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Obtaining a User Code and a Password 

 
 

 Services that give access to confidential information are only available 
through the use of a user code and password. You must fill out the form 
Demande de privil¯ges dôacc¯s au site extranet du LSJML, which you can get 
from your supervisor or the director of the police station or by consulting the on-
line help section at the following address: http://gdeaide.msp.gouv.qc.ca . 
 

You are responsible for the information you forward to us, as well as for 
maintaining the confidentiality of your personal information, your user code and 
password. The Laboratoire de sciences judiciaires et de médecine légale 
(LSJML) and the ministère de la Sécurité publique cannot be liable for their non-
authorized use. When the confidentiality of this information has been 
compromized, let us know as soon as possible in order to prevent the fraudulent 
use of your identity.   

 
 

  

http://gdeaide.msp.gouv.qc.ca/
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Logging on to the Transactional Site 
 
 
 In your Web browser, enter the following address in the address bar: 
https://portail.msp.gouv.qc.ca; click on the enter key to confirm. The following 
window will appear (figure 1): 

 

 
     Figure 1 

 
 
 Enter your user code (identifiant), your password (mot de passe) and click 
on Se connecter to log on the following window will appear (figure 2): 

 
 

 
(figure 2)  

 
Click on Gestion des demandes dôexpertise judiciaires, the siteôs home page 
(figure 8, page 11). 
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Changing a Password 

 
  

 It is mandatory that you change the temporary password  that you 
received: This procedure will be used for all future password changes. To do this, 
click on the Changer le Mot de passe link (figure 3). 
 

 
Figure 3 

 

The following screen will appear (figure 4): 
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Figure 4 

 
Enter your user code (Identifiant ) Enter your password (Mot de passe actuel), 
enter your new password, enter it again to confirm and click on the Modifier le 
mot de passe button. 

 
The password must consist of at least seven characters; it must contain 

both letters and numbers for greater security. Do not use symbols in your 
password, for they are easy to forget. For people tempted by the easy way out, 
choosing a password identical to their user code (for example toto01 as user 
code and toto01 as password), the following message will appear (figure 5): 

 

 
Figure 5 

 You will see a message in red telling you that the password in not valid, 
since it is the same as the user code. You will have to enter a new one. If a 
person tries to create a password containing less than seven characters, above 
message will appear (figure 6): 

 
 



GDE System User Guide  

 

2017-03-07  Page 9 de 52 

 
Figure 6 

 
 You must pay close attention to messages in red and to blank fields. For 
security reasons you must change your password on a regular basis. The system 
keeps your last five passwords. The new one must be different from the previous 
ones, otherwise the above message will appear (figure 6): 
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Unavailability of the Transactional Site 
 
 
 

The request for legal expert opinion service is not always available. The 
most frequent cause of this is that there has been a pre-planned interruption of 
the service in order to upgrade the application or to make a security copy. The 
following screen will appear (figure 7):  

 

 
      Figure 7 
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New Request 
 
 To enter a new expert opinion request to be sent to the LSJML, click on 
Nouvelle demande on the home page (figure 8), which will take you to the Saisie 
dôune demande page (figure 9). 
 

 
Figure 8 
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Figure 9 

 

Figure 9 shows what the Saisie dôune demande form looks like: the form is 
blank except for the date and the time of the event, which are default values.  
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Description of the Contents of the ñSaisie dôune demandeò 
Screen (figure 9) 

 
The blue box beneath the logo has seven elements: 
 
1- The last and first name of the person logged on to the site 
 
2- Accueil (Home) 

Returns user to the home page. 
 

3- Aide (Help) 
Provides access to on-line help and Frequently Asked Questions 
(FAQ). 

  
4- Nous joindre (Contact Us) 

Provides the Laboratoireôs coordinates, business hours and 
information on how to obtain technical support as well as the 
extension numbers of LSJML staff. 
 

5- Quitter (Sign Out) 
Enables you to securely sign out the LSJML transactional site. This 
procedure will prevent future problems. 
 

 Below this box you will find the six sections of the form that will be 
explained in the pages that follow. The first is the Événement section (figure 10). 

 
 

Figure 10 
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 It consists of the following elements: 
 

No du dossier organisme  
(Organization File No) Write down your file number, such as: 

LVL-070202-003. This information is 
mandatory. 

 
Obtenir info. demande  
(Obtain info. request) This button lets you post additional 

information from the file. It is posted only 
if another request has been entered for 
the same file. The following fields are 
initialized: Date and time of the event, 
Place, Nature and Summary. 

