
 
 

Tip Sheets 
willSub® Absences 

App Training



1.    Download the App from the 
App or Play Store.

2.     Enter your User ID and PIN. 
Click the Log in button
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DOWNLOADING AND  
LOGGING IN
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1.   Dashboard – Shows all the 
absences you’ve already 
requested.

2   If you’d like to see the 
details of a specific request, 
simply touch that request.

3.   Within a request, you can:
 •   View the notes you 

previously entered
 •  View the request log
 •  Edit any notes
 •  Cancel the request
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DASHBOARD - FUTURE 
ABSENCES

1



1.   Your dashboard will default 
to show you all your future 
requests.  If you’d like to see 
your past absences, simply 
slide the button to the left.
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PAST ABSENCES



If you’d like to enter a new 
absence request.

1.   Touch the + at the top right 
of the page.

2.   Select the start date and 
choose done.

3.   Select the end date and 
choose done.

4.   Select the leave type and 
touch OK.

5.   Once you’ve entered 
everything, touch Done at 
the top right corner and 
acknowledge that you want 
to add the request.

REQUEST ADDITIONAL 
ABSENCES
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1.   From your dashboard, you 
can also view the color key 
by touching the ? on the 
upper right side.  This will 
explain what the colors 
are that each request has 
representing its current 
status.
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