure tool ...................................89

the zoom tool ............................................89

the hand Grabber tool ..................90

hoW to create larGe  
tIme SIGnatureS .................................90



chaPter 2 Summary ..............................96

chaPter 2 ProjectS ...............................96
Project 2-1 ..............................................................96
Project 2-6  .......................................................... 100

chaPter 3—SImPle entry ................. 101 

creatInG a SInGle Staff Score  ... 101

enterInG noteS  ..................................... 103

SImPle menu command and  
SImPle entry oPtIonS ............... 105

Simple Menu Options ........................................ 105
Simple Entry Options ........................................ 105
Erasing Notes ...................................................... 107
Moving Notes ...................................................... 107
Hiding Notes ....................................................... 107
Flipping Stems ..................................................... 108
Accidentals ........................................................... 108
Scrolling  ............................................................... 108
Dotted and Tied Notes  ................................... 109

uSInG keyboard ShortcutS  
for note entry ................................ 109

Tool Shortcuts .................................................... 109
Mouse-Free Simple Entry Input ...................... 111
Editing the Score  ............................................... 111
Playing Back the Score ...................................... 116
Additional Playback Controls .......................... 119
Simple Entry Rest Input .................................... 122

SPecIal Score conSIderatIonS ... 122
Editing Triplets and Tuplets  .............................. 124
Accidentals  ......................................................... 126
Accidental Tools  ................................................. 127
The Grace Note Tool ........................................ 127
Entering Chords  ................................................ 128
Tied Notes  ......................................................... 128

uSInG the rePItch tool ................... 128

Smart ShaPeS  ........................................... 129
Alternate Meter and Note Beaming  ............. 133

alternate notatIon ......................... 134
For All Staff Measures in a Score .................... 134
For Partial Staff Measures in a Score ............. 135
Metatool Preassignments.................................. 135
Creating a Pickup or Anacrusis Measure  ..... 136

chaPter 3 Summary .................... 139

chaPter 3 ProjectS ..................... 139
Project 3-1 ........................................................... 139
Project 3-2 ........................................................... 139
Project 3-3 ........................................................... 139
Project 3-4 ........................................................... 140
Project 3-5 ........................................................... 140

chaPter 4—SPeedy entry ................ 141

Setting Up Speedy entry............ 141

note InPut  .................................................. 142
Testing for MIDI Signal ...................................... 143
MIDI Input ............................................................ 143
Triplets .................................................................. 144
Correcting Mistakes........................................... 144
Moving from Measure to Measure ................. 144
Using the Caps Lock Key with  

Speedy Entry .............................................. 144

edItInG WIth the SPeedy  
entry keyPad ..................................... 145

Changing a Note’s Duration ............................ 145
Changing a Note’s Pitch .................................... 146
Deleting and Restoring a Note  ...................... 146

creatInG chordS .................................. 146
Entering Chord Notes  ..................................... 146
Deleting Chord Notes  ..................................... 147

accIdentalS ................................................ 147
Entering Accidentals  ......................................... 147
Enharmonic Spellings  ........................................ 148
Hiding Accidentals and  

Courtesy Accidentals  .............................. 148

InSertInG noteS or reStS............ 148

layerInG WIth SPeedy  
entry InPut ......................................... 149

SelectInG dISPlay colorS  .......... 151

buIldInG a SInGle Staff Score   
WIth SPeedy entry ....................... 153

Multiple Measure Copy  .................................... 154
Selecting Several Measures by  

Shift-Clicking .............................................. 155
Copying Music to Offscreen Targets .............. 155

SPeedy entry ShortcutS  ............ 155

addInG artIculatIonS  .................. 156

metatoolS reVISIted ......................... 156

addInG dynamIcS ................................. 157
Adding Smart Shapes  ........................................ 158

eraSInG muSIc  .......................................... 158

barlIneS  ......................................................... 160

formattInG meaSureS  ................... 160
Adding Blank Measures at the End of  

a Document ................................................ 160
Removing Measures  .......................................... 161
Measure Numbers  ............................................ 161
Removing Measure Numbers from a Staff .... 166
Moving a Measure Number  ............................ 166
Measure Repeat Signs  ...................................... 166



the rePeat tool  ................................... 167

chaPter 4 Summary ........................... 169

chaPter 4 ProjectS ............................ 169
Project 4-1A and 4-1B ...................................... 169
Project 4-2 ........................................................... 170
Project 4-3 ........................................................... 170
Project 4-4 ........................................................... 171
Project 4-5 ........................................................... 171

comPoSer’S corner ............................. 171
Using the Key Signature Tool for  