 
Date et heure  
(Date and time)  Indicate the approximate or known date 

and time the event took place. By 
default, the date of the day and the time 
00:00 are listed; it is necessary to 
replace this information with the 
information contained in your file. 

 
Localisation (Place)  Specify the place where the event took 

place. This information is mandatory.  
 

 
Here is the following section: Natures (figure 11) 

 

 
Figure 11 

 
This section consists of the following elements: 

Nature  Lets you select the nature of the event from a 
drop-down list. It consists of a list of global 
nature events, as figure 12 partly shows.  If 
nature Introduction par effraction is selected, 
the drop-down list Info.Lieux appears (figure 13). 
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     Figure 12 

 

 
Figure 13 

 

Info.Lieux :  Allows to select the location. 
 
Section of legislation 
(Article de loi) This field does not appear on the 

hard-copy form. This information 
is not mandatory but strongly 
advised for files dealing with 
Biology; this information could 
speed up the processing of your 
request e.g.: 272.(1) b 
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By clicking on Ajouter you are confirming the selection of the 
nature of the event; note the change in figure 14. It is thus 
possible to add other event natures. 

 

 
Figure 14 

 

Delete By clicking on the red X you can delete this line. 
 
Hyperlink  The nature that has been added is underlined in 

blue; click on this hyperlink to correct the nature 
of the event and the section of legislation if 
there was an error in entering that information. 

   
   Summary Enter the summary of the event. 
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 In the following section: Victimes (figure 15) 
 

 
Figure 15 

 
 Indicate the usual first and last name of the plaintiff or victim. If the victim 
is a business, check off the box Cette victime est une entreprise and write the 
name of the business in the space Nom/Entreprise. In the case of an offence 
involving flight or an event involving a vehicle, indicate the make, the year and 
the colour of the victimôs vehicle. Cick on Ajouter to confirm this information. The 
following screen will appear (figure 16): 
 

 
Figure 16 

 This screen consists of the following two elements: 
 

Supprimer 
(Delete) By clicking on the red X you can delete this line. 
 
 
Hyperlink The first name is underlined and blue; click on it 

to correct information in one of the three fields if 
there was an error in entering that information. 

 
 
 In the following section: Suspects (figure 17) 
 

 
Figure 17 

 
 Indicate, if this information is known, when the request for an expert 
opinion was made, the usual first and last name or alias of the accused or 
suspect. If the suspect is a business, click on the box saying Ce suspect est une 
entreprise and write the name of the business in the space Nom/Entreprise. In 
the case of an offence involving flight or an event involving one or more vehicles, 
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indicate the make, the year and the colour of the suspectôs vehicle, if they are 
known. Click on Ajouter to confirm this information. The following screen will 
appear (figure 18): 
 

 
Figure 18 

  
This screen consists of the following elements: 
 

Delete By clicking on the red X you can delete this line. 
 
Hyperlink The first name is underlined and blue; click on it 

to correct information in one of the three fields if 
there was an error in entering that information. 
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 The section Intervenants consists of three sub-sections (figure 19), 
Créateur, Responsable de la demande and Enquêteur chargé du dossier. The 
Créateur section consists of the first and last name of the person filling out the 
form. 

 
 
  

Figure 19 
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 In the sub-section Responsable de la demande (figure 20), under the title 
Organisme, Votre organisme is checked by default and the name of your 
organisme is listed. You will notice that the name of your organization appears in 
the drop-down list box. Thus, police officers from certain police forces, such as 
the ones from the SPVM, can choose a station other than their usual one. This 
option lets you fill out a request from anywhere within your territory, without 
having to ask for changes concerning their access rights. 
 

 
Figure 20 

 
 The other advantage is that you can select the Code utilisateur of one of 
your colleagues as the person making the request if you are filling out the 
request for someone else. This is very useful, particularly if your colleague has 
not given you his user code. It is necessary, however, that the person be 
registered in the system, otherwise you will have to enter the first and last name, 
function, telephone number, extension and e-mail address of the person for 
whom you are filling out the request rather than choosing them from the list. 
 
 When you click on Obtenir info. utilisateur, the fields Prénom to Courriel 
are automatically filled in; if your colleague does not have a user code, enter the 
information for these fields (figure 27). Please note that nothing should be entered 
in the Code utilisateur field. 
 

If the request is made for an organization other than the ones available in 
Votre organisme, check the Tous les organismes option to get access to the 
following screen (figure 21): 
 



GDE System User Guide  

 

2017-03-07  Page 21 de 52 

 
Figure 21 

 
Click on the arrow for access to the list of all types of organizations, and 

this will produce figure 22. 
 

