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In this tutorial, we are going to go through how to set up a Virtual Phone Bank, one of 
the most powerful tools in the VAN’s arsenal. 
 
Here are the steps: 
 
Step 1, Create a new VPB-ready list from a few precincts 
Step 2, Send that list to the Virtual Phone Bank 
Step 3, Add users to the VPB 
 
Step 1: Making a good VPB list 
 
To start, we’re going to create a somewhat complex list. Let’s look for Decline to 
State (DTS) voters that live with Democrats, and live in big buildings that are 
inaccessible to walking. To create this list, first go to the Create a List page and set 
the following options in the following boxes (you can do some variant of this if you 
don’t have access to San Francisco, or don’t want to look up big buildings, so long as 
your list comes up with less than 10k voters): 
 

1. In Location, set County to San Francisco (or wherever) 
2. In Phones-Emails, check “Phones Only” 
3. In Party, pick “Declined” 
4. In Householded Party Counts, type in “1” to “10” Dems  
5. In Address Types, check “Buildings w/ Approx” and put in “4” to “200” units 

 
The page should look more or less like this: 
 

 
 
Hitting Search brings up a list with 5,386 voters. One helpful tip when you’re doing 
complex queries is to click on the “Description” box from the My List page. This 



feature was recently added to make the process that went into pulling a list easier to 
remember. It looks like this: 
 

 
 
Step 2: Send the List to the Virtual Phone Bank 
 
Next, you’re going to take this list and create a Virtual Phone Bank from it. To do this, 
pick the “More >>” icon from the My List page, and then pick “Create a Virtual Phone 
Bank List,” like this: 
 

 
 
The page you’ll see looks something like this: 
 



 
 
There are a lot of options on this page, but they should be mostly self-explanatory. 
Once you have them set up, click next. Once you’ve saved your VPB, another box will 
pop up at the bottom of the page. It looks like this: 
 



 
 
Add yourself and any other users that show up to the VPB, then go back to the Main 
Menu. 
 
Step 3: Add New Users to the VPB 
 
In most cases, some users that need access to the VPB don’t have accounts yet. The 
VAN allows you to create unlimited numbers of Virtual Phone Bank only accounts. To 
create a new user, simply go to the “Users” drop down on the left hand side menu, 
click Users and then “Add New User” to get to a screen that looks like this:  
 

 
 
To create a new VPB user, just fill out that form and set “My Voter File Profile” to 
“Virtual Phone Bank Only.” On the screen after this you can pick a turf for this user to 
have access too. Then, email the new user the username you picked for them and 
their temporary password and the link to pepvan.com. 
 
Once you’ve added your new users, from the Main Menu you can edit your existing 
VPBs under the “Advanced” menu item on the left. Add the new users and they can 
get started immediately, making calls and building a stronger democracy! 


