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Purpose of the Manual 
This Urban Development Online (UDO) Quick Reference Guide is to be used by Developers and/or their Consulting 
Engineers and will document the steps to complete the actions on the Special Clauses Tab of the Urban 
Development Online Development Application. 

NOTE: 

The building of this training material required the use of existing Subdivision Application and Construction 
Drawing information provided to the City of Calgary. You may notice slight inconsistencies throughout the 
training material. The information used is for demonstration purposes only. These variances are not to deter 
from the intended content. 
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Special Clauses Tab Overview 
Section Available Actions 

Outstanding 
Special Clause 
Issues 

• View Outstanding Special Clause Issues. 

Special 
Clauses 

• View the Special Clauses Library. 

• View and edit generated Special Clause details. 

• Add Special Clauses and Additional Repayments. 

Special Clause 
Amounts 
Totals 

• View amounts totaled from the Special Clauses list. 

Complete 
Updates 

• Save or Cancel changes. 
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Special Clauses Tab Quick Reference Sheet 
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Agreement Request Requirements 
 

Click on the Agreement Request Requirements link to be directed to the Urban Development Online (UDO) services 
(calgary.ca) website. 

 

  
 

  

https://www.calgary.ca/development/urban-development-online.html
https://www.calgary.ca/development/urban-development-online.html
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Outstanding Special Clause Issues 
 

When there are no Outstanding Special Clause Issues the Urban Development Online System will 
indicate this by showing that there are (None). 
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Special Clauses 
To view the current Special Clause library, click on the Special Clause Library link. 

NOTE: The Special Clause Library can remain open while working on the application. 

 

Generate Special Clauses  
Click the Generate Special Clauses button to have the Urban Development Online System generate the 
limited Special Clauses based on the information provided while building the application. This is especially applicable 
to Infrastructure Obligations that have a Deposit / Repayment component as a clause is required to further describe 
the details for these. 

 

If a Special Clause is incomplete and requires additional information, it will have a Delta Symbol beside it. Click on 
Details for the Special Clause with the Delta Symbol to complete the required fields for the special clause. 

 

Generate Special Clauses update section 
A window showing Special Clause details will open. 

Task Steps 

View Outstanding 
Special Clause 
Issues 
 

Resolve any Outstanding Special Clause Issues. 

 
Build Special 
Clause Text 

Add the Clause Category and Clause Type if not already added. 

 
Click the Preview button at any time to Preview the complete Special Clause text. 
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Update Special 
Clause details 

Fill in all required fields highlighted in red text. Example:

 
Add Cost Sharing 
Agreement 

Enter Request Number in the Cost Share Lookup. Click Search. 

 
When the Request Number checkbox is selected the Display Format text will be added to 
the Build Special Clause Text. Click SAVE to have UDO populate various clause fields 
using data from this job that has been selected. 

 

Attach Supporting 
Documentation 

Add any required comments to account for or document the Special Clause. 

 
Attach supporting documentation using the Attach File button.  

 
Click Upload to attach the file. Acceptable file extensions are pdf, dwg, doc, docx, xls, xlsx, 
jpg, jpeg, msg and text. 
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Save Updates to 
Special Clauses 
Section 

The Save and Close button will update the Category item in the Special Clauses section. 

 
Note: Grey Shaded box indicates that there are comments, and or an attachment included 
in the Details link. 

 

Add Special Clause update section 
Click the button for any additional Special Clauses not generated by the Urban Development Online Application.  

 
A window showing Special Clause details will open. Complete all sections as in the Generate Special Clauses update 
section. 

Additional Repayments section 
Click the button for Additional Repayments that are not generated by the Urban Development Online Application.  
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Additional Repayments update section 
A window showing Additional Repayments details will open. 

 
 

Task Steps 

Update Additional 
Repayments 
Details 
 

Enter the Additional Repayment Details for the appropriate Special Project in the dropdown 
list. 

 
Add Comments Add a comment (required) to explain why the repayments were added. 

 
Attach Documents Add an attachment (optional) to add supporting documentation if applicable. 

Click Upload to attach the file. Acceptable file extensions are pdf, dwg, doc, docx, xls, xlsx, 
jpg, jpeg, msg and text. 
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Save Updates 
Additional 
Repayments 
Section 

The Save and Close button will update the Description item in the Additional 
Repayments section. 

 

 
 

Special Clause Amount Totals 
 

View the Special Clause Amount Totals from the special clauses listed in section 1 on the Special 
Clauses Tab page. 

 

 

Complete Updates 
When you have completed the Details Tab page click Save. Save buttons are at the top and bottom of the tab 
sections. 

Top 

 

Bottom 
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