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Kane County Criminal Complaint Form 
www.cic.co.kane.il.us/felony  

 
     

  
 
 
 

  
 
 

   
  

 

To access the newest 
version of the form, 
please click on 
 
Police Departments: 
FCISPDe-RE.pdf 
 
State’s Attorney: 
FCISSAOe-RE.pdf 
 

**First time accessing Kane County Criminal Complaint Form ONLY** 

The Java Script Window pictured to the left 
may appear. 
 
Click OK. 
 

The Yellow Bar pictured to the left will 
appear at the top of the form. 
 
Click on Options. 
 
Select Add host to Privileged 
Locations. 

If the Adobe Acrobat Warning pictured to the left 
appears, click No.  
 
The form will close. You will need to reopen the 
form. If this happens, it will only happen the first 
time the form is accessed on the computer. 

Depending upon the Police Department’s 
network, the window to the left may appear after 
form is reopened. 
 
Click on Remember my action for this site and 
then click the Allow. 
 

http://www.cic.co.kane.il.us/felony
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Police Department Synopsis Sheet 
 

Defendant/Incident Information 
 

  
 
 
 
 
 
 
 
 

  
 

Offense Section 
 

  

Fill out the top portion of the 
form with the Incident and 
Defendant information. 

 
All information that is entered 
on this form will auto populate 
the like fields on the New Case 
Information Sheet and 
Charging Documents. 
 
   
 

Search with Statute 
or Offense Title. 
 
Click on Click here 
to Search. 
   
 

If charge is an 
Attempt, Conspiracy, 
or Solicitation select 
correct amend AFTER 
inserting charge. 
 

Click on        to view 
   
results. 
   
 Scroll until desired 

Offense is found. 
Select correct 
Offense. 
   
 To add charge to 
Charging Documents, 
Click on Click to 
Insert. 
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Offense Section continued  
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

Synopsis Facts 
 
 
  

 
 
 

 
 

 
Party Information 

 
  

  

To add additional 
charges, click on 
CONTINUE ADDING 
CHARGES. 
 
After all charges have 
been inserted, click on 
FINISHED ADDING 
CHARGES. 

Charges must be in class order, with highest offense listed 
first. If the charges were not entered in class order, use the 
up/down arrows to correctly arrange counts. 
 
If an incorrect charge was added, click on the red X to 
delete the charge. 
 

After clicking on 
FINISHED ADDING 
CHARGES, the warning 
to the left will appear.  
 
After Yes is selected, the 
charges cannot be added, 
modified, or deleted. 

Enter the details of the 
incident here. This field 
will expand to the length 
needed. 

Enter the 
Witness/Victim and 
investigating Officer(s) 
Information here. 
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New Case Information Sheet 
 

 

Information entered on the Police 
Department Synopsis will auto 
populate the New Case Information 
Sheet. 
 
If changes to the auto-populated 
information need to be made, all 
changes must be done on the Police 
Department Synopsis Sheet. 
 
The fields outlined in BLUE do not 
auto-populate and need to be filled 
out. 
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Count Paperwork 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STATUTE PREVIOUSLY SELECTED WILL APPEAR HERE 

Language provided by the Kane County State's Attorney's Office will appear here. 
 
Please make sure to review all pre-populated text and modify as needed. 
 
Look for *** in text where text needs to be deleted or <  > where text needs to be 
modified (Ex: <date>) 
 
If 'No language available' appears here, please be sure to enter text relating to the 
charge. 
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Order 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Emailing to Clerk 
 
 
 
  

This form should be left 
blank. This will be filled 
out by the Judge in 
court. 

Select Email to Clerk to submit 
documents to the Kane County 
Circuit Clerk’s Office for filing. 
 
After emailing the completed 
Complaint Form to the Circuit 
Clerk’s Office, select Print to print 
out the Complaint Form. These will 
be the Original Documents for the 
court file. They will need to be 
signed and notarized. 
 
Be sure to bring originals to court. 

The email Subject Line defaults with Complaint.  

Please change Subject Line appropriately if the charging documents are for Bond Call, a 
Warrant, Warrant and Sealing, or Sealing/Impound. 

Type any comments in the body of the text (Ex: Please email Case Number.). 
 

Please email Monica Lawrence at: lawrencemonica@co.kane.il.us or Samantha Sell at: 
sellsamantha@co.kane.il.us with any questions or issues with the Complaint Form.   
 

mailto:lawrencemonica@co.kane.il.us
mailto:sellsamantha@co.kane.il.us
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Complaint Form Troubleshooting 

If the screen shown to the left 
appears, you may not be 
accessing the Criminal 
Complaint using its optimal 
browser. 
 
Please be sure to access the 
Criminal Complaint Form using 
Internet Explorer. 

If Auto Complete is 
defaulted to ON in 
Adobe Reader, you 
could have issues filling 
out this form. Auto 
Complete needs to be off 
to fill out the form.  
 
To turn Auto Complete 
off, open Adobe Reader.  
 
Select Edit. 
 
Go to Preferences, then 
Forms.  
 
The screen to the left 
will appear. Under Auto-
Complete choose Off.  
 

  
 

If this error appears when 
trying to click the Email to 
Clerk button, it means that 
there is not an email 
application set up on the 
computer. 
 
Please contact your Police 
Department’s IT department 
to have an email client set up. 


