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TOW HEARING REQUEST ONLINE 
These are step-by-step instructions to submit a to hearing request. If at any time you need 
assistance please contact the Hearings Office Clerks who can answer your questions: 

HearingsOfficeClerks@portlandoregon.gov or 605-823-7307 

1. You will need a computer with internet access. Open a web browser of your 
choice (Internet Explorer, Chrome, Microsoft Edge, etc.) and type in the following 
address: 

https://portlandhearingsoffice.synisys.com/cms/  

2. You will be directed to a page with the image below. 

  

3. If this is your first time using the system you will need to "Request a new 
account" (little red arrow above). The system will send you a verification link 
to your email address to verify your profile. At that time you will be able to 
login by entering your login and password (big red arrow above). 

mailto:HearingsOfficeClerks@portlandoregon.gov
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4. To begin your online request locate and Click on the green "New Case" 
button. 

 

5. Note: All fields with a red asterisk must be completed before moving forward. 

6. If you are uncertain about a question hover your mouse over the "i" for more 
information. See this example below: 

 

7. Use the drop down menu to select "Request a tow hearing" and complete the 
following sentence: "I want to . . ." (See below) 

 



   HearingsOfficeClerks@PortlandOregon.gov  

                 503-823-7307 

 

 

8. Locate the next section "Parties" - your name should appear in blue. Click 
your name. If your name does not appear click the green "ADD" button 

 

9. Please complete the information including:  

• First Name  

• Middle Name  

• Last Name 

• Phone Number  

• Email Address 

• Mailing Address 

NOTE: You may need to click the white "Edit" button to complete this section. (See below) 
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10. When you are finished adding your information to this section - Don't 

forget to save your changes! 

 

11. Scroll down to the next section entitled "Tow Hearing Request" 

 

12. Use the drop-down menu to select your name. 

 

13. Are you the Vehicle's Owner? If yes, proceed to the next question. If you are 
not the Owner select "No" and two questions (#2 and #3) will pop up asking if 
you have a financial interest in the vehicle and to provide proof. 

 

14. Questions 5, 6, 7 and 8 request information about the towed Vehicle: Make, 
Model, State of Registration, License Plate or Vehicle Identification Number 
(VIN). 
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15. Question 9 - It is Okay if you don't know the specific address or location 

from which the Vehicle was towed, so long as you know the city. (Example: 
Portland). 

16. Question 10 - skip this question; the Hearings Office Clerks will enter this 
number. 

17. Question 11 - Click on the image of the calendar and select date the 
Vehicle was towed by the City. 

18. If your Vehicle was towed by the City more than 10 calendar days, then click 
12.a to provide "good cause" (the reason why) your request is late. 

19. In Question 14 explain the reason you believe the tow should be found 
invalid or unjustified.  

20. Optional: If you plan on bringing someone to your hearing to represent you 
(other than an attorney) or if you plan on having someone else appear on 
your behalf then complete Question 15. 

 

21.  Optional: If you have an attorney/lawyer please complete this section. 

 

22. Optional: If you are unable to receive email notifications and prefer delivery by 
the regular mail complete this section.
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23. Optional: If you have documents to submit as part of your hearing you may 

submit them in this section. 

 

24. Activity Log - no action required. 

25. At the very bottom of the page click the box to certify that all information you 
are submitted in true to the best of your knowledge by clicking the box at the 
bottom of the page. 

 

26. At the top of the page click the Save button. 

 
A pop-up message box will appear that states the following; Click OK. 

  
 



   HearingsOfficeClerks@PortlandOregon.gov  

                 503-823-7307 

 

 
27. After reviewing your request click "Review & Submit" button in the upper right 

corner. 

 

28. You will now receive a notice by email that your request has been submitted 
and is pending review for approval. You will also receive an attachment 
which is your: "Tow Hearing Request Form" - download or save this file for 
your records. Close out of your browser to exit the online filing system. 

29. If your request is approved by the Hearings Office then you will receive a 
notice that a Hearing is scheduled with the location, date, and time to appear. 
We try to respond within 24 hours (that is, one business day). 

30. Thank you for using our electronic filing system. If you have questions or 
concerns, feel free to contact the Hearings Office Clerks for assistance: 

 tel: 503-823-7307 

 fax: 503-823-4347 

 email: hearingsofficeclerks@portlandoregon.gov 
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