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Substitute How To: 

Online 

A. Open your web browser and in ad-
dress bar type www.willsub.com 

B. Logon with your PIN and ID 
C. Welcome to your home page! 
        On this page you will find a lot of  
        information in one place: 
   
  
  
  
                
The days you have worked, or are  
scheduled to work, for whom, and any 
notes for that class 
 

 
 
 
 

 
 

 

Tip: Use this screen to 
quickly glance at your  
schedule and see what    

 jobs are available. 

1. When you first logon, please go 
directly to Information, My 
Information to double check 
your name, address, etc.  If any-
thing has changed, please make 
the changes and submit. 

2. Next, click into the “Change W4 
Information” to enter your tax 
information.  Although you may 
have completed and sent your 
paperwork to our office, we still 
need you to enter this informa-
tion into the system as well. 

3. You are assigned a PIN, but if 
you would like to change it to 
something you will remember 
more easily, click on the “Change 
PIN” and follow the instructions. 

Tech support:  
1-800-319-4278 

Your name 
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Substitute How To: 

Online 

Now that you’ve double checked 
your personal information,  
let’s explore the menu! 
 
Requests: View Available 
 This menu item will allow you to see 
 jobs in detail.  As you can see from 
 the empty box, there are no jobs  
 available at this time. 
 
 
 
 
 
 
Requests: View Payroll Transactions 
 This menu item is your “check stub”. 
 Each period ending date will be 
 listed as shown.   
 
 
 
 
 
 
 
 
 
 
 
 
If you click into the appropriate blue ID 
number, you will see the detail of that job 
as shown below. 
 
 
 

  Tip:  If you would like a 
printed pay stub, print this 
screen.  This information 

can be accessed at any time and 
will show your earnings for the 
year. 

Tech support:  
1-800-319-4278 

 



3 

 Substitute How To: 
Online 

 
 
Commitments: New 
 This menu item will allow you to block 
out dates you may be out of town, or don’t want 
to substitute teach.  Just pull down a date from 
the calendar, and make any notes if necessary.  
The notes are for your personal use only, they 
don’t show up anywhere else in the system.  
When you do this, you will deactivate yourself 
for that day ONLY, eliminating yourself from the 
call list.  This allows you to customize your own 
schedule! 
 
 
 
 
 
 
 
 
 
 
 
 
 
Commitments: View  
 This menu item will show all days you 
are booked in the system.  “Willsub Committed” 
means that you are teaching in a school.  When 
there is a ‘delete’ in the column, this means you 
have blocked this day out for your own personal 
schedule. 
  
  
 
 
 

Tip:  If you decide to use this feature, please be sure to adjust your Willsub schedule with your 
personal schedule!  If your situation changes, you can delete the blocked time out, but if you 
don’t, the system will not list you as available! 

Tech support:  
1-800-319-4278 
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My Information:  
My Preferences 
 
This menu item will allow you 
to choose when you would 
like the system to call you.  
This is strictly used for the 
call module part of the sys-
tem.  Use the pull down 
menus to customize your 
schedule, and check the days 
you would like the system to 
hold off phone calls.  If you 
check all the boxes, you will 
not receive any phone calls, 
but you will still see jobs on 
the website. 
 
 

Substitute How To: 
Online Tech support:  

1-800-319-4278 

*** Sub Cancellations: 
It is the sub’s responsibility to call into the school if for some reason 
they cannot make it to the assignment. Please see individual school 
policies for their procedures. 

 
For snow days, please watch your local news for schools closings, since 
schools will not pay for travel time on a snow day that is broadcast on local 
news channels and radio stations. 

Information: School Pref-
erences 
 
This menu item allows you to 
customize each school within 
the ISD to your specifications. 
By clicking into the blue un-
derlined school name, you will 
come to the next menu. 
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Authorization of Payroll 
 
If you go back to the Home page, you 
will see a column labeled “Auth.” 
This column lets you know if the school approved 
the day you worked.  As you can see, in this ex-
ample, none of the transactions are marked 
“done.”   
We can only pay you if they say it’s ok, so if this 
column is not marked “done”, and it’s more than 
21 days  beyond the pay date, call the school and 
ask them to approve it! 
 
 

Substitute How To: 
Online 

Tech support:  
1-800-319-4278 

Tip:  the rating system is based upon a 
1,2,3 system; 1 is the most desirable, 3 is 

the least desirable.  Subs usually use this for a 
distance limiter, or maybe they just have favorite 
schools.  If you would like to work at a specific 
school anytime a job is available, mark that school 
a 1.  For schools you may not want to work at as 
often, but still want to be included on their list, 
mark those a 3. 

