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Obaiinmmag User Code and a

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 doac c wkich gou cas 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 ministére de la Sécurité publigue 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.
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http://gdeaide.msp.gouv.qc.ca/

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
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Logging

window will appear (figure 1):

onm athne atahsal o Te

Portail extranet du ministére de la Sécurité publique

Enter your user code (identifiant), your password (mot de passe) and click

l? | Authentification

Identifiant *

Bienvenue sur le portail extranet du ministére de la Sécurité publigue. >

Le service d'authentification vous permet
services en ligne du ministére.

Si vous avez oublié votre mot de passe, v
de votre service en ligne. Si vous n'avez
adresser au Technocentre pour les obteni

Heures d'ouverture du Technocentre :
Lundi au vendredi (8h 3 12h et 13h 3 17h

Téléphone : 418 646-6286
Téléphone sans frais : 1 866 646-6286

'accéder de fagon sécuritaire aux

buillez communiquer avec le pilote
bs ses coordonnées, veuillez vous

Figlre 1

Mot de passe *

Se connecter ] Annuler J

Changer le mot de passe J

on Se connecter to log on the following window will appear (figure 2):

Portail extranet du ministére de la Sécurité publique

Click on Gestion des demandes d 6 ex per t i s,et hjeudsiictieadsr elso me

Applications MSP

Gestion dgs demandes d’...

Messages

‘ Eermer ma session

e La nouvelle vprsion du portail extranet détecte les mots de passe expirés. (2015-11-05) @

(figure 8, page 11).

2017-03-07
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Changig asweéer d

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).

Portail extranet du ministere de la Securité publique

“? ‘ Authentification

Bienvenue sur le portail extranet du ministére de INSécurité publique.

Identifiant *

| Le service d'authentification vous permet d'accéder de faohg sécuritaire aux -
services en ligne du ministére. Mot de passe

Si vous avez oublié votre mot de passe, veuillez communiquer aveN]e pilote
de votre service en ligne. Si vous n'avez pas ses coordonnées, veuilld vous

adresser au Technocentre pour les obtenir.
Se connecter Annuler

Heures d'ouverture du Technocentre :
Lundi au vendredi (8h & 12h et 13h 3 17h) Changer le mot de DasseJ

Téléphone : 418 646-6286
Téléphone sans frais : 1 866 646-6286

Figure 3

The following screen will appear (figure 4):
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Portail extranet du ministere de la Séecurité publique

——P1dentifiant *

A

Mot de passe actuel *
——Pphouveau mot de passe *

1 i *
'Conflrmatlon du nouveau mot de passe

»

=,

Modifier le mot de passe J Annuler ]

Figure 4

Enter your user|code (ldentifiant) |Enter your password (Mot de passe actuel),

enter your new password, enter it|again to confirm and click on the Modlifier 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 totoO1 as user
code and toto01 as password), the following message will appear (figure 5):

H e | e nouveau mot de passe ne respecte pas la longueur minimale (7 caractéres)

Identifiant * exprocO1
Mot de passe actuel *
Nouveau mot de passe *

Confirmation du nouveau mot de passe *

Modifier le mot de passe I Annuler |

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):
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m e | e nouveau mot de passe doit étre différent de l'actuel et des précédents.

Identifiant * exprocO01
Mot de passe actuel *
Nouveau mot de passe *

Confirmation du nouveau mot de passe *

Modifier le mot de passe J Annuler I

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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Umvail abilTragsattiteal S

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):

Laboratoire /E
de sciences judiciaires
et de médecine légale

Québec rara 5 B

L'application n'est présentement pas disponible.

Politique de confidentialité | Joindre le responsable du systéme

Québec i

@ Gouvememert du Québec, 2002-2004

Figure 7
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New Request

To enter a new expert opinion request to be sent to the LSIML, click on
Nouvelle demande on the home page (figure 8), which will take you to the Saisie
doune d ¢page

Laboratoire o >
:: :donm j'udlil‘aglzs S & emanges
e médecine e . X J
éb 13 experuses
Qu €Cram

Daniel Foutnier

Votre Q[Q ‘ Moywallae  Formylajre d'ganuistian Ajde Nous joindre Q ey &

Gestion des demandes d'expertises

¥ Aucune demande d'expertises 3 afficher.

