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Quick Reference Guide (9-11 Steps)

How to Submit a Help Desk Ticket
Regarding Health & Welfare Benefits

September 23, 2024


https://app.tango.us/app/workflow/03401a61-e2a7-496e-8822-9cab46413697?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links

If you are an associate, follow Steps 1- 9.
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.
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https://eofd.fa.us6.oraclecloud.com/fscmUI/faces/FuseWelcome?_adf.ctrl-state=1568rhr90v_126&_adf.no-new-window-redirect=true&_adf.no-new-window-redirect=true&_afrLoop=6607575891230351&_afrWindowMode=0&_afrWindowId=null&_afrFS=16&_afrMT=screen&_afrMFW=1280&_afrMFH=559&_afrMFDW=1280&_afrMFDH=720&_afrMFC=8&_afrMFCI=0&_afrMFM=0&_afrMFR=144&_afrMFG=0&_afrMFS=0&_afrMFO=0

STEP 2
Click on My Help
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STEP 3

Click on Create Request in the upper right hand corner.
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https://eofd.fa.us6.oraclecloud.com/fscmUI/faces/FuseWelcome?_adf.ctrl-state=mbqjfyyle_251&_adf.no-new-window-redirect=true&_adf.no-new-window-redirect=true&_afrLoop=7139686624789075&_afrWindowMode=0&_afrWindowId=1b2jkjz6zp&_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
https://eofd.fa.us6.oraclecloud.com/fscmUI/redwood/helpdesk/employee

STEP 4

Enter the subject for your health & welfare benefit request.

Example Subject: "Loss benefit coverage.”
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STEP 5

Select Benefits from the request category.
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https://eofd.fa.us6.oraclecloud.com/fscmUI/redwood/helpdesk/create-hrhd?flowName=employee

STEP 6

Select Life Event/Coverage Update from the Topic section.

New Help Desk Request

Subject
Loss of benefits coverage
Benefits

This category is used for/when assistance is needed regarding an associate’s company sponsored health and welfare benefits.
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Qualified Medical Child Support Order
Spending Accounts
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STEP 7

Enter a valid phone number.
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This category is used for/when assistance is needed regarding an associate’s company sponsored he;
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Detailed Description
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STEP 8

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

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

Life Event/Coverage Update

ategory
Miscellaneous

STEP 9

Click on Save in the upper right corner of the screen to save and submit the
help desk request.
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o If you are a People Leader, start here.
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STEP 10

Sign into myACI then click on Help Desk.
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STEP 11
Click on Help Desk Request
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https://eofd.fa.us6.oraclecloud.com/fscmUI/faces/FuseWelcome?_afrLoop=3761467793031371&_afrWindowMode=0&_afrWindowId=4oogvfafd&_adf.ctrl-state=6j5cfxm8_126&_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.
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STEP 13
Enter the subject for your health & welfare benefit request.
Example subject: "Lost benefit coverage"
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https://eofd.fa.us6.oraclecloud.com/fscmUI/redwood/helpdesk/list-hrhd?entity=HRHDServiceRequest

STEP 14

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

An Affected Party refers to the associate impacted by this ticket.
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STEP 15

Select Benefits from the request category.
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STEP 16

Select Life Event/Coverage Update from the Topic section.
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STEP 17
Select Company Sponsored Benefits or Non Company Sponsored in the
Benefits Source Section.

If your benefits are sponsored through the Union, select Non Company sponsored.
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This category is used for/when assistance is needed regarding an associate’s company sponsored health and welfare benefits.

Benefit Source

Topic
Life Event/Coverage Update

Company Sponsored Benefits
For step-by-step instructions for creating a qualifying life e
Adoption ar Birth of Child Non Company Sponsored
Marriage

Divorce

Gain of Other coverage

Lost of Other coverage

Death of a Dependent

Dependent Care FSA Cost Change
HSA Contribution Change
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STEP 18

Enter a valid associate phone number.

For step-by-step instructions for creating a qualifying life event, please click here:
Adoption or Birth of Child

Marriage

Divorce

Gain of Other coverage

Lost of Other coverage

Death of a Dependent

Dependent Care FSA Cost Change

HSA Contribution Change

Contact Phone Number

STEP 19

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

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
help desk request.
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