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Quick Reference Guide (9-11 Steps)

How to Submit a Help Desk Ticket
Regarding Disability Pay

September 23, 2024


https://app.tango.us/app/workflow/ce385560-e741-488e-be8b-2186ed161f07?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links

If you are an Associate, follow steps 1- 9.

o If you are a People Leader submitting on behalf of an associate, proceed to steps

10 - 20.

STEP 1
Sign into myACI then click on My HR.

Good afternoon,

Me My HR My Insights

QUICK ACTIONS

[ )
kd Personal Details

My C[i
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https://eofd.fa.us6.oraclecloud.com/fscmUI/faces/FuseWelcome?_afrLoop=7141117047825819&_afrWindowMode=0&_afrWindowId=egho18p91&_adf.ctrl-state=mbqjfyyle_376&_afrFS=16&_afrMT=screen&_afrMFW=1920&_afrMFH=919&_afrMFDW=1920&_afrMFDH=1080&_afrMFC=8&_afrMFCI=0&_afrMFM=0&_afrMFR=96&_afrMFG=0&_afrMFS=0&_afrMFO=0

STEP 2
Click on My Help.

ient Groups Knowledge Help Desk Projects Tools

Lost or Damaged
Check

S v 0

M) W

Incident/Missing
Tiles

irect2Retirement Diversity , Equity We Care
and Inclusion

STEP 3
Click on Create Request in the upper right hand corner.

D
D

= myACI

What do you want to do today?

Q Try searching by keyword or filter

View My Requests f

mmbensons 3 Of 12


https://eofd.fa.us6.oraclecloud.com/fscmUI/redwood/helpdesk/employee

STEP 4

Enter the subject for your disability pay request.

Example subject: "Missing disability pay"

= myACI O o

New Help Desk Request

Subject
| Missing disability pay

STEP 5

Select Benefits from the request category.

= myACI- a ¢

New Help Desk Request

Missing disability pay

| Benefits
Gift Card / Cash Award
Learning Course Issues
Leave of Absence
Detailed Description Merger Inquiry
Onboarding / New Hire issues
PTO, VAC, OTHER
Pay Inquiry

Miscellaneous
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https://eofd.fa.us6.oraclecloud.com/fscmUI/redwood/helpdesk/create-hrhd?flowName=employee

STEP 6

Select Disability Pay Issues from the Topic section.

= myACI O !

New Help Desk Request

Missing disability pay

Request Category
Benefits

This category is used for/when assistance is needed regarding an associate’s company sponsored health and welfare benefits.

401k/Pension

Adding/Changing a Beneficiary

Administrative Appeals

Coverage/Enrollment Issue

Deduction Inquiry

Direct Billing During Leave

—

Disability Pay Issues J

Eligibility

STEP 7

Click on Contact Phone Number

‘ FITAIS VVITIUINTED UTHiSig

This category is used for/when assistance is needed regarding an associate’s company sponsored he;

Topic

Disability Pay Issued

Contact Phone Number

Detailed Description
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STEP 8

Use the detailed description box to enter detailed information regarding
your benefit inquiry.

Miscellaneous

Drag and Drop

STEP 9

Click on Save in the upper right corner of the screen to save and submit the
help desk request.

= myACI O Q

New Help Desk Request

Missing disability pay
Benefits

This category is used for/when assistance is needed regarding an associate’s company sponsored health and welfare benefits.

o If you are a People Leader, start here.
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STEP 10

Click on Help Desk Request.

