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Procedure - Authorization to Transfer Credits 
from Another Institution 

 
 

For any student enrolled at HEC Montréal and who wishes to take a 
course at another Quebec university 

 
 

 
 

Please follow these eight steps 
 
 

1 – Go to this address and click on “Student” 
 
 

 
 

  

https://dbs.crepuq.qc.ca/mobilite-cours/4DSTATIC/FRAccueil.html�
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2 – Click on “yes” if this is the first time you are using this system 
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3 – Enter the following information: 
 
 

A. Enter your e-mail address. *** ATTENTION *** You must always use the same e-mail address 
on the CREPUQ website. 

B. Enter a password 
C. Re-enter the password to confirm it 
D. Choose a question and answer that will allow the access codes to your file to be located 
E. Click on “Confirm information” 

 

 
 

  



 

Last update : november 2nd, 2010 Page 4 
 

4 – Enter the following information: 
 

A. Home institution: select “HEC Montréal” 
B. Enter your HEC ID number 
C. Click on “Confirm the information” 
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5 – Complete the following fields: 
 

A. Last name 
B. First name 
C. Title (Ms. or Mr.) 
D. Date of birth 
E. Mother language 
F. Principal language used 
G. Status in Canada and citizenship 

 
Do not enter anything in the “MEQ permanent code” box 
 

H. Father’s last and given names 
I. Mother’s last name at birth and given names 

 
J. Your complete address. ***ATTENTION***  For foreign students, enter your address in Montreal if 

you know it, or your permanent address in your home country. 
 

K. Click on “Confirm identification information” 
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6 – Complete the following fields: 
 

A. Home institution: Choose “HEC MONTRÉAL" 
 

B. Level of study: choose your level  
C. Field of study: choose  “Business Administration” 
D. Name of program of study: select your program of study and the program code will be inserted 

automatically 
 

E. Enter your HEC ID number 
F. Your anticipated graduation date (this field is optional) 

 
G. Enter the number of credits completed to date 
H. Enter the number of credits in progress 
I. Enter the number of credits to be taken at the home institution during the term in question 
J. Click on “Confirm the information related to the home institution” 
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7 – Complete the following fields: 
 

A. Host institution: enter the university you have chosen 
B. Term and year of request 
C. If this is your first request, you do not yet have an ID number at the host institution 

 
Choice of course(s) – enter: 

1. Course code  
2. Course title 
3. Credits 
4. Timetable 
5. Group 
 

If you are able to indicate the course in your current program that will be replaced by the course you 
are requesting, please indicate it now and specify whether it is a compulsory or elective course. 

 
6. Course code 
7. Title of course in your current program 
8. URL of the host university  

 
9. Click on “Confirm information related to host institution” 
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8 – Last step: 
 
 Carefully read the statements on this page and click on “I confirm information related to this request” 

 
 

 
 
 

You will receive an e-mail confirming your request: 
 

If you have any problems with this procedure, feel free to contact us by telephone, at (514) 340-6151, or by e-mail. 
 

 
  

http://www.hec.ca/registraire_info/registraire_info.jsp�

