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Introduction   
This   handout   outlines   three   systems   for   sharing   files   and   resources   with   community   music   
groups,   along   with   tips   and   tricks   on   software   and   processes   for   assisting   community   music   
groups   to   practice   shared   repertoire.   

PART   A:   Common   file   systems   for   community   music   leaders   
1.   Dropbox   
What   is   it?     

Dropbox   is   basically   a   virtual   filing   cabinet   that   you   can   give   other   people   keys   to   access   
particular   folders   and   files.   The   interface   is   clean   and   intuitive   and   easy   to   use   -   all   the   buttons   
do   exactly   what   you’d   expect   them   to   do   and   the   screens   are   uncluttered   by   pop   ups   (unlike   
Google,   see   below).   
  

Dropbox   Basic    is   free   (NB   it   is   hard   to   find   this   link   and   information   on   their   website   as   they   are   
pushing   you   to   pay   for   a   plan,   not   use   the   free   plan).   You   get   2   GB   of   storage,   which   fills   up   
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quickly   because   when   people   share   files   with   you   it   counts   against   your   storage   limit   (unlike   
Google   Drive,   see   below).     
  

Basically   if   you’re   a   community   music   leader   you’ll   end   up   having   to   purchase   a   plan.   But   
participants   should   be   able   to   get   away   with   a   free   plan.   
  

IMPORTANT:    unless   you   want   everyone   in   your   group   to   pay   for   it,    Dropbox   is   not   a   library    or   
archive   to   leave   items.   It   is   a    temporary   file   share    platform   that   needs   to   be   managed   by   
removing   files   that   are   no   longer   in   use   and   requesting   members   to   make   their   own   archive   (e.g.   
by   downloading   relevant   files   to   their   own   device).   
  

How   do   you   set   it   up?   
1. Sign   up   for   a   free   Basic   account   here:    www.dropbox.com/basic    (NB   the   first   screen   is   

still   trying   to   sell   you   a   paid   plan   so   scroll   to   the   tiny   print   at   the   bottom   and   press   
“Continue   with   free   plan”)   

2. Download   the   desktop   application*   You   can   skip   the   installation   process   if   you   just   want   
to   use   the   web   version   (which   might   be   better   for   very   old   computers),   but   you   will   lose   
features   such   as   back   up   (which   probably   take   too   much   memory   for   the   free   plan   
anyway).   

  
*   We've   found   that   some   much   older   computers   can   struggle   with   the   dropbox   app   using   a   lot   of   
memory   during   start   up.   Participants   can   simply   use   the   web   version,   which   will   open   when   they   
click   on   a   dropbox   link   that   the   Leader   has   shared.   

How   do   you   upload   files?   
Easy   -   hit   the   big   blue   Upload   button!   
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How   do   you   share   with   your   group?   
Easy   again!   Just   scroll   over   the   file   name   and   click   the   share   button   (square   with   an   arrow).   
That   will   open   the   screen   below.   From   here   you   can   control   the   type   of   share   (e.g.   whether   
participants   can   only   view   the   file   or   can   make   changes).   Add   your   participants’   email   
addresses;   Create   and   copy   the   link;   and   send   your   group   an   email   with   the   link.   
  

  

Tips   for   a   less   painful   experience   
It   is   the   leaders   responsibility   to   ensure   that   they   remove   files   that   are   no   longer   in   use   before   
adding   new   files   so   that   they   don’t   max   out   their   members   free   storage.   

Should   I   use   Dropbox   as   a   community   music   leader?  

Pros:     

● Sharing   large   files   is   easy,   
● The   interface   has   barely   changed   in   the   last   10   years   
● It   is   good   for   backups   and   restoring   files   and   has   good   cybersecurity     

Cons:     

● The   leader   will   most   likely   end   up   paying   for   an   account   and   it   gets   expensive   quickly   as   
a   file   share   counts   against    both    users   (unlike   Google);   

● It   integrates   with   your   computer's   filing   system   and   processes   such   that   its   automatic   
settings   didn’t   work   well   with   an   old   Mac.   It   chewed   up   CPU   during   the   boot   sequence   
and,   like   HAL   9000,   resists   being   shutdown   or   removed.   
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2.   Google   Drive   &   Google   Workspace   
See   this   detailed   CMVic   resource   for   how   to   set   up   and   use   Google   Drive:   

Google Drive for Music Leaders   

Should   I   use   Google   Drive   as   a   community   music   leader?   

Pros:     

● File   sharing   only   counts   against   the   file   owner   (unlike   Dropbox,   which   counts   against   
both    the   file   owner    and    the   person   who   received   the   share   request),   so   users   with   a   free   
Google   account   get   more   storage   space   than   they   would   with   Dropbox;     

● The   Google   Workspace   has   all   its   own   software   (equivalent   of   MS   Office)   and   plenty   of   
free   plug-ins   for   running   your   community   music   practice  

● Even   a   paid   account   is   a   lot   cheaper   than   Dropbox   -   currently,   one   year   of   Google   costs   
the   same   as   about   1.5   months   of   Dropbox   paid   storage.   

Cons:     

● Google   Workspace   is   constantly   updating   and   changing,   with   intrusive   pop-ups   that   you   
have   to   click   “ok”   to   remove   from   in   front   of   your   work.   This   contradicts   good  
cybersecurity   practice,   as   clicking   “ok”   on   pop-ups   is   generally   not   a   great   habit.   

● Google   sometimes   doesn’t   play   well   with   some   MS   Office   file   types,   but   this   is   getting   
better.   

● Permissions   aren’t   as   straightforward   as   the   functions   suggest.   Sometimes   we   share   
folders   and   files   and   the   person   at   the   other   end   has   to   once   again   request   permission.   

● Google   is   pushing   everyone   to   have   a   Gmail   account   and   to   use   the   Google   Chrome   
browser   -   most   of   the   issues   we’ve   experienced   are   with   participants   who   do   not   use   
these   Google   products.   

  

3.   Resource   page   on   an   existing   website   
● This   is   a   great   way   to   share   resources   if   you   already   have   a   website.   It   is   not   worth   

creating   a   website   just   for   this   purpose.   
● Example:   The   Zampoñistas   community   band   has   created   a   

repertoire   page   on   its   website:   
www.zamponistas.com /(*pagename*).html   

● It   is   not   accessible   through   any   menus,   so   is   not   public.   
Members   bookmark   it   for   quick   access.     

● It   contains   a   table   with   each   tune   having   some   or   all   of:   scores   
(pdf   &   MuseScore),   mp3,   and   video   (link   to   YouTube).     

● The   table   was   created   by   copying   and   pasting   a   ‘table   with   
floating   header’   template,   found   by   googling.   
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● Pro :   Easy   to   access.   Can   totally   control   what   it   looks   like.     
● Con :   Domain   name   creation   and   webhosting   cost   &   creation   work   are   major   barriers   if   

you   don’t   already   have   a   website   

PART   B:   Tips   and   tricks   for   sharing   files   

Sharing   Audio     tracks   
While   sound   files   aren’t   overly   large,   there   are   ways   to   ensure   the   leader   is   only   sending   a   link   
to   participants,   for   them   to   listen   over   a   platform,   rather   than   have   participants   fill   up   their   
storage   with   downloaded   audio   files   sent   over   email.   
  

Soundcloud    –    https://help.soundcloud.com/hc/en-us    –   is   a   good   player   for   sharing   files   -   
participants   do   not   need   a   Soundcloud   account   to   listen   to   links   that   are   shared   by   email.   
  

Bandlab   and   Soundtrap    –   see   CMVic   resources:   Bandlab.docx   and   
MSW 7: Soundtrap Help Sheet.docx   (in   progress).   Although   they   are   free,   we   don’t   

recommend   these   for   community   music   groups   as   we’ve   found   leaders   and   participants   have   
been   frustrated   by   permissions   management   and   recordings   being   choppy   due   to   intermittent   
wifi   dropouts.   They   are,   however,   well   suited   to   projects   where   participants   also   need   to   record   
against   a   guide   track   (eg.   virtual   video)   as   participants   can   edit   as   they   go   and   don’t   need   to   get   
the   whole   piece   in   one   take.   This   tech   is   moving   rapidly   -   see    The   Upbeat   Music   App    -   which   
has   greatly   simplified   doing   virtual   choir/band   projects   if   you’re   willing   to   pay.     

Musescore   for   sharing   resources   
See   CMVic   Resource: MuseScore Notes - CMVic Workshop No 6 8-Feb-2021.pdf   

Musescore   is   a   score   reader:   it   functions   as   both   a   visual   and   audio   resource   that   can   be   used   
in   a   rehearsal   room   or   for   practice   at   home.   

Files   are   fully   manipulable   to   single   out   parts   and   assist   practice,   e.g.   you   can   easily   change   
tempo   without   affecting   the   pitch.    

