WILLSUB+ TIP SHEETS
SEARCH FOR AND
ACCEPT JOBS

Search for and Accept Jobs in willsub+
Finding and accepting Jobs in willsub+ is a breeze! This guide will show you how to search for and accept jobs,
so you can easily manage your schedule as a substitute in willsub+! Additionally, you can access a video on how
to search for and accept jobs 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”.
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2. Your homepage will show you
the following information. Click
the “Available Jobs” tab to see
a list of upcoming jobs where
your talent is needed!
3. Tiles will display any ongoing
or upcoming jobs you’ve
already accepted. “Ongoing”
means the job’s start date has
already passed. “Upcoming”
means the job’s start date is in
the future.
4. Clicking “Available Jobs”
will show you a list of jobs for
which you are qualified and
available. Note: These settings
are determined by both the
qualifications required to
substitute for a certain position
type (example: subbing in
a long-term teaching job
requires a teaching certification,
while subbing in a short-term
paraprofessional job requires a
high school diploma) and the
availability and preferences you
set in the system (example: you
have entered non-work days
for every Wednesday due to
another commitment).
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Please contact ESS with any questions at willsubPlus@ESS.com
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5.  Use this toggle to switch
between viewing “Daily”
(Short-Term) and “LongTerm” jobs. You will only
see jobs for which you are
qualified to fill.
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• Daily (Short-Term)
jobs are typically 1-9
days in duration and
usually require fewer
qualifications to fill.
• Long-Term jobs
are typically 10+
consecutive days
(this varies by state/
district) in the same
job and require more
qualifications, such as
specific subject-area
certifications.
6.  C
 lick the “More Filters”
button to see additional
filtering options for the list
of available jobs.
7.  “Date” and “Time” will
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display the date(s) and
start/end times for the job. If the schedule of the job varies from day-to-day (example: Monday is 7am-3pm
and Tuesday is 7am-11am), you will see “Hours Vary” in this column. You can see a detailed schedule by
clicking the times or by clicking the “Accept” button.
8.  “School” will show the school(s) and district where you will need to report for the job.
9.  “Position” will show the position and title of the job, as well as the absent employee’s name.
10. The “Accept/Decline” buttons will allow you to interact with the job.
• “Accept” will display details for the job and allow you to accept.
• “Decline” will open an option for you to discard the job and remove it from your available jobs list.

Please contact ESS with any questions at willsubPlus@ESS.com
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11. A
 ccepting a job is easy!
If you see a job you’d like
to accept, simply click
the “Accept” button. A
window will appear with
detailed information
about the job. You’ll
have a chance to review
the detailed schedule,
notes, attachments, etc. If
everything looks good, just
click “Accept” and the job
is yours.
12. T
 his section shows the
position, title, and name of
the absent employee, as
well as the school(s) where
you need to report.
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13. T
 his section will show you
a detailed schedule for
each day/week of the job.
14. If the job is longer than
one week, you will be
able to use the forward/
back arrows to view the
schedule for each week of
the job.
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15. C
 licking “Accept” will
assign you as the sub for
this job and you will see
the job appear on your
“My Jobs” tab. Clicking
“Close” will return you to
the list of available jobs.
16. A
 fter accepting a job,
you’ll be taken back to
the list of available jobs.
The job you accepted will
no longer appear in the
“Available Jobs” tab, and
you should now see it on
your “My Jobs” tab.

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