 
Figure 22 

 
 This list contains the types of organizations that have been entered so as 
to make the search easier; some municipal forces and other organizations that 
deal with the LSJML are grouped under the type Expertises judiciaires. When 
you select one of the types, the following screen will appear (figure 23): 
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Figure 23 

 
 Click on the arrow to the right of the drop-down list to access the list of all 
the organizations of the type you selected; for example, the list of all RCMP 
stations in Québec (figure 24). 
 

 
Figure 24 

 
 You then proceed to the following screen (figure 25): 
 
 
 
 
 
 
 
 
   
     Figure 25 
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 However, if the description of the organization you are looking for is not 
found in the list in figure 24, you can add it to the list; this is the case of mixed or 
specialized squads that were created when special needs arise. To add a new 
organization, select the circle in front of Nouvel organisme (figure 25), which will 
lead to the following screen (figure 26): 
 

 
Figure 26 

 
 Enter the name of the new organization, its address, city and postal code. 
For example, Escouade Carcajou, 1701, rue Parthenais, Montréal (Québec) H2K 
3S7. With this information, the LSJML team receiving it is able to create the new 
organization in the system. 
 
 Next, if applicable, enter or update figure 27ôs information. Normally it has 
already been entered when a new request is created. 
 

 
Figure 27 

 
 You can now fill in the sub-section Enquêteur chargé du dossier, whose 
box has been checked by default (figure 28). 
 

 
Figure 28 

 
 If the person responsible for the request is not the investigator in charge of 
the file, check the Même que responsable checkbox to enter the information on 
the person responsible for the file (figure 29). 
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Figure 29 

 
 This section fonctions as the Responsable de la demande sub-section that 
was explained on page 19, except that here you are entering information 
elements concerning the investigator in charge of the file. 
 
The Pièces section is next (figure 30): 
 

 
Figure 30 

 
It consists of the following points: 

 
No de pièce (Exhibit #) Enter the # appearing in the LSJML label;  

for example J-09982. 
 

Type dôobjet (Type of object)  From the drop-dowm list choose the 
type of object that is the most suitable. To make 
the list appear, click on the arrow at the right. 

 Is the type of object selected is Vêtements the 
drop-down list Provenance appears (see  
figure31). 
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Figure 31 

 

  Provenance : Select from the origin of clothing. 
 
  No Lot: Allows you to enter the number of your object. 
  

Précision (Precision) :Allows for the identification of expertise 
area(s). 

 
Click on Ajouter to confirm the information on the exhibit; it is now 
possible to add other exhibits (see figure 32). 
. 

 
Figure 32 

 This screen consists of the following points: 
 

Supprimer (Delete) Clicking on the red X lets you delete this line. 
 

Hyperlink  Clicking on the underlined exhibit number lets 
you correct information for one of the three 
fields if there was an error when the information 
was entered. 
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 The Retour ¨ lôaccueil and Sauvegarder buttons are at the bottom of the 
ñSaisie dôune demandeò form (figure 33). 
 

 
Figure 33 

 
 
 Clicking on Retour ¨ lôaccueil brings up the following message (figure 34): 

 
 

Figure 34 

 
 If you have made changes without saving, it will be lost. Do you want to 
continue?  If you did not save, you must click on Non and then click on 
Sauvegarder. 
 
Figure 35 will then appear.  
 
 

 
Figure 35 

 
 Confirmation that the request has been saved is given; nevertheless two 
new buttons appear. If you donôt have the time to send the request, you click on 
Retour ¨ lôaccueil and the confirmation message from figure 34 appears. Click on 
yes and the request will be there the next time you use the system. 
 
 The Supprimer button allows you to delete the request that has just been 
saved. This command is useful if you donôt need to present the request for an 
expert opinion. The Transmettre button brings up the following figure (figure 36): 
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Figure 36 

 
 In the message Confirmation de transmission de votre formulaire de 
demande dôexpertises au Laboratoire, the confirmation number in bold 
characters is registered on the SJML-32 request as a reference. Then click on 
the Continuer button to go to figure 37. 
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Figure 37 

 

 It is then possible to see the content of the form that have just been sent to 
the LSJML. At the bottom of figure 37 there are three action buttons: Retour à 
lôaccueil, Imprimer and Supprimer. If you click on Retour ¨ lôaccueil, figure 34 
appears; if you click on Imprimer, figure 38 appears:  
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Figure 38 

 If the warning message appears, click on Cliquer ici pour afficher plus 
dôoption, click on Téléchanger le fichier  which brings up Figure 39. 
 

 
Figure 39 

 
 This is the LSJML-32 form containing information that has been entered 
for your request; you can either print it or enter it into your electronic file. If you 
print it, the following window will appear (figure 40): 
 














