The   files   are   easy   to   output   in   different   file   formats   (including   the   ubiquitous   mp3   and   PDF),   tiny   
and   easy   to   email.   It   is   “machine   accurate”   when   it   plays   a   score,   it   doesn’t   interpret   or   express   
the   score   but   it   teaches   accuracy   of   pitch   and   rhythm.  

The   scores   display   well   on   tablet   or   desktop   computer,   for   practice   at   home,   and   with   a   data   
projector   in   a   rehearsal.   Participants   ‘follow   the   blue   bar’,   thereby   learning   to   read   music.   
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Sharing   Audio   tracks   with   Musescore   
● Zampoñistas   use   scores   (pdf   &   MuseScore),   mp3   audio   tracks   and   videos   to   learn   and   

practice   at   home.     
● Participants   need   to   download   Musescore.     
● MuseScore   enables   members   to   alter   the   mix   of   parts   and   playback   speed.   The   band’s   

resources   webpage   (see   PART   A   3   above)   has   instructions.     
  

Sharing   resources   during   a   rehearsal   or   session   

Google   drive   for   sharing   in   a   session   
Google   Drive    has   a   handy    Document   Outline    feature   that   allows   you   to   make   a   quick   search   
index.   This   will   appear   on   the   left   hand   side   of   your   screen   and,   provided   you’ve   set   up   your   
Document   Headings    properly,   you   will   be   able   to   instantly   click   from   song   to   song.   

Adobe   Acrobat   for   sharing   in   a   session   
● Create   PDF   with   Table   of   Contents:   Import   relevant   repertoire   items   into   a   single   Word   

document.   Then   format   each   song   title   as   a   Heading   by   selecting   the   title   and   applying   a   
heading   style   from   the   Styles   Gallery   in   the   Home   tab.   Then   save   as   a   PDF.   

● In   a   session,   bring   up   the   document   –   go   to   Full   Screen   view.    
● Click   on   any   song   and   it   goes   straight   to   the   song.   Control+Home   takes   you   back   to   

Table   of   Contents.   
● If   you   are   using   an   iPad,   PDFs   have   no   equivalent   of   Control+Home   to   return   to   TOC.   

Solution:   save   in   iPad   Books   app,   which   lets   you   touch   the   first   page   on   the   bottom.     
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Tips   for   sharing   in   the   room   
● Landscape   layout   is   better   than   portrait   both   over   zoom   and   using   a   data   projector.   
● Accessibility   considerations:    some   people   find   it   much   harder   to   focus   their   attention   

on   a   screen   rather   than   something   they   hold   in   their   hand.     
● Check   that   all   participants   can   see   your   choice   of   colours   –   try   to   stick   with   black   and   

white   if   you   can     
● Balance   using   the   biggest   possible   font   with   having   to   scroll   during   a   song   (especially   if  

you   accompany   yourself!).     
  

Scanning   apps   for   “photographing”   documents   neatly:   
● Adobe   Scan :   Photograph   the   document.   It   then   

prompts   you   to   straighten   it,   and   alter   exposure,   
contrast,   etc.   Can   save   as   jpg   or   pdf   with   high   
quality   character   recognition.   Or   you   can   select   text   
and   paste   into   an   email,   etc.   for   editing.   

  

  

  

Transferring   big   files   for   projects   such   as   videos:     
Dropbox    file   request   is   great   for   receiving   virtual   band   resources,   You   just   send   people   a   link,   
they   open   it   and   follow   simple   instructions.   

1. Sign   in  to    dropbox.com ,   Click  File   requests  in   the   left   sidebar.   
2. Click  New   Request  on   the   right-hand   side.   
3. Under  Title ,   enter   a   name   for   your   request,   under  Description ,   add   details   about   the   request,   

if   you   like.    
4. You   can   set   a   deadline   by   clicking   ‘ Set   Deadline’ .   
5. Click  Create .   
6. Click    Share   this   F older   >    Copy   Link .   Paste   the   link   into   an   email/   message,   or   wherever   you’d   

like   people   to   access   it     
7. When   others   click   on   the   link,   they   get   simple   instructions   to   upload   their   file.   You   (and   they)   

get   email   notification   when   the   file   is   uploaded.   
8. TIP:   Delete   files   as   you   download   them,   as   there   is   a   2GB   limit   to   free   accounts.     

  
WeTransfer    is   another   good   free   option   for   large   file   transfer.   You   do   not   need   to   set   up   an   
account   and   it   is   free.   Visit:    https://wetransfer.com/     
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