Modal Variations ........................................ 171

chaPter 5—creatInG a  
lead Sheet ................................................ 173

modIfyInG barlIneS ........................... 174

enterInG lyrIcS Into a Score .... 174
Type into Score Lyric Entry  ............................ 174
Editing Lyrics  ...................................................... 176
Click Assignment Lyric Entry  ......................... 177
Editing Lyrics Shortcuts .................................... 178
Click Assignment for Lyrics  ............................ 178
Adding Word Extensions .................................. 180

addItIonal lyrIc  
menu oPtIonS ..................................... 181

Adjust Syllables ................................................... 181
Clone Lyric .......................................................... 181
Shift Lyrics ............................................................ 182

contextual menu edItInG ........ 182

chord SymbolS and the  
chord tool ........................................... 183

chord Symbol entry methodS ... 183
Preparing to Enter Chord Symbols ................ 183
MIDI Shortcuts  .................................................. 186
One-Staff Analysis  ............................................. 191
Chord Styles ........................................................ 191
Two-Staff Analysis ............................................... 193
Moving and Deleting Chord Symbols  ........... 194
Transposing Chord Symbols  ........................... 194
Copying Chords from One Region  

to Another .................................................. 194

fretboard dIaGramS ....................... 195
Entering Fretboard Diagrams  ......................... 195
Removing Fretboard Diagrams  ...................... 195
Moving Fretboard Diagrams  ........................... 195
Add/Remove Capo Chords Dialog Box ........ 196

fInal toucheS on  
“bIll baIley” ......................................... 200

The Text Tool ....................................................... 200
The Page Layout Tool......................................... 200

chaPter 5 Summary ........................... 201

chaPter 5 Project ............................... 201

the comPoSer’S corner ................. 202

chaPter 6—the fInal Score ......... 205
6-A Entering the Score: Bach Chorale ............ 206

PaGe layout tool  
and PrIntInG  .................................... 206

WorkInG WIth the  
PaGe layout tool .......................... 206

VIeWInG the layout .......................... 208

PaGe SIze ......................................................... 208

PaGe marGInS ............................................ 209

Staff SyStemS  ........................................... 210

hIdInG StaVeS ............................................ 213

moVInG a meaSure to a  
dIfferent lIne In PaGe VIeW 215

InSert PaGe break and delete  
PaGe break ............................................. 216

creatInG a tItle  ................................... 216

addInG text ............................................... 218

creatInG PartS from a Score . 219
Extract Parts ........................................................ 219
Percentage Tool  ................................................. 220
Document > Edit Score, Edit Parts ................ 220

PrIntInG baSIcS ....................................... 221
Creating a Landscape or Portrait Score ....... 221
Printing.................................................................. 223

chaPter 6 Summary ........................... 224

chaPter 6 ProjectS ............................ 224

chaPter 6 comPoSer’S corner ... 225
Parallel Universe Concept ................................ 226

chaPter 7—SPecIal notatIon  
for GuItar and PercuSSIon . 228

SPecIal GuItar notatIon ............. 228
Creating Guitar Tablature  ................................ 228
Creating Tablature  ............................................. 229
Editing TAB with Simple Entry ......................... 232
Editing TAB with the Selection Tool ............... 232
Creating Fingerings  ........................................... 233
Using the Fretboard Editor with Finale ......... 234
Placing Chords and Fretboards into a Score 238
Showing and Hiding Fretboards on  

Individual Chords ...................................... 238
To Remove All Fretboard Diagrams ............... 239
Chord Charts with Lyrics ................................ 240
Working with Libraries ..................................... 243



SPecIal PercuSSIon  
notatIon ................................................. 244

Drum Groove Plug-in ........................................ 244
Entering Percussion with Finale 2014 ............ 246
Adding a Syncopated Rhythm to a  

Drum Set Part............................................ 249

chaPter 7 GuItar Summary ...... 250

chaPter 7 GuItar ProjectS........ 250
Project 7-1 ........................................................... 250
Project 7-2 ........................................................... 251
Project 7-3 ........................................................... 251

chaPter 7 PercuSSIon  
Summary .................................................. 252

chaPter 7 PercuSSIon  
ProjectS ................................................... 252

Project 7-4 ........................................................... 252
Project 7-5 ........................................................... 252
Project 7-6 ........................................................... 253
Project 7-7 ........................................................... 253

comPoSer’S corner ................................. 253
Creating Dynamic Metronome Markings  

in a Score .................................................... 253
Creating a Metronome Marking after the  

