Nebraska WIC Training Center - Clerk Digital Handouts/Resources (updated 1.22.26)

- Resources for new staff > Prior to Training Clinic look over & review the resources available > It is not necessary to print
out the entire packet since these job aids are available on our website. But please print off and have hard copies of the
common job aids that clerks routinely use at your agency for reference. Be sure to print of the Rights & Responsibilities
detailed and summary version, race ethnicity (English & Spanish Pages), proof required at cert summary sheet; income
averaging, basic model food pkg; food list; cert periods, TAP Some staff might find it helpful to assemble this
information into a notebook with these resources for reference during their training and to write notes on.
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https://dhhs.ne.gov/WIC%20Documents/Clients%20Rights%20and%20Responsibilities%20English%20-%20detailed.pdf
https://dhhs.ne.gov/WIC%20Documents/Rights%20and%20Responsibilities%20and%20Checklist%20-%20summary.pdf
https://dhhs.ne.gov/WIC%20Documents/Race%20Ethnicity%20Determination.pdf
https://dhhs.ne.gov/WIC%20Documents/Proof%20Required%20At%20Certification%20-%20Summary.pdf
https://dhhs.ne.gov/WIC%20Documents/Income%20Averaging%20Template%20Maternity%20Leave.pdf
https://dhhs.ne.gov/WIC%20Documents/Income%20Averaging%20Template%20Maternity%20Leave.pdf
https://dhhs.ne.gov/WIC%20Documents/Basic%20Food%20Packages%20%20-%20Effective%20after%2010.1.23.pdf
https://dhhs.ne.gov/WIC%20Documents/WIC%20Food%20List%20and%20Shopping%20Guide%20English.pdf
https://dhhs.ne.gov/WIC%20Documents/Certification%20Periods%20and%20Nutrition%20Education%20Contacts.pdf
https://dhhs.ne.gov/WIC%20Documents/When%20to%20use%20TAP,%20AP,%20or%20P.pdf
http://dhhs.ne.gov/WIC%20Documents/1_SLIDES_WelcomeToWICStaffTraining%20-%20clerk%20slides%201%20per%20page.pdf
https://dhhs.ne.gov/WIC%20Documents/Nebraska%20WIC%20Service%20Areas%20and%20Clinics.pdf
https://dhhs.ne.gov/WIC%20Documents/Clients%20Rights%20and%20Responsibilities%20English%20-%20detailed.pdf
https://dhhs.ne.gov/WIC%20Documents/Clients%20Rights%20and%20Responsibilities%20English%20-%20detailed.pdf
http://dhhs.ne.gov/WIC%20Documents/Clients%20Rights%20and%20Responsibilities%20Spanish%20-%20detailed.pdf
http://dhhs.ne.gov/WIC%20Documents/Rights%20and%20Responsibilities%20and%20Checklist%20-%20summary.pdf
http://dhhs.ne.gov/WIC%20Documents/Rights%20and%20Responsibilities%20and%20Checklist%20-%20summary.pdf
http://dhhs.ne.gov/WIC%20Documents/Rights%20and%20Responsibilities%20and%20Checklist%20-%20summary.pdf
http://dhhs.ne.gov/WIC%20Documents/Proxy%20-%20Alternate%20Shopper.pdf
http://dhhs.ne.gov/WIC%20Documents/Proxy%20-%20Alternate%20Shopper.pdf
https://dhhs.ne.gov/WIC%20Documents/Authorized%20Representatives.pdf
https://dhhs.ne.gov/WIC%20Documents/Authorized%20Representatives.pdf
https://dhhs.ne.gov/WIC%20Documents/Authorized%20Representatives.pdf
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http://dhhs.ne.gov/WIC%20Documents/Race%20Ethnicity%20Determination.pdf
http://dhhs.ne.gov/WIC%20Documents/Race%20Ethnicity%20Determination.pdf
http://dhhs.ne.gov/WIC%20Documents/Race%20Ethnicity%20Determination.pdf