Rechercher une demande antérieure
Statut de I3 demande

" En rédaction No du dossier organisme No du dossier LSJML

|

C En attente des pigces
" Autres demandes au LSJML
@ Mes demandes au LSUML

™ Recherche avancée

Recherchetj [ Nouvelle recherche J L Nouvelle demande |

Poltique de confidertioie Jondre le responsable &y systéme
ébecin
QU oo
Figure 8
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Laboratoire =4
de sciences judiciaires ‘ emanges 44
et de médecine légale < expertises 71
b 3 E3 :
QLIé €Cerapa I

DESOS TS605

Accueil  Mouywelles  Egrmylaire 'aneuistion

Alde Nous joindre  Quitter ®
Saisie d'une demande

Evénement
Détails

No du dossier organisme

L ][ Obtenir info. demande J
Date et heure

22 temer ] [2007 0o |
LI

Locallsation

I

Natures
Nature Article de loi Supprimer
| = | —

Résumé

Pré\ll\::m & Nom /Entreprise Véhicule année, )
[ | ] |

T Cette victime estune entreprise

[ Ajouter] @

Suspects

Prénom Nom j Entreprise

‘Véhicule (marque, année, couleur) Supprimer
jouter | G

[ | [ | [aiouter]

I~ Ce suspectestune entreprise

Intervenants
Créateur
GDEB05 TS605

Responsable de la demande
Organisme
& Votre organisme
[sPvm, Centre opérationnel Est x|
 Tous les organismes
" Nouvel organisme

Code utilisateur

| =~ I Obtenir info l‘hiu‘sateur_l

Prénom e

[ |
Nom

L 1
Fonction

[ ]

Téléphone

l I [ Poste I
Courriel

l ]

Enquéteur chargé du dossier

¥ Méme que responsable

Piéces
" No de piéce * Type d'objet Précision Supprimer
| ~| - Ajouter | ©
[ Retour a I'accueil j [ Sauvegarder _j

Figure 9

Figure 9 shows whatthe Sai si e d 0 u rioen labks lika: thd 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 theiiSai si e dounbe demande
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.

w
1

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

(FAQ).
4

Nous joindre (Contact Us)
Provides the Laboratoire6 s c 0 oI, dusmess daurs and
information on how to obtain technical support as well as the
extension numbers of LSIML staff.

5- Quitter (Sign Out)
Enables you to securely sign out the LSIML 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 Evénement section (figure 10).
Saisie d'une demande

Evénement

Détails
No du dossier organisme

' Obtenir info. demande
Date etheure

[22 [février »] [2007 o0 | oo

Localisation

Figure 10
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It consists of the following elements:

N° du dossier organisme

(Organization File N°)

Obtenir info. demande
(Obtain info. request)

Date et heure
(Date and time)

Localisation (Place)

Write down your file number, such as:
LVL-070202-003. This information is
mandatory.

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.

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.

Specify the place where the event took
place. This information is mandatory.

Here is the following section: Natures (figure 11)

Natures
Nature

Résumé

Article de loi Supprimer

Ajouter |

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).

2017-03-07
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| -

ACCIDENT

[ACCIDENT AVEC VEHICULE
ACCINENT D'AVION
AGCIDENT DE TRAVAIL
ACTIVITE TERRORISTE
lAGRESSIOBLARMEE
AGRESSION SEXUELLE
ARME TROUVEE

CIENTIFIQUE
Figure 12

Natures
* Nature

INTRODUCTION PAR EFFRACTION LI
* Info. Lieux :

Résumé |COMMERCE

NE SAIT PAS
RESIDENCE

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.

Natures
Nature Article de loi Supprimer
ACCIDEN r;w VEHICULE 140 PREES
I z] | | | Ajouter ‘
Résumé
-
Figure 14
_ | o
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)

Victimes
Prénom Nom ! Entreprise Véhicule (marque, année, couleur) Supprimer

| | [ l | \ Ajouter | <€

[T Cette victime est une entreprise

T Figure 15

Indicate the usual first and last name oL 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 t @Giek onvAjoatdr to codifsm thieitfarntatios. The
following screen will appear (figure 16):

Victimes
Prénom Nom / Entreprise Véhicule (marque, année, couleur) Supprimer
Toto Tata <
A "
'l | | | [ajouter | @

" Cette victime estune entreprise

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)

Suspects
Prénom Nom / Entreprise Véhicule (marque, année, couleur) Supprimer

l || | | Lsjoter]©

— [ Ce suspect est une entreprise

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 bgx 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 yearand t he <col our vehitle,ftheyars uspect 0
known. Click on Ajouter to confirm this information. The following screen will

appear (figure 18):

Suspects

Prénom Nom ! Entreprise Véhicule {marque, année, couleur) Supprimer
t5est test
{ Ajouter l i)

1 || | |

[T Ce suspect estune entreprise

Figure 18

Thig 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),
réateur, Responsable de la dempande and Enquéteur chargé du,dossier. The
Créateur section consists of the/first and last name of the persoy filling out the
form.

