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STEP 1

Sign into myACI then click on Help Desk. 

STEP 2

Click on Help Desk Request 
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STEP 3

Click on Create Request in the upper right hand corner.

STEP 4

Enter the subject for your disability pay request. 

Example subject: "Missing disability pay"
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STEP 5

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

STEP 6

Select Bene7ts from the request category. 
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STEP 8

Select Disability Pay Issues from the Topic section.

STEP N

Select Company Sponsored Bene7ts or 9on Company Sponsored in the
 Bene7ts Source section. 

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

Enter a 0alid associate phone number.

STEP 1U

se the detailed description box to enter detailed information regarding
 your bene7t inquiry. 
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STEP 11

Click on Sa0e in the upper right corner of the screen to sa0e and submit the
 disability pay help desk request.
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