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Quick Reference Guide (11 Steps)

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

August 28, 2024
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STEP 1

Sign into myACI then click on Help Desk.
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STEP 2

Click on Help Desk Request
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STEP 3

Click on Create Request in the upper right hand corner.
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STEP 4
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 5

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 6

Select Benefits from the request category.
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STEP 7

Select Life Event/Coverage Update from the Topic section.
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This category is used for/when assistance is needed regarding an associate’s company sponsored health and welfare benefits.
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STEP 8
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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equest Category
Benefits

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 9

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 10

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

Contact Phone Number

Detailed Description
f 100 b
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STEP 11

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