Quick Reference Guide (13 Steps)

How to Submit a Help Desk Ticket for
Pay Issues

This QRG is for associates who wish to submit a Help Desk
Ticket in myACI for any pay-related issues.

Last updated: May 28, 2024



https://app.tango.us/app/workflow/753f47a0-dcd6-47de-bb0c-49cc319de63e?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links

STEP 1

Log in to myACI (link below).
myACI Home Page

= myaAcI® ) for e O%F/ Q9 .

Good afternoon,

STEP 2
On the top bar, click on "My HR."

= myACI (M + =]

Good afternoon,

ﬂ My Public o

u/ Erployment info
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https://eofd.fa.us6.oraclecloud.com/fscmUI/faces/FuseWelcome?_afrLoop=47870290470371918&_afrWindowMode=0&_afrWindowId=8f4btlwi3&_adf.ctrl-state=10ya94fzo2_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 3

Then click on the "My Help" tile. This will open a new page.

= myACI~

Good afternoon, Alexis Williams

Me My HR
APPS

-
AL

Tax Withholding My Time Away

W2 (Reg Code:
Safeway-regT)

Leave of Absence Direct2Retirement

==

Direct2HR Legacy
(Includes Direct
Depasit)

®
1095-C [Emp
Code: 11202)

STEP 4

In the lower right corner,
a new page.

What do you want to do today?

My Help

G1
V3l

Diversity , Equity
and Inclusion

]

Lost or Damaged
Check

Incident/Missing
Tiles:

click on "Create Request."” This will take you to

Browse Popular Articles

{CM-QRG

2023 W2 Details How do | update my Contact Details?

12/07/2023 2:01 PM 12/07/2023 1:31 PM

View My Requests

m Albertsons

How to Update ficiary During

Enrollment - A:

11/15/2023 10:30 AM

How to Locate Your Eligibility Rules in
myACl

08/04/2023 11:02 AM

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

STEP 5

In the first box, enter the subject of your ticket. For example, "Pay Issue”
or "Missing Wages."

= myACI (3 Gk

New Help Desk Request

Miscellaneous

Drag and Drop

STEP 6

Then, click on the "Request Category" dropdown.

= myACI® O o

New Help Desk Request

Pay Issue / Missing Wages|
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https://eofd.fa.us6.oraclecloud.com/fscmUI/redwood/helpdesk/create-hrhd?flowName=employee

STEP7
Select "Pay Inquiry."

= myACI

New Help Desk Request

Subject
Pay Issue / Missing Wages

Benefits

Gift Card / Cash Award
Learning Course Issues
Leave of Absence
........ Merger Inquiry

Onboarding / New Hire issues

P , OTHER

Pay Inquiry

Categor
Miscellaneous

STEP 8
Click on the "Pay Group" dropdown next.

= myACI

New Help Desk Request

Pay Issue / Missing Wages

This category is used for/when something is not reflecting properly on your paycheck. You are missing hours or need additional

explanation about an item on your paycheck
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STEP 9

Select the pay group in which you work.

= myACI oo

New Help Desk Request

Pay Issue / Missing

-
! o 5 = 003 - Shaw's DC
This category is used for/when something is not reflecting properly on your paycheck. You are missing hours or ne¢
explanation about an item on your paycheck 004 - Denver ABS
005 - Denve
Topis -
006 - Seattle DC
007 - CWP Tracking
008 - Medcart Spe
009 - ABS-NorCal
Detailed Description _
015 - Norcal DC
Click on the "Topic" dropdown box
p p .
= myACI [ At

New Help Desk Request

Pay Issue / Missing Wages

e Pay Inquiry = *
This category is used for/when something is not reflecting properly on your paycheck. You are missing hours or need additional
explanation about an item on your pav(’\eik.
i .
lled Descriptio
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STEP 11

Then, select your pay issue.

Topic

Garnishments

Shoes for Crews

Union Dues

Badge

Housing

Incorrect Wages
Paycheck Question

Step Progression Question

Drag and Drop

ere.

STEP 12

Enter any additional information or context needed in the description box.

New Help Desk Request

This category is used for/when something is not reflecting properly on your paycheck. You are missing hours or need additional

explanation about an item on your paycheck

Jetailed Description
Detailg
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STEP 13
Finally, click on the "Save” button in the upper right corner tofinish.

= myACI O Q

New Help Desk Request

Pay Inquiry

This category is used for/when something is not reflecting properly on your paycheck. You are missing hours or need additional

explanation about an item on your paycheck.

Incarrect Wages
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