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Request DSU Support Services
This guide provides a step-by-step process for requesting support services from the
Defender Support Unit, as well as to review any prior requests for support services.

Making a Request

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

Note: Your login credentials are the same for both the billing system and the
support services system.

https://waynecountymi.gov/idsdsupportservices
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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 support 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 a Social Worker/Advocate.

5 Read this page and accept the agreements.
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11 Under Attorney Information, enter any additional email addresses for
communications regarding the request, if desired.

Note: Emails will be sent when your request is assigned or denied, and also may
be sent when a new timekeeping event is entered into the case by the Defender
Support Advocate.

12 Next fill out the client information, beginning with the Date of Birth.
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13 Enter a mobile phone number if applicable.

14 Enter a home phone number if applicable.
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15 Submit your client's primary language.

16 Next, fill out the required case information, starting with your client's custody
status.
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18 If your client is in custody, enter the name of the holding facility.
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19 Enter the next hearing type.

20 Enter the next hearing date.
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21 If there are any co-defendants, enter Yes. Otherwise, enter No.

22 If there are co-defendants, list them below.

Note: If there are co-defendants, please make sure to list them in your
request. It is important for DSU staff to be able to reference co-defendant names
to review for potential conflicts.
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23 Next, under Request Details, click Case Details. Submit any relevant case details
or information for the DSU staff to review.

24 Click Requested Services, and select all applicable services you would like for
your client.

Note: You may select as many services as desired, you do not have to select just
one.
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26 Next, suggest a proposed deadline for service completion.

Note: This deadline should be used as an estimate, and is subject to change based
on DSU staff review and other factors. Mitigation reports require a minimum
of 30 days to develop after an initial consultation has been completed.

27
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28 Explain how you believe the Defender Support Unit could help improve legal
and/or life outcomes for the client.

For example: "I believe a mitigation report will help me negotiate a favorable
offer for my client" or "I would like to present a release plan to the judge to
advocate for a bond reduction and pre-trial release."
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29 If discovery is available, click Yes. Otherwise, click No.

30
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31 If paper discovery or other relevant documentation is available regarding this
case, please attach it here.

Note: Only PDF documents can be uploaded.
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32 Once you're ready to submit your request, click Create at the bottom of the page.

Reviewing Your Requests

Once your support request has been submitted, you can access and review it
using the steps below.
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33 For in-progress requests, click the My Assigned Requests widget.

34 Your Assigned Requests Dashboard will show any requests you have submitted
that have been assigned to a Defender Support Advocate. Click on the
magnifier icon here to open a request.



21

35 At the top you will see case details like the CTN, case tier, client, and services
requested.

36 Below in the Time Keeping report, you will see any actions taken by the Defender
Support Advocate assigned to this case. This is an easy way to see how far along
your request is in the support process.

Again, click on the magnifying glass to view further details.
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37 Further details about the timekeeping activity can be reviewed in the Event Details
box.

In addition to your in-progress support requests, you can also view completed
requests or requests that have been denied.
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38 Click the Closed/Denied Requests widget.
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39 The items here are split into two reports, one for Closed requests and one for
Denied requests.

Note: Closed requests are those for which DSU services have been completed and
does not necessarily reflect the legal case status/disposition.

Denied requests are those for which the DSU was unable to assign your case to a
member of its team due to capacity, conflict, or other reason.

For any issues with the support services software, please submit an IDSD IT ticket
or reach out via email to IDSDIT@waynecountymi.gov.

https://wcmi.atlassian.net/servicedesk/customer/portal/5/group/12/create/83
mailto:IDSDIT@waynecountymi.gov