https://dhhs.ne.gov/WIC%20Procedure%20Manuals/Collection%20of%20Racial%20Ethnic%20Data.pdf
https://dhhs.ne.gov/WIC%20Procedure%20Manuals/Collection%20of%20Racial%20Ethnic%20Data.pdf
https://dhhs.ne.gov/WIC%20Procedure%20Manuals/Collection%20of%20Racial%20Ethnic%20Data.pdf
http://dhhs.ne.gov/WIC%20Documents/Proof%20Required%20At%20Certification%20-%20Slides.pdf
http://dhhs.ne.gov/WIC%20Documents/Proof%20Required%20At%20Certification%20-%20Slides.pdf
http://dhhs.ne.gov/WIC%20Documents/Proof%20Required%20At%20Certification%20-%20Slides.pdf
http://dhhs.ne.gov/WIC%20Documents/Proof%20Required%20At%20Certification%20-%20Summary.pdf
http://dhhs.ne.gov/WIC%20Documents/Proof%20Required%20At%20Certification%20-%20Summary.pdf
http://dhhs.ne.gov/WIC%20Documents/Proof%20Required%20At%20Certification%20-%20Summary.pdf
http://dhhs.ne.gov/WIC%20Documents/Signed%20Statement%20For%20No%20Proof%20Sample.pdf
http://dhhs.ne.gov/WIC%20Documents/Signed%20Statement%20For%20No%20Proof%20Sample.pdf
http://dhhs.ne.gov/WIC%20Documents/Signed%20Statement%20For%20No%20Proof%20Sample.pdf
http://dhhs.ne.gov/WIC%20Documents/Signed%20Statement%20For%20No%20Proof%20Sample.pdf
http://dhhs.ne.gov/WIC%20Documents/Signed%20Statement%20For%20No%20Proof%20Sample.pdf
http://dhhs.ne.gov/WIC%20Documents/No%20Proof%20Form%20Income%20fillable.pdf
http://dhhs.ne.gov/WIC%20Documents/No%20Proof%20Form%20Income%20fillable.pdf
http://dhhs.ne.gov/WIC%20Documents/No%20Proof%20Form%20Income%20fillable.pdf
http://dhhs.ne.gov/WIC%20Documents/No%20Proof%20Form%20Identity%20fillable.pdf
http://dhhs.ne.gov/WIC%20Documents/No%20Proof%20Form%20Identity%20fillable.pdf
http://dhhs.ne.gov/WIC%20Documents/No%20Proof%20Form%20address%20FIllable.pdf
http://dhhs.ne.gov/WIC%20Documents/No%20Proof%20Form%20address%20FIllable.pdf
http://dhhs.ne.gov/WIC%20Documents/Assessing%20Adjunct%20Income%20Eligibility%20-%20Slides.pdf
https://dhhs.ne.gov/WIC%20Documents/Assessing%20Adjunct%20Income%20Eligibility%20-%20Slides%202%20per%20page.pdf
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http://dhhs.ne.gov/WIC%20Documents/Income%20Training%20Slides%20-%20Determining%20Household%20Size%20and%20Zero%20Income.pdf
http://dhhs.ne.gov/WIC%20Documents/Income%20Training%20Slides%20-%20Determining%20Household%20Size%20and%20Zero%20Income.pdf
http://dhhs.ne.gov/WIC%20Documents/Income%20Training%20Slides%20-%20Determining%20Household%20Size%20and%20Zero%20Income.pdf
http://dhhs.ne.gov/WIC%20Documents/Income%20Training%20Slides%20-%20Determining%20Household%20Size%20and%20Zero%20Income.pdf
http://dhhs.ne.gov/WIC%20Documents/Household%20Size%20Circle%20Assessment%20Chart%20and%20Income%20Assessment%20Path%20-%20laminated%20English.pdf
http://dhhs.ne.gov/WIC%20Documents/Household%20Size%20Circle%20Assessment%20Chart%20and%20Income%20Assessment%20Path%20-%20laminated%20English.pdf
http://dhhs.ne.gov/WIC%20Documents/Household%20Size%20Circle%20Assessment%20Chart%20and%20Income%20Assessment%20Path%20-%20laminated%20English.pdf
http://dhhs.ne.gov/WIC%20Documents/Household%20Size%20Circle%20Assessment%20Chart%20and%20Income%20Assessment%20Path%20-%20laminated%20English.pdf
http://dhhs.ne.gov/WIC%20Documents/Income%20Averaging%20Template%20Maternity%20Leave.pdf