Intervenants

Créateur

Responsable de la demande

Organisme
« ‘Yotre organisme

[ sPvM, Centre opérationnel Est ¥]

 Tous les organismes
" Nouvel organisme

Code utilisateur
‘ | | ‘:] | Obteniy{ﬂo utilisateur

Prénom

| |

Nom _
-

Fonction

Téléphoqe '
11 |Poste | |
Co_umel

[

Enquéteur chargé du dossier

V Méme que responsable

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 ligt box. Thus, police officers from certain police forcelﬂUthTs—
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

Qrganisme
(* ‘otre organisme
SQ, Crimes économigques, Montréal »|

— & Tous les organismes

" Nouvel organisme

Code utilisateur

LI ‘ Ohtenir info utilisateur

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 filing 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. utilisateu/r, 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):

2017-03-07 Page 20 de 52



GDE System User Guide

Organisme
" Votre organisme

¢ Tous les organismes

3

" Nouvel organisme

Figure 21

|
Click on the arrow for access to the list of all types of organizations, and
this will produce figure 22.

Qrganisme
" Votre organisme

¢ Tous les organismes
ORGANISME_PARENT |

EXPERTISES JUDICIAIRES a
GENDARMERIE ROYALE DU CANADA
C NvDRO-QUEBEC
Cog| ORGANISME_PARENT
%9 paLaIS DE JUSTICE L]

PEoLcEAMERINDIENNE Sl
POLICE AUTOCHTONE m

PreNpoLIce VERTE
| |PORTS NATIONAUR
Nord SURETE DU QUEBEC

—{VILLAGES CRIS - M
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 LSIML 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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Organisme
" Votre organisme
tv- Tous les organismes
IGENDARMERIE ROYALE DU CANADA_*_]
| v

" Nouvel organisme

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).

Organisme
¢ Votre organisme

& Tous les organismes
| GENDARMERIE ROYALE DU CANADA ~ |

I =
N A
Gendarmatie Révale du Canada

Serdarmede-Reyale du Canada "A" Div. (Prov. Weapons) —
GENDARMERIE ROYALE DU CANADA DIVISION C

(GENDARMERIE.RQYALE DU_CANADA RCM Paolice Forensic Laboratory
GENRARMERIE ROYALE DU CANADA Rock Forest

Code uti

GRC - Charloftetown

Nom  GRC Corowall
GRC; DET-DE AERORORT DE-QUJEBEC

Ernnectinn

Figure 24

You then proceed to the following screen (figure 25):

Organisme
A" Votre organisme
¢ Tous les organismes
| SURETE DU QUEBEC =l
| SURETE DU QUEBEC POSTE DE HAVRE-SAINT-PIERRE =l

" Nouvel organisme

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):

¢ Nouvel organisme
[ |
A

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 LSIJML team receiving it is able to create the new
organization in the system.

Next, if applicable, enter or update figure 276 s i n f oNommally it has
already been entered when a new request is created.

Prénom

Nom

Fonction

Télephone

Poste

Courriel

Figure 27

You can now fill in the sub-section Enquéteur chargé du dossier, whose

box has been checked by default (figure 28).
I nqul(wha/m?lu dossier

¥ . Méme que responsable

Figure 28
If the person responsible for the request is not the investigator in charge of

the file, check the Méme que responsable checkbox to enter the information on
the person responsible for the file (figure 29).
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Enguéteur chargé du dossier

[T méme nque responsahle
Qrganisme
€ Votre arganisme
&+ Tous les organismes
| [

 MNouvel organisme

Code utilisateur

| |[ TR

Prenom

Mom

Fonction

Teléphone

LI JPoste [ ]

Courriel

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 Piéces section is next (figure 30):

Pieces
Type d'expertise
Précision / Description

! l "‘ j Ajouter ®

La présente demande sera automatiquement supprimée, siles pigces nont pas &té re cues au LSJIL & lintérieur d'un délai de & mois, suivant la transmission de cette demande.

* No de piece * Type d'objet No lot Supprimer

Le LSJIML se réserve le droit de ne pas traiter les piéces jugées impropres a lanalysg demandée.

—igure 30

It consists of the following points:

N° de piece (Exhibit #) Enter the # appearing in the LSIML label,
for example J-09982.

