HOFSTRA UNIVERSITY:
CONTINUING EDUCATION
Paralegal Studies Certificate Program

Informational Guide on
How to Access and Review

Student Academic Transcript & Grades



Step #1

Log onto the Hofstra University website: www.hofstra.edu and select
“(myhofstra)” icon .
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Step #2

ername” and “Password” to log into your “My.Hofs
select “Login”
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This secure site provides the Hofstra community with world-class Intranet services along

with single-sign on access to the Hofstra Online Information System and Blackboard. Passord:

Interested in finding out more? Click on one of the audience graphics below for a 2 minute
introduction to what you'l find in the Hofstra Portal,
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Blackboard needs to schedule emergency maintenance for Saturday, August 1st
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Step #3

I”

our “My.Hofstra.edu Portal” Account on left side
Online Information Systems” icon. Double left click or
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Step #4

nage and from the “Student Menu” select and d«
t Academic Transcript” icon.
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Step #5

erm” option — click on the drop down box and select
Paralegal” term year and click “submit.”

start date was “Spring 2009” select from the drop-down menu “ Paralegal Spring 2009”
start date was “Summer 2009” select from the drop-down menu “Paralegal Summer 2009”
Paralegal terms — follow aforementioned examples.
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Step #5

continued...

erm” option —click on the drop down box and select tt
” term year and click “submit.”

(

Paralega

(_/._' My Hofstra - Windows Internet Explorer

@ - | https: jjrmy.hofstra.edufrender UserLayoutRootMade . UP?uP_tparam=utfutf=/cp/ip/login3Fsys %30 sck % 260r % 3Dhtps %38 fhofstraonling hafstra, edufpls/HPR O fbwlk] V| Q ||‘f| | A | |Live Search

o - [relp 1059 %08
w @ %T

— BB B e

My Hof stra X ] & Internet Explarer cannot dis..

| HOFS T e e -t d DAOD /
. ‘ UNIVE |-__-=-;.| Session 111 2009 ro e U 'IJ 'I- (| \I-
Summer Session 11 2009

Summer Session I 2009 }@ @ @ “53 %

PEII’EIE:EI SIJ'I[T'IE:F 2009 my account blackboard groupwise gmail Calendar my files my apps Groups
Paralegal Spring 2009 ———— - -

Spring Semester 2009 I
.II.' January Session 2009 - i 20wl
Fall Semester 2008 AP ! ool 1L 2 \
Summer Session 111 2008 - = '
Welcome to Eiiiaaubace il | | N E INFORMATION SYSTEM
Spring Semester 2008
January Session 2008 culty Services
Fall Semester 2007
Summer Session II1I 2007
Summer Session II 2007
SElect TerSummer Session [ 2007
Spring Semester 2007
January Session 2007
Fall Semester 2006
@ Select the T|SUmmer Session I 2006 & ke gubmit Term button.
Summer Session II 2006
Summer Session I 2006
Spring Semester 2006

Select a Term: |Fa|l Semester 2009 v

Logouw

RETURN TO MENU  SITE MAP




r” or enter your “Last Name and First

Student and Advisee ID Selection

You may enter:
1. The ID of the Student or Advisee you want to process, OR

2. Search by Partial Names (Last or First name, % for all) and Search type,
{Search types :Students - in your class, Advisees -explicitly assigned on Banner form SGAADVR,
Both - a combination of both, All - active students for selected term.)

Then select Submit.

Student or Advisee ID: |:|<

OR

Student and Advisee Query
Last Name: |

First Name: |

Search Type: O students

O Advisees
O Both

[ Submit J [ ResetJ




Step #7

ces you may have to enter to your date of birth to access your
e system will prompt you to do so. If the systems prompts you - f
0 access your “Academic Transcript” by entering your date of birth anc
0 access your “Academic Transcript”.
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Step #8

ipt Level” and “Transcript Type” leave the default set
“Display Transcript” to view your Academic Transcript & G
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General Questions

After each respective course your grades will be mailed to your mailing address on file
and posted on the Hofstra Online Portal Information System.

At the conclusion of the program and successful completion of all course requirements
an Official Transcript and Certificate will be mailed to your mailing address on file.

To request an Offical Transcript — please log onto www.hofstra.edu/ce - select the
“Registration Info” icon tab on left side of screen, then select “Forms” then select
“Transcript Request Form - Paralegal Studies”.

For general questions contact either Chris Wittstruck, Paralegal Program Coordinator @
(516) 463-4811 or Michael Chisena, Continuing Education Registrar @ (516) 463-59089.

Specific Questions re: Access Rights to the
Hofstra Portal System

If for any reason you are having difficulty accessing the Hofstra Portal System please
contact the Hofstra University Help Desk at (516) 463-7777 or email @
Help@Hofstra.edu.

For further information pertaining to the Help Desk please visit their website: at
http://www.hofstra.edu/StudentServ/CC/CHelp/index chelp.cfm.




