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Registration period 
 

 
 

The registration period is the period during which students are authorized to enrol in a class for a term. The beginning dates and times vary from one program to 
another. 

 
To consult your enrolment dates, click on  My registration period in the main HEC en ligne menu. 
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    Select a term and a program and click on the green “Refresh” button. 

(Only the terms and programs in which you are authorized to enrol or have already enrolled will be displayed.) 
 

 
 

    If the enrolment dates are not available, you will see the following message: 

 
    As soon as the information is available, the date and time of your appointment period for enrolment will be displayed. 

 
IMPORTANT: You must comply with the dates and times of your registration period. To enrol, click on the green “ADD CLASSES” button. 

 
 

    When the registration period is open to everyone, the beginning and ending enrolment dates will be displayed. 
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Search for Classes 
 

 
 

 
The Search for Classes function lets you consult the courses offered during a term, and class and examination times. You can use this function before the 
registration period. Enrolment is done in a subsequent step (see the Add a Class section). 

 
To search for a class, click on the green SEARCH FOR CLASSES button in the main HEC en ligne menu. 
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    Click on the link for the term you want. 
 
 

 
 

    A list of the terms in which the class schedule is available will appear, but this does not mean that the registration period is open. 

    You can consult your enrolment dates by clicking on the My registration period link in the main HEC en ligne menu. 

    To enrol, click on the add tab on this page or on the Add a Class link in the main HEC en ligne menu. 
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    Select the class by Catalogue number (e.g. 5320502). 

    If you do not know the catalogue number, 
    Select at least two criteria and click on the green “SEARCH” button. 

    For language tests (e.g.  HECTOPE, ORTHOGRAM), select Test and check off  “Open Classes Only” to obtain the list. (For more details on 

these tests, see http://www.hec.ca/qualitecomm/inscription.html). 
 

 
IMPORTANT: The Open Classes Only option has not been checked. This means that the results displayed will include both open and closed 

classes. If you want information only on open classes, please check this option. 
 

  If more than 50 classes meet your criteria, you will see the following message. Click on OK. 
 

 
If the example below, you are looking for a Finance (course subject) class taught in the Master's in Business Administration track / program (career): 
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You will obtain the list of classes that meet the criteria specified. 
 

Select the class in the desired language – French, English or Spanish. 
1 (The class title will be displayed in the language of instruction.) 

 
 
 

2 Take note of any information messages (Notes or Equivalent classes) under the class title. 
 

 
Check the class status. 

3 
 

 
 

Note the Class number (e.g.  1851 for catalogue 53-205-02, section A01 in the winter 2010 term). 
4     The class number lets you select your classes more quickly when you enrol. 

    It corresponds to a catalogue and a section in the term in which you want to enrol. 
 
 

Check the examination dates for the class, to avoid class and exam scheduling conflicts with your other classes. 
5     Exams are not necessarily held at the same time and on the same day as the corresponding class. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Page 7 of 27 
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Enrol in a class (Add a class) 
 

 
 

 
To enrol, the registration period must be open (dates and times vary from one program to another. See the My registration period section). 

 
Before the registration period, it is recommended that you select your classes (see the Search for Classes section) and make sure there are no class or exam 
scheduling conflicts. 

 
To enrol in one or more classes, click on the Add a Class link in the Enrolment section of the main HEC en ligne menu. 

 

 
 

There are three steps.  
 

Select a term and a program. Select and add classes one by one to your shopping cart. 

Apply for enrolment in the classes in your shopping cart. 

 
Check the enrolment status for each class (Success, Error). 

 

 
 

IMPORTANT: If you do not complete Step  , all the classes in your shopping cart will be lost and you will not be enrolled. You will have to start over at 

Step   and select your classes again. 
 

 

          ADD A CLASS – SHOPPING CART 
 
 

    Select a term and a program and click on the green “change” button. 
 

(Only the terms and programs in which you are authorized to enrol or are already enrolled will be displayed.) 

    There are two ways to select a class: 
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by class number (4- or 5-digit code). 
by catalogue number (e.g.  52-251-08) or using certain criteria. 

 
Option 1: Enter a Class Number and click on the green “enter” button. 