http://dhhs.ne.gov/WIC%20Documents/Income%20Averaging%20Template%20Maternity%20Leave.pdf
http://dhhs.ne.gov/WIC%20Documents/Income%20Averaging%20Template%20Maternity%20Leave.pdf
http://dhhs.ne.gov/WIC%20Documents/Income%20Averaging%20Template%20Maternity%20Leave.pdf
http://dhhs.ne.gov/WIC%20Documents/Income%20Averaging%20Template%20Maternity%20Leave.pdf
http://dhhs.ne.gov/WIC%20Documents/WIC%20Words%20Income%20Averaging.pdf
http://dhhs.ne.gov/WIC%20Documents/WIC%20Words%20Income%20Averaging.pdf
http://dhhs.ne.gov/WIC%20Documents/WIC%20Words%20Income%20Averaging.pdf
http://dhhs.ne.gov/WIC%20Documents/WIC%20Words%20Income%20Averaging.pdf
http://dhhs.ne.gov/WIC%20Documents/Cashless%20Benefits%20Test%20Decision%20Tree.pdf
http://dhhs.ne.gov/WIC%20Documents/Cashless%20Benefits%20Test%20Decision%20Tree.pdf
http://dhhs.ne.gov/WIC%20Documents/Income%20Students.pdf
http://dhhs.ne.gov/WIC%20Documents/Income%20Students.pdf
http://dhhs.ne.gov/WIC%20Documents/Income%20What%20Counts%20And%20Doesn't%20Count%20-%20and%20Proof%20Needed.pdf
http://dhhs.ne.gov/WIC%20Documents/Income%20What%20Counts%20And%20Doesn't%20Count%20-%20and%20Proof%20Needed.pdf
http://dhhs.ne.gov/WIC%20Documents/Income%20What%20Counts%20And%20Doesn't%20Count%20-%20and%20Proof%20Needed.pdf
http://dhhs.ne.gov/WIC%20Documents/Passport%20Military%20Income.pdf
http://dhhs.ne.gov/WIC%20Documents/Passport%20Military%20Income.pdf
http://dhhs.ne.gov/WIC%20Documents/Passport%20Military%20Income.pdf
https://dhhs.ne.gov/WIC%20Procedure%20Manuals/WIC%20Income%20Guidelines.pdf
https://dhhs.ne.gov/WIC%20Procedure%20Manuals/WIC%20Income%20Guidelines.pdf
http://dhhs.ne.gov/WIC%20Documents/eWIC%20Check%20List.pdf
http://dhhs.ne.gov/WIC%20Documents/eWIC%20Check%20List.pdf
http://dhhs.ne.gov/WIC%20Documents/eWIC%20Check%20List.pdf
http://dhhs.ne.gov/WIC%20Documents/Flip%20Chart%20Pages%20Shopping%20with%20eWIC%20English.pdf
http://dhhs.ne.gov/WIC%20Documents/Flip%20Chart%20Pages%20Shopping%20with%20eWIC%20Spanish.pdf
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fyoutu.be%2FCzvjLrBMCAE&data=05%7C02%7CJackie.Johnson%40nebraska.gov%7C7757cbcca5424017ef5708ddbd707876%7C043207dfe6894bf6902001038f11f0b1%7C0%7C0%7C638875012946697717%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=hq94mAm%2FECD%2Fl%2B6pNtUy8EL41Hjj%2FjA7ZxPUBgEyshs%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fyoutu.be%2FCzvjLrBMCAE&data=05%7C02%7CJackie.Johnson%40nebraska.gov%7C7757cbcca5424017ef5708ddbd707876%7C043207dfe6894bf6902001038f11f0b1%7C0%7C0%7C638875012946697717%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=hq94mAm%2FECD%2Fl%2B6pNtUy8EL41Hjj%2FjA7ZxPUBgEyshs%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fyoutu.be%2FpLiOYnlG1no&data=05%7C02%7CJackie.Johnson%40nebraska.gov%7C7757cbcca5424017ef5708ddbd707876%7C043207dfe6894bf6902001038f11f0b1%7C0%7C0%7C638875012946716865%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=c12dC9OWI4BwLiS0AxVmRhcDzemGkKjQCROGBd%2FR9ek%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fyoutu.be%2FpLiOYnlG1no&data=05%7C02%7CJackie.Johnson%40nebraska.gov%7C7757cbcca5424017ef5708ddbd707876%7C043207dfe6894bf6902001038f11f0b1%7C0%7C0%7C638875012946716865%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=c12dC9OWI4BwLiS0AxVmRhcDzemGkKjQCROGBd%2FR9ek%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fyoutu.be%2FpLiOYnlG1no&data=05%7C02%7CJackie.Johnson%40nebraska.gov%7C7757cbcca5424017ef5708ddbd707876%7C043207dfe6894bf6902001038f11f0b1%7C0%7C0%7C638875012946716865%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=c12dC9OWI4BwLiS0AxVmRhcDzemGkKjQCROGBd%2FR9ek%3D&reserved=0