This menu utilizes pull downs to give you 
choices as to whether you’d like to work at 
that school and how you rank the school.  

At any time you may look up your status with the 
ISD by “Information”, then “ISD Status.”  If you are 
not listed as “Approved” you cannot see jobs, so 
please be sure you are “Approved.” 

At any time you may look up your PMP status to 
check what documents are missing in order to 
process payroll. Forms are available online, for 
you to complete and mail to our office. 
 
Unless your I-9, W-4, and Electronic Deposit 
information are on file with us, we will not be 
able to process your payroll.  Please give this a 
check before you begin. 
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Substitute How To: 

FAQ’S 
Tech support:  
1-800-319-4278 

1. What is Willsub? 
 Willsub is an automated internet/phone based calling system developed by PMP Education Partners that man-
ages teacher requests.  Willsub’s services are designed to maximize your time in managing your substitute teaching.  
With Willsub’s automated system and user preferences, you will only get the calls you want at the hour that you like.  
Willsub is ‘smart’ and knows if you have already accepted a substitute assignment from another school that uses Willsub 
services, so you will not be called again for an assignment on the same day within an ISD.  You will find Willsub offers 
you a way to customize your substitute teaching experience while allowing you to manage your teaching schedule so 
you teach where and when you want. 

 
 

3. What if my address or phone number changes? 
 If your address or phone number changes, all you have to do is login and enter your new information into Will-
sub under “My Info”.  If your last name changes, that will require you to call the ISD and bring in proof of that change 
for security reasons. 
 
4. Why did the schools move to this system? 
 Managing your own substitute assignments can be challenging enough, but can you imagine juggling hundreds 
of teachers schedules?  This is what the districts were doing before Willsub.  We have consolidated all administration 
and management of substitute teachers, therefore minimizing their administration costs, while providing you with a tool 
to manage your assignments more effectively. 
 
5.  What if I don’t want to go online? 
 Although Willsub is predominantly a web based system, you may utilize only the phone component if you wish.  
You will not be able to see what jobs are available for the distant future, but you will continue to receive phone calls for 
jobs on the days you choose.  If you choose not to use the web, please go online once to set up your user information, 
and let the system know where you would like to teach under “My preferences”. 
 
6. How much do I get paid? 
 PMP Education Partners does not determine, nor recommend any pay rates to the districts.  You will be paid 
exactly what the districts determine, minus state and federal taxes. 
 
 

August 2006 
Sun Mon Tue Wed Thu Fri Sat 

  1 2 3 4 5 

6 7 8 9 10 11 12 

13 14 15 16 17 18 19 

20 21 22 23 24 25 26 

27 28 29 30 31   

2. Who pays me?  How often do I get paid?   
PMP Education Partners will be your employer of record, so you will 
receive a W-2 from us at the end of the year.  You will need to fax/
mail us a copy of your ID (license and SS card will do), your I-9, W-4 
and direct deposit form.  This documentation is required as a hard 
copy in our office, and entered online before you can be paid.  Please 
follow the  instructions on the direct deposit form enclosed in this 
packet. 
 
You will be paid every two weeks, on Friday, through a direct  
deposit.  Let’s take an example:   
If you worked any of the days in yellow, you will be paid for it on the 
18th which is in blue.  This pattern will continue throughout the 
school year.  Please see in Willsub: Information, Pay periods to see 
exact dates for this year. 
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To ensure timely payment, please complete this form (direct deposit),  I-9, W-4 and two forms of ID  
(license and SS card will do), and fax to  

231-347-9570, or mail to: 
1170 Bay View Rd., Petoskey, MI  49770 

 
Please be sure to complete accurately, and submit to our office before the day of your first sub assignment of 

the year in order to receive your direct deposit on time.   
 
 

I authorize PMP Education Partners and the financial institution listed below to initiate electronic credit 
entries to my account listed below.  This authority will remain in effect until I have cancelled it in writing. 

 
 

           Checking Account number: ____________________________________________________________ 
            - or -  
            Savings Account number: _____________________________________________________________ 
 
            Financial Institution: _________________________________________________________________ 
 
            Branch: ___________________________________________________________________________ 
 
            City, State: ________________________________________________________________________ 
 
            Routing Number: ___________________________________________________________________ 
 
            Name (Please print): ________________________________________________________________ 
 
            Signature: _________________________________________________________________________ 
 

*** PLEASE ATTACH A VOIDED CHECK TO THE BOTTOM OF THIS FORM. 
PROCESSING CANNOT TAKE PLACE WITHOUT THIS INFORMATION. 

THANK YOU! 
 
 

Attach VOIDED check in this box 

Substitute How To: 
Direct Deposit 
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