 
 

     You must specify the number of the class in which you wish to enrol (4- or 5-digit code corresponding to the catalogue number and section of 
the term). For example, class number 4540 corresponds to catalogue 52-251-08, section C03 in the fall 2009 term. 

     You can get this class number when you are selecting your classes (see the Search for Classes section) before or during the registration 
period. 

     The class number lets you select a class more quickly when you enrol. 
 

 
 
 
 
 
 
 
 
 
 
 
 

Option 2: Click on the green “search” button. 
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This option lets you search for a class by catalogue number (e.g. 5225108 is the catalogue number 52-251-08 associated with the 
Corporate Finance I class). 

 
 

This option lets you find a class using certain criteria (e.g. day of the week, subject). You must specify two criteria. 
 

For language tests (e.g.  HECTOPE, ORTHOGRAM), select Test and check off  “Open Classes Only” to obtain the list. (For more 

details on these tests, see http://www.hec.ca/qualitecomm/inscription.html) 

 
     Click on the green “SEARCH” button to launch your search. 

 
IMPORTANT: The Open Classes Only option has not been checked. This means that the results displayed will include both open and closed 

classes. If you want information only on open classes, please check this option. 
 

If more than 50 classes meet your criteria, you will see the following message: “Your search will return over 50 classes. Would you like 
to continue?” Click on OK. 

 

 
 
 
 

  Select the class you want by clicking on the green arrow in the Select column. 
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Important:  

       Select the class in the desired language – French. English or Spanish. 
(The class title will be displayed in the language of instruction.) 

 
Take note of any information messages (Notes or Equivalent classes) under the class title. 

 
 
 
 
 
 
 
 
 

Check the class status.  
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Check the examination dates for the class, to avoid class and exam scheduling conflicts with your other classes. 
 

Exams are not necessarily held at the same time and on the same day as the corresponding class. 
 

The class you chose with option 1 (class number) or option 2 (catalogue number or criteria) is displayed in the screen below. 
Click on the green NEXT button to add this class to your shopping cart. 

 

 
 
 
 
 
 
 The class is added to your shopping cart but you are not yet enrolled in the class. 
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To add another class to your shopping cart, you must start over at Step 
 
 

2 If you want to remove a class from your shopping cart, click on the Delete icon (garbage can). 

 
If you have finished selecting your classes, 

3 click on the green PROCEED TO STEP 2 OF 3 button (to proceed to Step and submit your class selection for enrolment). 
 
 
 

IMPORTANT: 
You will be “Waitlisted” for a class when the maximum number of enrolments for the class has been 
reached. The system will enrol you automatically as soon as a place opens up and you are authorized to 
enrol (e.g. no scheduling conflicts, you have the class prerequisites, etc.). 

 

 
 
 
 
 

SUBMIT CLASSES IN YOUR SHOPPING CART FOR ENROLMENT 
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    To submit the classes in your shopping cart for enrolment, click on the green “FINISH ENROLLING” button. 
 
 

IMPORTANT: If you do not submit the classes in your shopping cart for enrolment, all the classes in your shopping cart will be lost an d you will 

not be enrolled. You will have to start over at Step   
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CHECK THE ENROLMENT STATUS OF YOUR CLASSES 
 

    Check the enrolment status of each class selected. It is important that you read any message applying to each class. 
 

        Success. You are enrolled in this class. 
       Error.  It is not possible to enrol you in this class (e.g. because of a scheduling or exam conflict with one 

or more of the classes already selected, because you lack the prerequisites, or because this class 
requires special permission from your administration. 

 

 

 
 

IMPORTANT:     To consult the list of classes in your file, click on the MY CLASS SCHEDULE button. 

    If the status shows an error ( ), the “ADD ANOTHER CLASS” button will be available. 

  Click on this button to replace any classes in which you cannot enrol with another class. 
(Do not use the “FIX ERRORS” button.) 
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Class schedule 
 

 
 

 
To consult your class and exam schedule or find out the last term in which you can complete your program, click on the My Class Schedule link in the Enrolment 
section of the main HEC en ligne menu. 

 

 
 

    Select a term and a program of study, and click on the green “refresh” button. 
 

(Only the terms and programs in which you are authorized to enrol or are already enrolled will be displayed.) 
 

