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Request an Expert (Roster Attorney)

1 Navigate to the IDSD Support Services login, enter your username (Bar number)
and password, then click Sign In.

https://waynecountymi.gov/idsdsupportservices


2

2 Click the My Open Cases widget.

Your Open Cases Dashboard (see below) contains all cases that you have been
assigned to. Please submit a Jira ticket to IDSD IT if you do not see your case
present.

3 Choose the case you would like to request investigator or expert services for by
clicking the pencil icon.

https://wcmi.atlassian.net/servicedesk/customer/portal/5/group/12/create/83
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4 You should now see the case details for the case you opened.

Click Request an Investigator or Expert.

5 Review IDSD's policies and procedures if needed, then select Yes to agree.
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6 Select Expert.

7 Select whether this is your first request for this case or if it is a supplemental
request. The following steps are for first requests - for more information about
supplemental service requests, please see the Supplemental Requests document.
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8 If the expert you want to request is already on IDSD's list of approved experts,
select Yes. Otherwise, select No.

If your expert is not listed, please proceed to Step 21.

9 If your expert is listed, click the arrow button on this field and select their area
of expertise, or if their area is not listed, you may enter it here.

https://www.waynecountymi.gov/files/assets/mainsite/v/2/indigent-defense-services/documents/expert-reference-list.pdf
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10 Next, again click the arrow button and select your expert.

11 Submit the number of expert hours you're requesting.
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12 Describe why you are requesting an expert.

13 Next we will look at the expert's travel circumstances.

If your expert will travel over 100 miles to provide services, select Yes, otherwise
select No.
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14 If you selected Yes in the previous step, submit a reason for the expert's travel
as well as all relevant travel details.

Please be sure to include origin, destination, and any travel dates.
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15 Then select the type of travel expenses the investigator will incur. Choose as many
as apply.

If you selected Other, please explain any travel expenses in detail.

16 If you would like to notify another party about any updates regarding this request,
please enter them here.

Note: Please ensure to separate multiple email addresses with a comma and a
space as shown below.
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17 Next, complete the case information below. Required fields have been marked.

Note: Some fields will be automatically filled-in, such as the case CTN. Please do
not change these fields. If you notice any error with this information please
raise a support ticket with IDSD IT.

18 To submit your request, click Submit.

https://wcmi.atlassian.net/servicedesk/customer/portal/5/group/12/create/83
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19 Again click Submit.

20 Upon completing your request you will be directed back to the home page, and a
notification should appear confirming your request.
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Please follow the steps below to request an expert that is not already on the
IDSD list of approved experts.

If your expert is on the list you may ignore the following steps. You may
return to Step 9 for instructions regarding requesting pre-approved experts.

21 If your expert is not on the list, select No.

https://www.waynecountymi.gov/files/assets/mainsite/v/2/indigent-defense-services/documents/expert-reference-list.pdf
https://www.waynecountymi.gov/files/assets/mainsite/v/2/indigent-defense-services/documents/expert-reference-list.pdf
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22 You will now be asked to submit information about the requested expert to IDSD.

First, choose whether the expert is out of state.
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23 If you selected Yes in the previous step, answer whether you have consulted
with IDSD to confirm that there is no qualified and available expert in Michigan.

Note: If you have not consulted as to whether there is an in-state expert, please
include in your justification why the specific out-of-state expert is
necessary.

24 Submit the expert's contact information, including their business contact details.
Required fields have been marked below.
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25 Submit the expert's CV/resume.

Note: The system can only accept PDF files.

26 Click the arrow to select the expert's area of expertise. If you do not see their area
present, you may type it in instead.
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27 Submit the expert's rate. If you selected Other, please enter the rate below.

28 Submit the number of hours you would like to request.
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29 Describe why you are requesting an expert.

30 Next we will look at the expert's travel circumstances.

If your expert will travel over 100 miles to provide services, select Yes, otherwise
select No.

If you selected No, proceed to step 60.
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31 If you selected Yes, please enter the reason for the expert's travel.

32 Describe the travel in as much detail as possible. Please ensure to include
anticipated origin, destination, and travel dates.
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33 Select the type of expected travel expenses. Choose as many as apply.
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34 If you would like to notify another party about any updates regarding this request,
please enter them here.

Note: Please ensure to separate multiple email addresses with a comma and a
space as shown below.

35 Next, complete the case information below. Required fields have been marked.

Note: Some fields will be automatically filled-in. Please do not change these
fields. If you notice any error with this information please raise a support ticket
with IDSD IT.

https://wcmi.atlassian.net/servicedesk/customer/portal/5/group/12/create/83
https://wcmi.atlassian.net/servicedesk/customer/portal/5/group/12/create/83
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36 To submit your request, click Submit.

37 Again click Submit.
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38 Upon completing your request you will be directed back to the home page, and a
notification should appear confirming your request.


