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Introduction 

We recently made updates to CAMIS where we improved the functionality of the report 

card. This document serves as a guideline for how to generate a report card in CAMIS.  

 

Steps 

Step 1:  After logging in to CAMIS, update your browser by clicking this UPDATE CAMIS 

button on the bottom left of your screen.  

 

 

Step 2: After you update your browser, go to the “reports” button, and expand it.  
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Step 3: After you click the reports button, go to the “report card”. 

 

  

Step 4: After clicking on the report card, you will find these fields to fill.  

• “Select school”: you will find the name of your school and click on it. 

• “Select academic year”: on the drop-down menu select which academic year 

you want the reports to (for the current one, choose 2023/2024) 

• “Select academic term”: on the drop-down menu select which term you want 

the report card for if you want report cards for a specific term. By default, this 

will bring all terms in that academic year. (for example, in this term, if you don’t 

select the academic term, the report card will bring both term 1 and term 2) 

• “Select Class”: on the drop-down menu select which class you want the report 

for.  

• “Generate report”: After setting all the above parameters, now click on 

Generate report card.  
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If you want to produce reports for all terms skip this step 

 

 

Step 5: After you generate the report, 

click on “CLEAR CACHE AND GENERATE REPORT CARD” 

 

Step 6: This pop-up will come and click on “Yes” 
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Step 6: Now Click on “PRINT ALL REPORTS” if you want to print. 

 

 

Additional Notes 

1. If you want to download the report cards you follow the following 

steps. 

- After generating reports, press ctrl+p (same command you use when you are 

going to print) 

- On Destination select “Save as pdf” 
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- Now click on “save” and the file will be downloaded. 

 

2. When printing the report cards, we recommend printing report cards in a portrait 

layout so that the report fits the page perfectly.  

 

The following places on the report card will be filled by handwriting: 

• Student Conduct 

• Comment 

• Headteacher signature 

• Class teacher's signature 

• Parent signature  