Initial Measure ........................................... 254

chaPter 8—hyPerScrIbe, 
SmartScore, GraPhIcS  
tool, and PluG-InS ......................... 257

hyPerScrIbe ................................................ 257

tranScrIbInG WIth muSIc SPlIt  
   Into tWo StaVeS ......................... 262

uSInG SmartScore lIte  
WIth fInale .......................................... 263

Scanning the Score ............................................. 263

omr WIth SmartScore .................... 264

exPortInG a fInale SelectIon  
to text or GraPhIcS 
ProceSSorS ............................................. 266

SPecIal fInale PluG-In  
PrImer ......................................................... 268

Create Coda System Plug-in ............................ 268
Score System Divider Plug-in .......................... 271

PoWer uSer tIP ........................................ 273
Creating Tempo Markings That Work ............ 273

Global Staff attrIbuteS  
PluG-In ....................................................... 275

chaPter 8 Summary ........................... 276

chaPter 8 Project ............................... 276
Project 8-1 ........................................................... 276

comPoSer’S corner ............................. 277
Fit to Time ............................................................ 277

aPPendIx a—creatInG a neW 
fInale default fIle .............................. 279

aPPendIx b—uSInG SPecIal 
notatIonal fontS........................... 281

aPPendIx c—fInale journal

fInale journal ........................................ 283
Metatool Assignments and Staff  

Set Programing........................................... 283
Metatool Assignments ....................................... 283
Staff Set Programming Instrument Views ...... 283

aPPendIx d—fInale lIbrary 
journal
Finale Library Journal (library type and  

elements) Part 1 ........................................ 284
Finale Library Journal (library type and  

elements) Part 2 ........................................ 286

bIblIoGraPhy for further  
Study .............................................................. 288
Additional Books on Finale
Articles on Music Notation
Books on Music Notation
Books on Computers and Music Education
Electronic Music and Music References

Index ...................................................................... 289



15
F

in
a

l
e

 P
r

im
e

r
: 2014 e

d
it

io
n

  |  C
h

a
P

t
e

r
 1—

G
e

t
t

in
G

 S
t

a
r

t
e

d
: F

in
a

l
e

 B
a

S
iC

S
note

The text to the right of the Select a Document Style list frame 
updates each time you select a new option, such as font choice, 
document style, and Setup Wizard’s elements (Title, Subtitle, 
Composer, Arranger, Score/Part, and Copyright text/inserts). 
Select other Document Styles and take note of how their 
descriptions change for the various Document Styles offered. 
See Appendix B, “Using Special Notation Fonts” page 281 for 
more information.

The triangles to the left of the specific styles expand to allow you to refine a 
style choice. When a style choice is selected, the information to the right is 
updated to illustrate the page and musical elements present in that particular 
document style.

Maestro and Broadway Copyist are music fonts provided free with Finale; 
either one can be selected as the default font used in your score with the 
Document Setup Wizard. These two special music fonts are not the only 
ones Finale can use for musical symbols and graphic elements in your score. 
Finale lets you choose from a wide array of third-party fonts to use in a 
score, such as Golden Age, Petrucci, or Sonata. You can also purchase 
additional music fonts and download them, if there is a special music font you 
want your scores to use.

Figure 1-6 shows a preview of how your score will look with the selected 
font Maestro.

Figure 1-6: An example of the Maestro font.

Figure 1-7 shows a preview of how your score would look using the default 
handwritten music font Broadway Copyist.

Figure 1-7: An example of the Broadway Copyist font.

note 

You can click the button Always Use This Document Style with 
the Selected Ensemble to set a selected ensemble to the specified 
Document Style.When you select an ensemble, the default 
document style is selected automatically. 
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Figure 1-24

opening an existing document
Perform the following steps to open an existing document in Finale.

•	 Locate the folder called Finale 2014 and double-click its icon. Double-
click or select the application icon Finale 2014 to launch or start the 
program.

•	 Click on the word File in the top menu bar and hold down the mouse 
button. Drag the pointer down until you get to the word Open, and then 
release the mouse button (i.e., File > Open). A dialog box will appear 
allows you to search for the document on the hard drive or a CD, DVD, 
or memory stick.

Finale power tools and Shortcuts
There are several ways to execute notation commands in Finale. Power keys 
provide the quickest way to perform certain tasks, and they are worth learning.

Power keys are keyboard shortcuts that provide the most efficient way to 
maneuver and complete a Finale task quickly. They can save you considerable 
time by reducing the amount of mouse clicks necessary to perform a notation 
procedure. When a power key choice is available in Finale, Finale Primer: 2014 
Edition will encourage you to use it right from the start. 