Typed 6 o b | e tof olbjecty prem 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 Vétements the
drop-down list Provenance appears (see
figure31).
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* Type d'objet

VETEMENTS ~|
* Provenance :

DE LA SCENE
DU SUSPECT
it LA VICTIME
NE SAIT PAS

t8

o

ra autematiquems ces n'ont pas &té recues a

mprepres a lanalyse demar

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).

Piéces
3 = Type d'expertise .

*N » X N e G ri

No de piéce Type d'objet o lot Précision iDescription Supprimer

> 145789 ARIE AFEU 22 calibre Handgun 3 ¢
| ‘ l] 2 | Ajouter |@
v
La présente demande sera automatiquement supprimée, si les piéces n'ont pas été recues au LSJML a lintérieur d'un délai de € mois, suivant la transmission de cette

demande.

Le LSJIL se réserve le droit de ne pas traiter les piéces jugées impropres a lanalyse demandée.

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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TheRet our 7 and Saavegauer buttons are at the bottom of the
i&i si e deamnéndadferm (figure 33).

Retour a I'accueil | [ Sauvegarder

Figure 33

ClickingonRet our 7 brings apdhe tolowing message (figure 34):
Confirmation
Sivous avez effectué des modifications sans

sauvegarder, elles seront perdues. Désirez-vous
poursuivre?

[» Oui ] [‘Non_J

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.

@ La demande a été sauvegardée avec SUCCES.

Retour a I'accueil ] ’ Supprimer ] [ Sauvegarder ] |[ Transmettre ]

Figure 35

Confirmation that thé request has been saved is given; nevertheless two
new buttons appear. | f you dondédt have the time to
Ret our 7 andiheconfirnationl 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. Thi s command is wuseful i f you donot
expert opinion. The Transmettre button brings up the following figure (figure 36):
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Nature Article de loi

ARME TROUVEE
Confirmation de transmission de votre formulaire de demande
d'expertises

sdfsdfsdfsdfsdfasdfsd
Le formulaire a été transmis au Laboratoire de sciences judiciaires
et de médecine légale. Votre huméro de confirmation est le GDE-0-
ictimes 000000059 . Veuillez le noter pour référence ultérieure. Yous
Prénom Nd  pourre; ivre I'8volution de votre demande lorsque le laboratoite  lée, couleur)
en aura cotmence le traitement.
Prénom N r}e, couleur)
Arthur T ! l'flrl}l.ér :I

Cr teur

GDE105TS105

Figure 36

In the message Confirmation de transmission de votre formulaire de
demande d 0 eauplabotatoie,e the confirmation number in bold
characters is registered on the SIML-32 request as a reference. Then click on
the Continuer button to go to figure 37.
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Laboratoire - &
de sclences judiciaires - > emandaes
et de médecine légale x experuses
b E3 E3
QUé €Ceama

JODE105 TS105

™ Accuel] aide Nous jgindre Quitter &

Visualisation de la demande
No de confir : GDE-0-0 059

Evénement
Détails
No du dossier organisme Date de I'événement Localisation
MTL-070413-002 2007-04-14 asdfsadfsd

Natures
Nature Article de loi

ARME TROUVEE

Résumé
sdfsdfsdfedfedfasdrsdfasd

Victimes
Prénom Nom \ (marque, année, )

Suspects
Prénom Nom Véhicule (marque, année, couleur)

Arthur Tordue

Intervenants
Créateur
GDE105TS105

Responsable de la demande

Prénom Nom Fonction Code utilisateur
GDE105 TS105 testeur TSGDE105
Courriel Téléphone Organisme

eric belanger@nurun.com (514) 623-4356#12345 SURETE DU QUEBEC POSTE DE SAINT-HYACINTHE

Piéces
No de piéce Type d'objet Précision
K-45789 AUTRE ARME

Réservé au Laboratoire de sciences judiciaires et de médecine légale
Nom du transmetteur  Date de transmission Mode de transmission

MAIN A MAIN
Date de réception No du dossier LSJML No de la demande LSJML
Retour a Faccuell _I |_imprimer J [ Supprimer J

Bolgigus de confideotiaing 1 Joindre i rezponsable du systeme
=151
QuébecBa

D Gouvernsment & Quibae, 2007-7004

Figure 37

It is then possible to see the content of the form that have just been sent to
the LSIML. At the bottom of figure 37 there are three action buttons: Retour a
| 6 a c,dmpenmet and Supprimer. If you click on Ret our 7, figuéeaB4 cue i |
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
d 6 o p, tlickeomTéléchanger le fichier which brings up Figure 39.

Figure 39
This is the LSIML-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):
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