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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”. 



Step 3. Click “Renew” under the expired Rental Property Registration. 



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



Step 5. Provide more information including the Number of Units and Tenant 
Details.



Step 6. Provide number of units in building. For single family homes please 
use “1”. Please note, each separate address, for example 123 ABC St and 
124 ABC St, should have their own application. 

The number of units inputted will dictate the invoice amount.



Step 7.  Provide Tenant Details. 

Click “Add Row”

Add appropriate information 
and click “Update” when 
finished.



Step 8. Verify Tenant Details and click “Next”. 



Step 9. Click “Next”. 

Note: If you have the signed 
Tenant Consent Form, you may 
upload the document at this step.



Step 10. Review submittal. If all information is correct, click “Submit”.  



Step 10. Following submittal, your renewal application will be “In Review”. 
Once fees are paid and inspection has passed, your certificate will be
issued.

Note: Following review, you will be invoiced and required to schedule an inspection. 
Inspections are based on geographical zones. You must pass an annual inspection and 
submit payment for compliance. Failure to comply may result in additional fees and 
adjudication.



Questions or need additional assistance?
Contact the Community Development 

Department at (630) 766-5133  
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