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Quick Reference Guide (1-20 Steps)

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

This QRG is for associates, managers, and HR representatives
with Health & Welfare Benefit inquires.

Last updated: November 17, 2025




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 Me.

= myACI v s awp® .

Good afternoon,
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STEP 2
Click on My Help.

= myACl aw b @ i

Good afternoon,

STEP 3

Click on Create Request in the upper right-hand corner.

= myACI- o @

What do you want to do today?

I, Try searching by keyword or filter
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View My Requests
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STEP 4

Enter the subject for your health & welfare benefit request.

Example Subject: "Loss benefit coverage".

= myACI-

New Help Desk Request

n &

Sulijeet
Loss of benefit coverage]

Primiey Point of Camact

Detailed Descriptian
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Drag and Drop

URL

STEP 5

Select Benefits from the request category.

= myAcl

New Help Desk Request
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Dotailed Description
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Drag and Drop
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Learning Course lssues

Leave of Absence

Onhozrding

FTO. WAC, OTHER

Pay Inquiry

Payehack Replacement

Add URL

Add URL
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STEP 6
Select Life Event/Coverage Update from the Topic section.

= myACI- o ®
New Help Desk Request Concal

Subject
Loss of benefit coverage

Reaue
Senel

This eategory is used for/when assistance is needed regarding an associate’s company sponsored hoalth and welfare Benefits

Farm 1095 1099
HIPAA Authorized DesignationPawer of Attarmey

|0 Cards
| Lite Event/Caverage Update J

Medicare Forms

Qualified Medical Child Suppart Order
Spending Accounts

‘Wehsite lssue

Drag and Drop

STEP 7
Enter a valid phone number.

= myACI- ] ®

New Help Desk Request e | [N

Contact Requust Casegory
Benefits

This category is used for/when assistance is needed g & te's company health and weifare benefits

Life Event/Coverage Update

Datalled Description

Drag and Drop
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STEP 8

Use the Detailed Description box to enter detailed information regarding your
health & welfare inquiry.

New Help Desk Request coca | ﬂ

Loss ot benefit coverage

aciate’s company sponsored health and welfare bonefits

Catugory
tiscallaneous

Drag and Drop
Sedect or drop files here.

STEP 9

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

= myACI o ®

New Help Desk Request

This category s used far/fwhen assistance s neeted regarding an assaciate's company sponsared health and weifare benefits

Cotegory
Miscellaneous

Drag and Drop
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o If you are a People Leader, start here.

STEP 10
Sign into myACI then click on Help Desk.
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Good afternoon,

Me My HR My Team My Insights My Client Groups Knowledge sk Projects My Enterprise
QUICK ACTIONS APPS
Personal Detalls

B

My Help
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Contact Info

ﬁ";’l Family and Emergency Contacts ®
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My Pubic info
(@ Document Recards
o/ E

a/ Employment info

ﬁ Manage My User Account

STEP 11

Click on Help Desk Requests.

= myACI l Ae B @

Good afternoon,

Help Desk Projects

o +
HCM System
Access
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STEP 12

Click on Create Request in the upper right-hand corner.

= myACI- O ®
LOA Faxes (e} 1 l Create Request | Actions ¥ o
O\ Try searching by keyword or add a filter Add Filter
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Results 1,523,770
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Enter the subject of the health & welfare request.

Example Subject: "Loss benefit coverage"

= myACI- i | @

New Help Desk Request e - W

Subject
Lass bepefit coverags
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Request Category
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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,

= myACL o @
New Help Desk Request Cancel | S

Subjet
Loss benefit coverage

STEP 15
Select Benefits from the request category.

= myACI &) @
New Help Desk Request concet | [ o

Sulipt
Loss benefit coverage
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Application Enhancement

I Benafits |

Change Area of Resporsinliny
Contingent Worker Management
Contracs Maintenarce

TSM Adjustments

Firwal Pay
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STEP 16

Select Life Event/Coverage Update from the Topic section.

Loss benefit coverage

Frimary Pornt of Consact . Atecred Pamy = Severity
| Medliem

Bt Catepnry

Benefits o |

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

T
v | Benedit Source -
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Dizahilizy Pay lssues

Fligihiliry

Form 1095 1099

HIPAL Authorized Designation/Power of Atterney

IC Cards
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Medicare Foems

Qualified Medical Child Support Order
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STEP 17

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

Company Sponsored Benefits = Health & Welfare benefits through ACI
Non-Company Sponsored Benefits = Health & Welfare benefits through Union Trust

. |beh
o

Subjert
Loss benefit coverage |
rimary Peint of Consact . E Aected Pay = E Sederity i |
Medium
Request Categary =
| Benefits

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

Topic ienefit Soumcn
Life Event/Coverage Update i ‘ X ‘

Compary Sponsared Benefits
For step-by-step instructions for creating a qualif
Adoeption or Birth of Child Mo Compary Sponsoned

Marriage

Divorce

Gain of Other coverage

Lost of Other coverage

Death of a Dependent

Dependent Care FSA Cost Change
HSA Contribution Change

Condact Phane Number
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STEP 18

Enter a valid associate phone number.

Bt Categnry
| Benefits

This catagory is used for/when assistance is needed regarding an associate's company sporsored health and welfare benefits

Topic
Lite Event/Coverage Update g RaTe Siifci:

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

Marriage

Divorce

Gain of Other coverage

Lost of Other coverage

Death of 2 Dependent
Dependent Care FSA Cost Change
H5A Contribution Change

STEP 19

Use the Detailed Description box to enter detailed information regarding the
health & welfare inquiry.
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ke - Benefit Source .

Life Event/Coverage Undate

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

Marriage

Divorce

Gain of Other coverage

Lost of Other coverage

Death of a Dependent

Dependent Cara FSA Cost Change

HS5A Contribution Change

Contact Phone Mismher
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STEP 20

Click on Save in the upper right corner of the screen to save and submit the

health & welfare help desk request.

= myACI

New Help Desk Request

Subject
Loss benefit coverage
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This category is used for/when assistance is needed regarding an associate's company spansored health and weltare benelits
Tomle
Life Event/Caverage Update

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

Contart Phane Numbaer
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