http://dhhs.ne.gov/WIC%20Documents/eWIC_PIN%20tips.pdf
http://dhhs.ne.gov/WIC%20Documents/WIC%20Shopper%20App%20Poster%20English.pdf
http://dhhs.ne.gov/WIC%20Documents/WIC%20Shopper%20App%20Poster%20English.pdf
http://dhhs.ne.gov/WIC%20Documents/WIC%20Shopper%20App%20Poster%20English.pdf
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http://dhhs.ne.gov/WIC%20Documents/WIC%20Food%20List%20and%20Shopping%20Guide%20English.pdf
https://dhhs.ne.gov/WIC%20Documents/Food%20list%20-%20English%20-%20Effective%2010.1.25_8.5X11.pdf
http://dhhs.ne.gov/WIC%20Documents/WIC%20Food%20List%20and%20Shopping%20Guide%20Spanish.pdf
https://dhhs.ne.gov/WIC%20Documents/Food%20List%20-%20Spanish%20-%20Effective%2010.1.25_8.5x11.pdf
https://dhhs.ne.gov/WIC%20Documents/Basic%20Model%20Food%20Package%20-%20Effective%2010.1.25.pdf
https://dhhs.ne.gov/WIC%20Documents/Basic%20Model%20Food%20Packages%20-%20starting%204.1.26.pdf
http://dhhs.ne.gov/WIC%20Documents/Food%20Packages%20for%20Breastfeeding%20Women%20and%20Baby.pdf
http://dhhs.ne.gov/WIC%20Documents/Food%20Packages%20for%20Breastfeeding%20Women%20and%20Baby.pdf
https://dhhs.ne.gov/WIC%20Documents/Full%20Formula%20Infant%20Food%20Packages%20-%20effective%2010.2025.pdf
https://dhhs.ne.gov/WIC%20Documents/Full%20Formula%20Infant%20Food%20Packages%20-%20effective%2010.2025.pdf
http://dhhs.ne.gov/WIC%20Documents/Baby%20Food%20Jars%20and%202%20Packs.pdf
http://dhhs.ne.gov/WIC%20Documents/WIC%20Approved%20Foods%20Brochure%20Activity%20Sheet.pdf
http://dhhs.ne.gov/WIC%20Documents/WIC%20Approved%20Foods%20Brochure%20Activity%20Sheet.pdf
http://dhhs.ne.gov/WIC%20Documents/Contract%20Formula%20-%20Model%20Food%20Package%20and%20Number%20of%20Cans.pdf
http://dhhs.ne.gov/WIC%20Documents/WIC%20Physician%20Authorization%20Form%20Children%20and%20Women.pdf
http://dhhs.ne.gov/WIC%20Documents/WIC%20Physician%20Authorization%20Form%20Children%20and%20Women.pdf
http://dhhs.ne.gov/WIC%20Documents/WIC%20Physician%20Authorization%20Form%20Infants%20up%20to%2012%20months.pdf
http://dhhs.ne.gov/WIC%20Documents/Appointment%20Reminder%20-%20Sample%20Notification.pdf
http://dhhs.ne.gov/WIC%20Documents/Appointment%20Reminder%20-%20Sample%20Notification.pdf
http://dhhs.ne.gov/WIC%20Documents/Certification%20Periods%20and%20Nutrition%20Education%20Contacts.pdf
http://dhhs.ne.gov/WIC%20Documents/Certification%20Periods%20and%20Nutrition%20Education%20Contacts.pdf
http://dhhs.ne.gov/WIC%20Documents/Certification%20Periods%20and%20Nutrition%20Education%20Contacts.pdf
http://dhhs.ne.gov/WIC%20Documents/Certification%20Periods%20and%20Nutrition%20Education%20Contacts.pdf
http://dhhs.ne.gov/WIC%20Procedure%20Manuals/Length%20of%20Certification%20Periods.pdf
http://dhhs.ne.gov/WIC%20Procedure%20Manuals/Length%20of%20Certification%20Periods.pdf
http://dhhs.ne.gov/WIC%20Documents/WIC%20Appointment%20Types.pdf