ThE PowEr KEy ICon 

When you see the icon , the information that follows will present a new 
keyboard shortcut. For multiple power keystroke sequences, press the first 
key in the text first, hold it down, then press the subsequent key or keys. For 
example, Command+N/Ctrl+N instructs you to press the Command key and 
then the letter N (the “+” key is not pressed, instead it indicates that the keys 
are pressed together). As previously mentioned, the Mac keystrokes are listed 
first, and the Windows shortcuts follow the forward slash. 

Make sure that power keys become an important part of your Finale technique!

    Page View Page Number

Measure View Measure Number
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Figure 3-3

Once Document Options is selected, the dialog box shown in Figure 3-3 
will appear.

  Using the Power Keys macro, Command+Option+A/Ctrl+Alt+A, allows 
you to skip a step and bring up the Document Options dialog box immediately.

Figure 3-4

4. Next, use the Key Signature tool to select D major, as in Figure 3-5.

Figure 3-5

5. Select the Measure Attributes tool and double-click the last measure to 
create a final double barline at the end of the score.

6. Save as “Bill Bailey Excerpt.” We will come back to this file later in the 
text.

3. Select Time Signatures, then check the box next to Abbreviate. Leave the 
remaining information alone. Your score will now have the  time signature 
replaced with a common time symbol as in Figure 3-4.

Check  
Abbreviate: Common Time To:

Select Time Signatures
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4. You can create multiple copies of a measure(s) using the convenient Edit 
main menu option Paste Multiple, for many copies of the selected measure 
you wish to repeat horizontally or vertically. To use this command, select 
the measure or measures to repeat with the Selection tool. Then go to the 
Edit menu > Copy (Command+C/Ctrl+C); Edit menu > Paste Multiple and a 
dialog box will appear that lets you define how Finale will paste and/or repeat 
measures in your score (see Figure 4-25).

Figure 4-25

5. The options for this dialog box are very straightforward and easy to use. The 
Times fields control the number of repeats both horizontally and vertically. 
To the End of the Score repeats until the end of the work, while To the 
Bottom of the Score copies the measures below the selected measure to the 
bottom of the score.

6. Complete the melody using the copy feature of the Selection tool. The 
measures in the boxes will be the sources to drag to the following measures 
to copy (see Figure 4-26). 

Figure 4-26

notE

Always analyze your music to see if there are any repeated melodies, 
to make your input job easier.

Multiple Measure Copy 
To finish the song in Drill 4-B, you would need to copy the entire melody twice. 
However, the dragging trick only works when you can see both source and 
target measures on the screen at the same time. If this isn’t the case, Finale has a 
copying shortcut that can be used to copy any amount of music from one place to 
another, even when the source and the target are hundreds of measures apart.

Your goal is to select measures 1 through 8. Since you can drag-enclose only 
what fits on a single screen, you cannot select all eight measures by drag-
enclosing or creating a marquee unless you have a large monitor. You need 
another way to select measures.
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Figure C-3

You can also review some of the following compositions that use parallel 
chords and intervals: 

•	 Debussy’s La Cathédrale Engloutie (The Sunken Cathedral), a wonderful 
piece to hear and view parallel chord technique within a classic solo 
piano composition

•	 Paul Hindemith’s Ludus Tonalis (1942)—“Interludium”

•	 McCoy Tyner’s groundbreaking quartal harmony work with John 
Coltrane

•	 Introduction to Stevie Wonder’s “You Are the Sunshine of My Life” 

Make this parallel transposition technique a part of your skill set when using 
Finale as a composer, arranger, or musician.

Transpose Up 5th Preserve Original Pitches

Transpose Up 4th Then 5th With Preserve Original Pitches
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Project 7-6

7-6A

HINT

The forward slash key “/” breaks and links notes with flags and/or 
beams in Speedy Entry.

Project 7-7

7-7A

HINT

Go to Document > Show Active Layer Only to see the names of the 
drum part for entry.

 Composer’s Corner

Creating Dynamic metronome markings in a Score
The metronome was created in 1815 by Johann Maelzel as a tool for musicians 
to help them keep a steady tempo. The metronome produces regular, metrical 
ticks for beats that are expressed, and are selectable, in beats per minute (BPM). 
Some metronomes or metronome applications also include synchronized visual 
motion (e.g., pendulum-swing) or flashing lights. In addition, a different tone or 
volume can be applied to the downbeat of each measure.

A metronome marking is often used by composers as a standard tempo 
reference, to indicate the intended tempo for the piece. It can also contain text 
to help clarify the appropriate feel, such as funk, swing, romantic, or a temporal 
word such as allegro, adagio, or presto. The following text will guide you 
through creating your own tempo markings, for the start or any point in a score.

You can place the first metronome mark (M.M.) in a score with the Document 
with Setup Wizard command. 




