
my.WOODDALE.com

Self Service Portal 
Commercial Occupancy Certificate
Renewing a COC

https://my.wooddale.com

https://my.wooddale.com/


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



Step 2. Under the “My Work” tab, review “My Licenses”. 



Step 3. Click “Renew” under the expired Commercial Occupancy 
Certificate. 



Step 4. Review License Details, including License Type and Description. Click 
“Next”. 



Step 6. Review More Info, including Occupancy Classification, Business 
Details and Number of Full Time Employees. Click “Next”. 

Review Next Slide 
for Appropriate 

Occupancy 
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Use/Occupancy Classification based on City Code. All coin-
operated/vending  devices must also be registered.  

USE/OCCUPANCY CLASSIFICATION: The types of use/occupancy include the following:
A. Day care/school: The use of a structure or land for educational purposes or in which care or supervision is provided 

to persons who are not capable of self-preservation without physical assistance.
B. Lodging/residential: The use of a structure or land for sleeping purposes.
C. Manufacturing and research: The use of a structure or land for assembling, disassembling, fabricating, finishing, 

manufacturing, packaging, repair or processing operations that are not considered a high hazard or storage use. This 
term includes the testing and study of materials and sources to establish facts and conclusions.

D. Professional offices: The use of a structure or land for offices, professional or service-type transactions that are not 
considered retail/services.

E. Restaurant/bar/entertainment: The use of a structure or land for the gathering of people for civic, social or religious 
functions, recreation, food or drink consumption.

F. Retail/services: The use of a structure or land for the display and sale of merchandise and involves stocks of goods, 
wares or merchandise incidental to such purposes and open and accessible to the public. This term also includes the 
sale of services provided to the public on- site; examples include but are not limited to dry cleaning, hair salon, car 
wash, auto repair, etc.

G. Warehouse/freight forwarding/storage: The use of a structure or land for or intended to be used for storage of 
materials, refuse, or vehicles, trailers and equipment not in service that is not classified as high hazard.

H. Gas station or other high hazard use: The use of a structure or land that involves the manufacturing, processing, 
generation and storage of materials that constitute a physical or health hazard. Examples include but are not limited to 
gas stations and on-site dry cleaning.

VENDING MACHINE: Any coin operated device that dispenses anything of value including food, beverage, goods, 
wares, merchandise or services. Examples of vending machines include vacuum and air machines, movie and game 
rental (such as Redbox), musical devices (such as jukeboxes), newspaper dispensing machines, laundromat washers 
and dryers, spare change collection devices (such as Coinstar), stamping/engraving machines, etc



Step 7. Add any relevant documents, such as lease agreements. If none 
applicable, click “Next”. 



Step 8. Review and submit. Please take the time to make any necessary 
changes related to keyholders, billing or main contacts. 



Step 9. If successfully renewed, the above green box will appear. 

Staff will review your renewal application and schedule an on-site 
inspection. Following a satisfactory inspection, an invoice will be generated. 
Following payment, a new COC will be issued and available through your 
self-service portal. 

Please continue to check your my.wooddale.com account for important 
updates to your account. 

https://selfservice.wooddale.com/EnerGov_Prod/SelfService#/home


Questions or need additional assistance?

Contact the Community Development 

Department at (630) 766-5133  


