
Paralegal Paralegal Studies Certificate Program Studies Certificate Program 

Informational Guide on 
How to Access and ReviewHow to Access and Review 

Student Academic Transcript & Grades



Step #1Step #1
Log onto the Hofstra University website: www.hofstra.edu and select 
“(myhofstra)” icon .



Step #2Step #2
Enter your “Username” and “Password” to log into your “My.Hofstra.edu Portal” 
Account and select “Login”.



Step #3Step #3
Once logged into your “My.Hofstra.edu Portal” Account on left side of page –
select “Hofstra Online Information Systems” icon.  Double left click on the text.



Step #4Step #4
Scroll down the page and from the “Student Menu” select and double left click 
on the “Student Academic Transcript” icon.



Step #5Step #5
Under “Select Term” option – click on the drop down box and select theUnder  Select Term  option  click on the drop down box and select the 
appropriate “Paralegal” term year and click “submit.”
For example: 
if your term start date was “Spring 2009” select from the drop‐down menu “ Paralegal Spring 2009”
if t t t d t “S 2009” l t f th d d “P l l S 2009”if your term start date was “Summer 2009” select from the drop‐down menu “Paralegal Summer 2009”
for future Paralegal terms – follow aforementioned examples.



Step #5Step #5
continuedcontinuedcontinued…continued…

Under “Select Term” option – click on the drop down box and select the 
appropriate “Paralegal” term year and click “submit.”



Step #6Step #6
U d “St d t d Ad i ID S l ti ” ith t “St d tUnder “Student and Advisee ID Selection” either enter your “Student 
Identification Number” or enter your “Last Name and First Name” and click 
“Submit”.



Step #7Step #7
NoteNote:NoteNote: 
On some instances you may have to enter to your date of birth to access your “Academic 
Transcript.”  The system will prompt you to do so.  If the systems prompts you ‐ follow the 
below step to access your “Academic Transcript” by entering your date of birth and click 
“Submit” to access your “Academic Transcript”.



Step #8Step #8
U d “T i t L l” d “T i t T ” l th d f lt tti iUnder “Transcript Level” and “Transcript Type” leave the default settings as is
and click on “Display Transcript” to view your Academic Academic Transcript & GradesTranscript & Grades.



General QuestionsGeneral Questions
Aft h ti d ill b il d t ili dd fil• 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.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) 463‐5909.

‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐

f hf h hhSpecific Questions re: Access Rights toSpecific Questions re: Access Rights to the the 
Hofstra Portal SystemHofstra Portal System

• If for any reason you are having difficulty accessing the Hofstra Portal System please• 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: atp g p p
http://www.hofstra.edu/StudentServ/CC/CHelp/index_chelp.cfm.