 
 

 
 
 

My Class Schedule gives you the list of classes you have selected for a given term. For each class you can see: 
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1 Class status: ENROLLED, WAITING, WITHDRAWN (dropped by student), DROPPED (section cancelled by HEC). 

 
Number of credits. 

2 Class grade AB (Withdrawal), E (Fail), A, B, B+, etc.). 
 

 
3 Class schedule (the room and instructor will be available before the class starts). 

 
 

4 Exam schedule (the room and alphabetical distribution (e.g. A to LAIA) will be available a few weeks before the exams. 

 
 

5 For more details on classes or waitlists, click on the section number (e.g. J01). 
 
 

6 For information on deadlines for dropping a class, click on the “Drop dates” icon. 
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Swap a Class 
 

 

 
This option lets you replace a class already on your schedule with another. 
To swap classes, click on the Swap Classes link in the Enrolment section of the main HEC en ligne menu. 

 

 
 
 
 

IMPORTANT:     If you are “Waitlisted” (  ) for the class to be swapped, you will not be able to swap it. 

    You must drop this class (see the Drop a Class section) and then add a new class (see the Add a Class section). 
 
 

    If the replacement class is full, you will be waitlisted (  ) for this class. 
 

    You will remain enrolled in the class you want to swap until a place becomes free in the replacement class. 
 

When a place becomes free, the class to be swapped will automatically be dropped and will not longer appear in your class schedule. 
The replacement class will show a status of “ENROLLED”. 

    There must be no class or exam scheduling conflicts between the replacement class and your other classes. 
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 Select a term and a program and click on the green “refresh” button. 

 

(Only the terms and programs in which you are authorized to enrol or are already enrolled will be displayed.) 
 Select the class to be swapped, 

 In the Swap This Class section, select a class in the Select from your schedule scroll-down list. 
 

(If the class to be swapped is not in this list, make sure you have selected the right term and that you are not waitlisted (  ) for the class. 
 
 
 Select a replacement class, 

 In the section With This Class, select a class (For more details, see the Search for Classes section, above). 
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    To confirm your selection, click on the “FINISH SWAPPING” button. 
Otherwise, click on the “CANCEL” button. 
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    Check the enrolment status of the replacement class. It is important to read this message. 
 

        Success: The classes have been swapped. 
 

       Error. Unable to add this class to your schedule. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

IMPORTANT:     To see the changes in your list of classes, click on the “MY CLASS SCHEDULE” button. 
 

    If the status shows an error ( ), the “SWAP ANOTHER CLASS” button will be available. 

    Click on this button to choose another replacement class for the class you want to swap. 
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Drop a Class 
 

 
 
 

To drop a class, click on the Drop a Class link in the Enrolment section of the main HEC en ligne menu. 
 

 
 

IMPORTANT: Check the drop dates before dropping a class, to make sure you understand the impact on your grades and tuition refunds. 
 

Withdrawal – removed from file Classes dropped by this date will be removed from your university file. 
 

Tuition refunded. 
 

Withdrawal with penalty Classes dropped by this date will appear on your transcript with a penalty (AB – withdrawal). 
 

No tuition refunded. 
 
 

Withdrawal with severe penalty Last authorized date to drop a class. Classes dropped by this date will appear on your transcript with 

a severe penalty (E – Failure). 

No tuition refunded. 
 

Click on the “Drop dates” icon in My Class Schedule to see these dates. 
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    Click on the Drop tab. 

    Select a term and a program and click on the green “refresh” button. 

    Select the class or classes to be dropped (checkmark in the Select column). 
Click on the green “DROP CLASSES” button. 
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     To confirm your selection of classes to be dropped, click on the FINISH DROPPING button 
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    Check the status of each of your classes. It is important to read the message for each class. 
 
 

        Success. You have dropped this class. 
 

        Error.  You cannot drop this class. A message will explain why. 
 
 

 
 

IMPORTANT: To see the changes in your list of classes, click on the “MY CLASS SCHEDULE” button. 
If the status shows an error ( ), the “DROP ANOTHER CLASS” button will be available. 

 

    Click on this button to replace the class for which there is an error with another class. 
(Do not use the “FIX ERRORS” button.) 
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