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Chapter 1: How Do I...?
Sometimes you just need to know how to do something, without knowing what menu, tool or dia-
log box you need. This chapter is designed to answer some of your How do I questions. If you’re 
just getting started, make sure you go through the Installation & Tutorials book or check out the 
QuickStart Video Tips.

Click on a category to jump to that section, or scroll down to browse all of the questions. Each 
question provides a link to the relevant section of the manual.

Notes
How do I enter notes? With SIMPLE ENTRY, SPEEDY ENTRY, HYPERSCRIBE or IMPORT A MIDI 
FILE, IMPORT A SCANNED FILE.

HOW DO I SPACE MY NOTES NICELY?

Clefs
HOW DO I CHANGE THE CLEF?

Accidentals
How do I add a sharp or flat? With SIMPLE ENTRY or SPEEDY ENTRY.

HOW DO I ADD QUARTER TONE ACCIDENTALS?

Percussion
HOW DO I ENTER A PERCUSSION PART WITH DIFFERENT NOTEHEADS AND PERCUSSION SOUNDS?

NOTES PLAYBACK SPEED TIPS MIDI SYSTEMS

CLEFS TIME SIGNATURE PICKUPS / ANNACRUSIS / 
UPBEATS

SCANNING BARLINES

ACCIDENTALS KEY SIGNATURE SHAPE NOTES PAGE NUMBERS MEASURES/
BARS

PERCUSSION PDFS COPYING MUSIC REPEATS MEASURE 
NUMBERS

TEMPO PRINTING SHORTCUTS GUITAR TABLATURE TRIPLETS

MARKINGS INSTRUMENTAL 
PARTS

TROUBLESHOOTING TIES AND SLURS PIANO MUSIC

LYRICS BEAMING CHORDS STAVES FONTS
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Tempo
HOW DO I SET THE INITIAL PLAYBACK TEMPO?

I SET THE INITIAL PLAYBACK TEMPO. WHY ISN’T IT WORKING?

How do I insert a tempo change? EXPRESSION TOOL, PLUG-IN.

HOW DO I ADD A METRONOME OR TEMPO INDICATION, LIKE q=200?

HOW DO I INSERT A RITARD OR RALLENTANDO?

HOW DO I GET THE TEMPO TO RETURN TO THE ORIGINAL TEMPO AFTER A RITARD?

Markings
HOW DO I ADD DYNAMIC MARKINGS, SUCH AS f OR p?

HOW DO I ADD ARTICULATIONS, SUCH AS STACCATOS . OR ACCENTS > OR FERMATAS U ?

HOW DO I ADD A METRONOME OR TEMPO INDICATION, LIKE q=200?

HOW DO I ADD A REHEARSAL LETTER?

HOW DO I ADD TEST QUESTIONS, LARGE SPEAKING SECTIONS, OR NOTES TO THE CONDUCTOR?

Lyrics
HOW DO I COPY MUSIC WITH LYRICS (WITHOUT CREATING NEW VERSES)?

MY LYRICS ARE GARBLED. WHAT CAN I DO TO START OVER?

HOW DO I ENTER TWO LYRIC SYLLABLES UNDER THE SAME NOTE?

HOW DO I CREATE LYRICS WITH HYPHENS ACROSS SYSTEMS?

HOW DO I ADD LINES AFTER MY LYRICS WHEN THE WORD IS HELD OVER TWO NOTES?
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Playback
HOW DO I MAKE MY INSTRUMENTS SOUND LIKE SOMETHING OTHER THAN A PIANO?

HOW DO I MAKE IT SOUND LEGATO?

HOW DO I MAKE A CRESCENDO OR DECRESCENDO?

HOW DO I MAKE MY PIECE SWING WHEN I PLAY IT BACK?

Time Signature
HOW DO I CHANGE THE TIME SIGNATURE?

Key Signature
HOW DO I CHANGE THE KEY SIGNATURE?

I already entered my music and I forgot to set the key signature. HOW DO I CHANGE THE KEY SIG-

NATURE WITHOUT CHANGING THE MUSIC I ALREADY ENTERED?

PDFs
HOW DO I CREATE A PDF OF A FINALE FILE?

I’m having trouble creating a PDF. WHAT CAN I CHECK TO SOLVE THE PROBLEM?

Printing
HOW DO I PRINT MY MUSIC?

Instrumental Parts
HOW DO I MAKE INSTRUMENTAL PARTS?

I extracted parts and I lost my rehearsal letters (or dynamics, markings, etc.). WHAT HAPPENED?

Some measures didn’t become multimeasure (block) rests. WHAT HAPPENED?

I’ve created my parts, but how do I insert PAGE TURNS?

Beaming
WHY WON’T 6/8 (OR 9/8 OR 12/8) BEAM RIGHT?



1-4      

OC

OC

ndex

Index

ext 
hapter

ext 
hapter

revious
hapter

revious
hapter
T

T

I

N
C

N
C

P
C

P
C

HOW DO I BEAM TWO NOTES TOGETHER? OR HOW DO I BEAM GRACE NOTES?

HOW DO I BEAM OVER BARLINES?

Speed Tips
KEYBOARD SHORTCUTS

METATOOLS

REDRAW

Pickups/Annacrusis/Upbeats
How do I make a pickup measure? AT THE BEGINNING. IN THE MIDDLE OF THE SCORE.

HOW DO I MAKE THE MEASURE NUMBERS SKIP MY PICKUP MEASURE?

Shape Notes
HOW DO I CREATE SHAPE NOTE MUSIC?

Copying Music
HOW DO I COPY MUSIC?

HOW DO I ADD THE MEASURES OF ONE FILE TO THE END OF ANOTHER FILE?

HOW DO I COPY MUSIC TO MS WORD (OR OTHER PROGRAM)?

Shortcuts
HOW DO I FIND SHORTCUTS?

Troubleshooting
I’m having trouble. WHERE CAN I START WITH TROUBLESHOOTING?

Chords
How do I enter a chord? With SIMPLE ENTRY, SPEEDY ENTRY.

HOW DO I ADD A CHORD SYMBOL LIKE FMAJ ABOVE THE STAFF?



1-5      

OC

OC

ndex

Index

ext 
hapter

ext 
hapter

revious
hapter

revious
hapter
T

T

I

N
C

N
C

P
C

P
C

HOW DO I ADD A FRETBOARD DIAGRAM?

HOW DO I CREATE CUSTOM FRETBOARDS?

HOW DO I ENTER CHORDS IN A MEASURE WITH NO NOTES? OR HOW DO I ENTER A CHORD CHANGE 
BETWEEN A SINGLE NOTE?

MIDI
I’m having trouble with my MIDI. WHAT CAN I DO TO TROUBLESHOOT IT?

HOW DO I MAKE MY INSTRUMENTS PLAY BACK WITH THE RIGHT SOUNDS?

Scanning
HOW DO I SCAN MUSIC AND EDIT IT IN FINALE?

Page Numbers
HOW DO I ADD PAGE NUMBERS?

Repeats
HOW DO I ADD A REPEAT?

HOW DO I ADD A FIRST AND SECOND ENDING?

HOW DO I ADD A D.S.? HOW DO I ADD A D.C.?

HOW DO I ADD A MID-MEASURE REPEAT?

Guitar Tablature
HOW DO I CREATE GUITAR TABLATURE?

I’ve entered guitar tablature, but how do I change some notes? A FEW NOTES. MANY NOTES.

Ties and Slurs
Graphically, there isn’t a difference between ties and slurs, but musically and functionally in 
Finale, there is a difference. A tie means to hold the pitch for the duration of both notes. A slur 
means to phrase the two notes together, sometimes on different pitches but always restruck.
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How do I tie a note or chord? In SIMPLE ENTRY, SPEEDY ENTRY.

HOW DO I FLIP A TIE?

HOW DO I MOVE OR ADJUST A TIE?

HOW DO I BREAK A TIE FOR A KEY OR TIME SIGNATURE?

HOW DO I ADD A SLUR?

HOW DO I FLIP A SLUR?

Staves
HOW DO I ADD MORE STAVES?

HOW DO I CHANGE THE SPACE BETWEEN MY STAVES FOR JUST ONE SYSTEM?

Systems
HOW DO I MOVE A SYSTEM?

HOW DO I SPACE SYSTEMS EVENLY?

HOW DO I MOVE A SYSTEM TO THE NEXT PAGE?

HOW DO I INSERT A PAGE TURN?

Barlines
HOW DO I CHANGE THE BARLINE TO A DOUBLE BARLINE? OR FINAL, SOLID, DASHED, ETC....

HOW DO I DRAW A DOUBLE BARLINE ALONG THE LEFT SIDE OF A NEW SYSTEM?

HOW DO I DRAW A BARLINE BETWEEN STAVES?

I changed the barline between staves but it doesn’t show up (in Page View). HOW DO I FIX IT?
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Measures/Bars
HOW DO I ADD MEASURES?

HOW DO I DELETE MEASURES (REMOVE FROM ALL STAVES IN THE SCORE)?

HOW DO I DELETE A MEASURE FROM A SINGLE STAFF?

HOW DO I CLEAR MEASURES OF NOTES?

HOW DO I MOVE A MEASURE FROM ONE SYSTEM TO ANOTHER?

HOW DO I SET THE NUMBER OF MEASURES PER SYSTEM?

HOW DO I CHANGE A MEASURE’S WIDTH?

I’ve lost some measures. HOW DO I FIX IT?

Measure Numbers
HOW DO I ADD MEASURE NUMBERS?

HOW DO I SKIP A MEASURE IN MY MEASURE NUMBERS, LIKE FOR A PICKUP MEASURE?

Triplets
How do I add a triplet? In SIMPLE ENTRY, SPEEDY ENTRY, HYPERSCRIBE.

HOW DO I CHANGE MY TRIPLET? OR HOW DO I HIDE THE BRACKET AND NUMBER?

Piano Music
HOW DO I PUT NOTES IN THE RIGHT HAND STAFF AND THE LEFT HAND STAFF BUT BEAMED 
TOGETHER?

HOW DO I CREATE A PIANO REDUCTION?

Fonts
HOW DO I CHANGE THE MUSIC FONT ON MY EXISTING DOCUMENT TO JAZZ FONT?
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