http://dhhs.ne.gov/WIC%20Documents/WIC%20Appointment%20Types.pdf
https://dhhs.ne.gov/WIC%20Documents/Spice%20Family%20Food%20Benefits%20List%20-%20Sample.pdf
https://dhhs.ne.gov/WIC%20Documents/Spice%20Family%20Food%20Benefits%20List%20-%20Sample.pdf
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http://dhhs.ne.gov/WIC%20Documents/When%20to%20use%20TAP,%20AP,%20or%20P.pdf
http://dhhs.ne.gov/WIC%20Documents/Foster%20Care%20Slides.pdf
http://dhhs.ne.gov/WIC%20Documents/Foster%20Care%20Slides.pdf
http://dhhs.ne.gov/WIC%20Documents/Foster%20Care%20-%20Reference%20For%20Rollout%20to%20Test.pdf
http://dhhs.ne.gov/WIC%20Documents/Foster%20Care%20-%20Reference%20For%20Rollout%20to%20Test.pdf
http://dhhs.ne.gov/WIC%20Documents/Foster%20Care%20-%20Reference%20For%20Rollout%20to%20Test.pdf
http://dhhs.ne.gov/WIC%20Documents/Foster%20Teen%20Scenarios%20and%20How%20To%20Enter%20in%20Journey.pdf
http://dhhs.ne.gov/WIC%20Documents/Foster%20Teen%20Scenarios%20and%20How%20To%20Enter%20in%20Journey.pdf
http://dhhs.ne.gov/WIC%20Documents/Foster%20Teens.pdf
http://dhhs.ne.gov/WIC%20Documents/Notice%20for%20Breastfeeding%20Moms%20Over%206%20months%20postpartum.pdf
http://dhhs.ne.gov/WIC%20Documents/Notice%20for%20Breastfeeding%20Moms%20Over%206%20months%20postpartum.pdf
http://dhhs.ne.gov/WIC%20Documents/Notice%20for%20Breastfeeding%20Moms%20Over%206%20months%20postpartum.pdf
http://dhhs.ne.gov/WIC%20Procedure%20Manuals/Change%20of%20Benefits%20For%20Breastfeeding%20Women%20After%206%20Months%20Postpartum.pdf
http://dhhs.ne.gov/WIC%20Procedure%20Manuals/Change%20of%20Benefits%20For%20Breastfeeding%20Women%20After%206%20Months%20Postpartum.pdf
http://dhhs.ne.gov/WIC%20Procedure%20Manuals/Change%20of%20Benefits%20For%20Breastfeeding%20Women%20After%206%20Months%20Postpartum.pdf
http://dhhs.ne.gov/WIC%20Documents/Appointment%20Reminder%20-%20Sample%20Notification.pdf
http://dhhs.ne.gov/WIC%20Documents/Appointment%20Reminder%20-%20Sample%20Notification.pdf
http://dhhs.ne.gov/WIC%20Documents/Notice%20of%20Ineligibility%20-%20sample%20printout.pdf
http://dhhs.ne.gov/WIC%20Documents/Notice%20of%20Ineligibility%20-%20sample%20printout.pdf
http://dhhs.ne.gov/WIC%20Documents/Notice%20of%20Ineligibility%20-%20sample%20printout.pdf
http://dhhs.ne.gov/WIC%20Procedure%20Manuals/Notification%20of%20Ineligibility.pdf
http://dhhs.ne.gov/WIC%20Procedure%20Manuals/Notification%20of%20Ineligibility.pdf
http://dhhs.ne.gov/WIC%20Documents/WIC%20State%20Staff.pdf
http://dhhs.ne.gov/WIC%20Documents/WIC%20Director%20Listing.pdf
http://dhhs.ne.gov/WIC%20Documents/When%20To%20Contact%20WIC%20Help%20Desk.pdf
https://dhhs.ne.gov/WIC%20Documents/Steps%20for%20a%20Out%20of%20State%20Transfer.pdf
https://dhhs.ne.gov/WIC%20Documents/Steps%20for%20a%20Out%20of%20State%20Transfer.pdf
https://dhhs.ne.gov/WIC%20Documents/Entering%20Names%20into%20Journey%20-%20Preventing%20Duplicate%20Records%20-%202%20slide%20per%20page.pdf
https://dhhs.ne.gov/WIC%20Documents/Entering%20Names%20into%20Journey%20-%20Preventing%20Duplicate%20Records%20-%202%20slide%20per%20page.pdf
https://dhhs.ne.gov/WIC%20Documents/Entering%20Names%20into%20Journey%20-%20Preventing%20Duplicate%20Records%20-%202%20slide%20per%20page.pdf

