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Inter-University Transfer Application  

 
For a detailed version, please consult BCI web site  

http://www.bci-qc.ca/wp-content/uploads/2019/12/AEHE-Phase-2-Student-User-Guide_20191218.pdf. 

How to apply CONNECTING TO the BCI site www.bci-qc.ca. 
 
Click on Authorization to transfer credits:  

 
 

Authentication Select your home university from the picklist. 
 
 
 
 
 
 
 
 
 

* To access the application, you will need to enter the Username STUDENTand Password 
you use to access your home university's student information system.  
DO NOT use your employee ID or student ID 
 

Accept the 
terms 

* You have to accept the terms of use by checking the box “I have read and agree to the 
terms of this application” and then the Accept button at the bottom of the sreen. 
 

New 
application 

* If there are no applications in your file and you want to create a new application for 
the first time, you must use the following menu: 

http://www.bci-qc.ca/wp-content/uploads/2019/12/AEHE-Phase-2-Student-User-Guide_20191218.pdf
http://www.bci-qc.ca/
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Before you create a new application, you must check that the information is correct and 
confirm it.  First check the box “I confirm that the above information accurately 
matches the personal and academic information on my student record at my home 
university” to confirm that the information is accurate, then click on the I confirm 
button. 
 
Note: Your personal information appears on every page of the application. If the 
information is not accurate, click on No. 
 

Creating a new 
application 

*Once your personal information is confirmed, you may proceed to the main menu. 
Click on the New Application button to create a new application from the main menu 
* Select the program for which you want to submit 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
* Select the term in which you wish to complete one or more activities at a host 
university. 
Note: Your application is associated with a specific program and term, you will need to 
create another application if you wish to complete another for a different program or 
term. 
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When you click on Confirm button to create an application, the following screen 
displays to allow you to add activities: 
 

 
 
 
In the 1st Activity section on the screen, click on the Add an activity box to add an 
activity. Otherwise, click on Save for Later or Cancel if you want to go back to the main 
menu. 

 
 
* select the host university → select the campus where you want to take the activity 
→ You can narrow your search by entering the initial letters of the code or activity title 
in the appropriate box → Select the cycle: 1st cycle, 2nd cycle or 3rd cycle. 
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* Once you have selected the activity, ▪ click on Select This Activity to finish entering it 
or click on Cancel. The following screen displays to finalize the entry: 

* IMPORTANT : In order for the equivalence for the off-site course to be recognized in 
your program, you must specify it by indicating on the registration form the 
"Transfer Activity equivalent". 
 
* You can add a substitute activity if your first choice cannot be satisfied. To do this, 
right-click on + Add a substitution activity. 
 
* You can choose another activity if you want to take several courses in the same 
establishment by clicking on + Add an activity. 
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Withdrawing or 
cancelling a 
request 

 
* Click on the icon  beside the activity you want to withdraw or cancel. 
 
* The following message displays to ask you to confirm withdrawal or cancellation of 
the request: 
 
 
 
 
 
 
 
 
 
Note: Once your application has been submitted, you can remove an activity unless it 
has a status of confirmed by the host university's registrar. Once the request has a 
status of confirmed by the host university’s registrar, you can’t withdraw the activity, 
but you can request to cancel it. When the host university registrar has made a 
decision on the cancellation request, you will be informed by email. You can no longer 
cancel a request once it has been refused. 
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Viewing a 
request 

* When you access an application, you can consult each request associated 
with it. ▪ Click on the icon for the request you want to consult and 
follow up on.  
 

 
 

Consulting an 
application 

* In the main menu, click on an application’s icon  to consult it and follow 
up on the requests associated with it.  
The application can be active, inactive or closed. 
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