
 
 WILLSUB+ TIP SHEETS 

CREATING ABSENCES



Please contact ESS with any questions at willsubPlus@ESS.com

Creating Absences in willsub+
Entering absences in willsub+ is simple. This guide will show you how you can make sure your absences are in 
the system and recorded correctly. Additionally, you can access a video on how to create an absence by clicking 
here.

1.    Log in to your account by 
going to www.willsubplus.com, 
entering your login credentials 
(email and password), and 
clicking “Log In”. 

2.    Your homepage will show you 
the following information.
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https://www.useloom.com/share/72585b3735dc41ba827cf57296bafdda
https://signin.willsubplus.com/?redirect_uri=https://willsubplus.com/
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Creating Absences in willsub+ Continued

3.    Clicking “Create Absence” 
will bring you to the 
following screen. First, you’ll 
need to choose whether 
you require a substitute for 
your absence or not. You 
can then click “Add Absence 
Period” to enter the dates/
times for your absence.

4.    After clicking the “Add 
Absence Period” button, 
you’ll see the following 
screen where you can enter 
the details for your absence.

5.    On the “Calendar”, click the 
start and end date for your 
absence. If you only need 
to be absent one day, click 
twice on the same date.

6.    If you selected the wrong 
date(s), click “Clear 
Selection” and re-select 
your absence date(s).

7.    Once you’ve made all of 
your selections, click “Add” 
to save the information.
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8.       Once you have added an 
absence period, select 
the absence reason. 
If you need to select 
multiple absence reasons 
(example: Friday is a sick 
day, but Monday will be 
a personal day) you will 
need to enter separate 
absence periods.

9.       After selecting an absence 
reason, you can enter 
notes or attach files as 
needed. Administrator 
notes/attachments will 
only be viewable to 
district administrators 
with permission to see 
your absences. Substitute 
notes/attachments will 
only be viewable to subs 
qualified to fill in for you.

10.    Any attachments you’ve 
added will show here 
as well as below the 
attachments box.

11.    Click the trash can if 
you need to remove an 
attachment.

12.    Once you have all your 
absence information 
entered as needed, click 
“Create” to save your 
absence in the system 
and you’re done! You’ll 
be taken back to your 
homepage and you should 
see your newly created 
absence appear below the 
calendar in the “Upcoming 
Absences” section.
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