If you notice updates needed to this resource form, please contact Jackie Johnson — jackie johnson@nebraska.gov

CLERK TRAINEE — TAB NAMES FOR
FOLDER DIVIDERS FOR DIGITAL
HANDOUTS

01.
02.
03.
04.
05.
06.
07.
08.
0g.
10.
11.
12.
13.

Introduction Welcome
Rights & responsibilities
Authorized Reps & proxy
Race Ethnicity

Proofs

Adjunct Eligibility
Income

Benefit issuance and eWIC Ed -
Food and Formula
Scheduling

TAP

Foster care and teens

Motification forms

14. Contact List, State Staff, Help Desk

WIC Clerk Job Aids:
On Public Site

http://dhhs.ne.gov/Pages/WIC-Clerk-Job-Aids.aspx

separate ewic packet

15. Transfers (preventing duplicate records, naming)



mailto:jackie.johnson@nebraska.gov
https://dhhs.ne.gov/WIC%20Documents/Clerk%20Trainee%20Digital%20Handouts%20With%20Links.pdf
https://dhhs.ne.gov/WIC%20Documents/Clerk%20Trainee%20Digital%20Handouts%20With%20Links.pdf
http://dhhs.ne.gov/Pages/WIC-Clerk-Job-Aids.aspx
http://dhhs.ne.gov/Pages/WIC-Clerk-Job-Aids.aspx