= myACI

Good afternoon,

Me My HR ghts My Clien S Knowledge Projects

‘QUICK ACTIONS

ﬁ Personal Details

¢@> Document Records
My Personal Joumeys

Information

& |dentification Info

+ % % B

Career and Connections Roles and

» _
Family and Emergency Contacts
Performance Delegations

My Organization Chart

My Public Info ®

Current Jobs
¢/ Employment Info

STEP 11

Click on Create Request in the upper right hand corner.
= myACI

Good afternoon,

Me My HR My Insights My Clie %S K Help Desk Projects

]
ta o

Help Desk Technology Portal HCM System
Requests Access

0O P Qo
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https://eofd.fa.us6.oraclecloud.com/fscmUI/faces/FuseWelcome?_adf.ctrl-state=6j5cfxm8_1&_adf.no-new-window-redirect=true&_adf.no-new-window-redirect=true&_adf.no-new-window-redirect=true&_afrLoop=3761187845533209&_afrWindowMode=2&_afrWindowId=null&_afrFS=16&_afrMT=screen&_afrMFW=1920&_afrMFH=919&_afrMFDW=1920&_afrMFDH=1080&_afrMFC=8&_afrMFCI=0&_afrMFM=0&_afrMFR=96&_afrMFG=0&_afrMFS=0&_afrMFO=0

STEP 12

Click on Create Request in the upper right hand corner.

= myACI gt JB!
Open HR Help Desk Requests \ (e} { Create Request Actions ¥
Q Status (4) X  SearchFilter Allrecordsicansee X Try searching by keyword or add a filter Add Filter
H % W - - T WA W 4 VEWESTETEE L W - - T A W P A= AW )
Results 0
) Affected Affected i g =
:Z?:::: < Subject < Severity < Status < ?zmgned < Queue ;aur;v;:frson < E::;{nw o 5‘:{”355 o+ g::‘:tron & ':Sdm
No data to display.
STEP 13
Enter the subject for your disability pay request.
Example subject: "Missing disability pay"
= myACI O o

New Help Desk Request

Severity
Medium

et - || | wecoara - || @] |5 -

Request Category v
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STEP 14

In the Affected Party Box, enter the Employee ID of the associate who is
inquiring about their disability pay.

= myACI a o

New Help Desk Request Cancel

Alexis Williams Medium
| )\ )

STEP 15
Select Benefits from the request category.

= myACI

New Help Desk Request Cancel

Medium e

Request Category J

Application Enhancement

Benefits

Candidate Assistance

Change Area of Responsibility
Contingent Worker Management
Contract Maintenance

FSM Adjustments

Final Pay
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STEP 16

Select Disability Pay Issues from the Topic section.

- B | recrstrany - @ Fiedmm -

Benefits

This category is used for/when assistance is needed regarding an associate's company sponsored health and welfare benefits.

401k/Pension

| Disabifity Pay lssues

Ehgibility

STEP 17

Select Company Sponsored Benefits or Non Company Sponsored in the
Benefits Source section.

If your short-term disability pay is through the union, select Non Company Sponsored.

Save

Pricnary Point of Contact Affected Darty P
Alexis William e @ Affected Party e ‘ @ ‘ Medium x

Request Category
Benefits

This category is used for/when assistance is needed regarding an associate’s company sponscred health and welfare benefits.

Topi Benefit Source
Disability Pay Issues = | X

N
] Company Sponsored Benefits
For initial questions regarding your disability pay, please co

Non Company Sponsored
A\
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STEP 18

Enter a valid associate phone number.

‘ Subject

Required
Primary Point of Contact = @ ectad Darty 2 @ Severity &
Alexis Williams ATy Medium

Request Category

Benefits

This category is used for/when assistance is needed regarding an associate's company sponsored health and welfare benefits.

Topic
‘ Disability Pay Issues ¥ Benefit Source -

For initial questions regarding your disability pay, please contact your disability provider directly.

[ Contact Phone Number ]

STEP 19

Use the detailed description box to enter detailed information regarding
your benefit inquiry.

For initial questions regarding your disability pay, please contact your disability provider directly.

(
Contact Phone Number

Detailed Description
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STEP 20

Click on Save in the upper right corner of the screen to save and submit the
disability pay help desk request.

= myACI S

New Help Desk Request

Primary Point of Contact »everity
Alexis Williams M E At d Party e ‘ ‘E] ‘ Medium v
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