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Step 1. Login to your my.wooddale.com Self-Service account. 



Step 2. Under the “My Work” tab, review “My Licenses”. Choose the license 
you wish to print (under the “Name” hyperlink). 



Step 3. Under “Licenses” all licenses tied to that business will be available. 
You are only able to print licenses with the status “Issued”. 



Step 4. Review License Details. To print, click print icon at top right.  

Print Icon



Sample Commercial 

Occupancy 

Certificate. 

Please review:

• Valid Through 

Date

• Business Address

• Use/Occupancy 

Classification



Questions or need additional assistance?

Contact the Community Development 

Department at (630) 766-5133  


