
Issue Benefits

Make sure the issue box is checked for each 
client needing benefits.
If the box is not automatically checked, 
ensure the correct month is in the Issue 
Month and Issue Year drop-downs.
• The Food Package column show staff 

what food package is being issued. The 
Months column shows staff how many 
months of benefits are being issued.

• The Prorate button defaults to checked.
• Click on the Issue Benefits button at the 

bottom of the screen.



Issue Benefits 
Complete
This completes the screen for the 
Issue Benefits section of the Guided 
Script. Staff are now ready to move on 
to the next section of the Guided Script 
– Schedule Appt.



Schedule Next Appointment



Appointment Search Results Pop-up



Appointment Created Successfully/Guided Script



Completing 
the Client 

Certification

To complete the client 
certification visit, staff need to 
provide clients with the following 
documents:

• Client Agreement (If they are a new client, 
if not, ask them if they would like a copy.)

• Shopping List
• VOC
• NE Plan
• Referrals (if applicable)
• Vendor Listing (If they are a new client)



Print Documents
Documents can be provided in multiple ways. Select 
how each document will be provided (Print, Email, or 
WCC – WIC Client Connect.)
Optionally, click the Select All Print or Select All Email 
or Select All WCC checkbox to have all applicable 
documents printed.
Then, click the Print Selected button.
Note: To preview a document, select the document(s), 
then click the preview selected button.



Print Documents Continued



Client 
Certification 
Complete



Benefits Inquiry Option



Benefits History Option



Benefits Void Option



Benefits Void 
Screen - Future

• To void Future benefits click on 
the radio button next to Future.

• Notice that Select All and Void 
All are checked and grayed out. 
To void all Future benefits, click 
on the Save or Close button.

• IF YOU DO NOT WANT TO VOID 
THE FUTURE BENEFITS, CLICK 
ON THE CANCEL BUTTON!



Re-Issue 
Benefits



Re-Issue Pop-Up



Re-Issuance Reason Pop-up
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