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Quick Reference Guide (13 Steps) 

This QRG is for associates who wish to submit an administrative 

appeal for employee benefits in myACI.   
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myACI 13 Steps

If you need more information on how to open a helpdesk ticket, click here to review 
the steps Knowledge Article (oraclecloud.com)

STEP 1

In the subject line, type your employee ID, arst dn" ldst ndme dn" -A"minisv
trdti2e dppedl -
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STEP M

kdfe sure your ndme is in the primdry point o. contdct section3 I. not, enter
 your employee ID3 

STEP 4

Clicf on A..ecte" Pdrty dn" enter your employee ID, select your ndme
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STEP R

Clicf on qeguest Cdte5ory

STEP B

Select -weneats- .rom the "rop "o6n
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STEP 7

Clicf on Topic

STEP 8

Select -d"ministrdti2e dppedl- .rom the "rop "o6n
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STEP 9

Clicf on weneat Source

STEP 0

Select -Compdny sponsore" beneats-
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STEP 1W

Enter your contdct number

STEP 11

Frite d brie. "escription
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STEP 1M

Clicf on A"" iles3 Drd5 dn" Drop dn" dttdch your complete" .orm3

STEP 14

Clicf on Sd2e
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Never miss a step again. Visit Tango.us
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